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San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

Purpose

This procedure covers the process for receiving, sorting, and processing cure statements. Cure
Statements are sent to voters when their signature is not matching, missing or the voter must provide
ID. There are three types of statements: Signature Verification Statements (SVS), Unsigned
Identification Envelope Statements (UIES), and Need ID (NID).

Scope

This procedure is only to be used in the Ballot Department and is not applicable to any other
departments. It has been designed for the Challenged Ballot Resolution Team and any other personnel
appointed to reviewing and overturning challenged ballots. This procedure does not cover all possible
scenarios but will outline the most common occurrences. (Refer to Elections Code 3019)

Supplies for Overturning Challenges

e Challenge Resolution Labels
o Desk File Organizer

e Tray Clips and Labels for Organizer
o Mail Tray (1ft)

e Binder Clips (Medium)

e Letter Opener

e Source and Date Stamps

e Access to DIMS.net

e Access to Mail Ballot Processing Database (MBPD)

SIGNATURE VERIFICATION PROCEDURES 2 Revision Date: 04/29/2024



San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

Return Sources
These are the various methods cure statements are returned to our office:

Drop Box

Drop Off Locations
Office

Early Vote

Polls

Mail

Email

S@m 0 a0 T oo

Fax
Online

Note: Make sure to monitor these sources of incoming mail throughout the day.

Sorting Return Statements - With Envelopes

1. Sort return envelopes by return source and return date.
2. Stamp each envelope with the return source and return date.

RECEIVED
APR 24 2y
BY MAIL

Open each envelope using a letter opener.
Take out statements from envelopes.
Make sure envelopes are empty.

o vk w

Unfold each statement.
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San Bernardino County Registrar of Voters

Preparing and Processing Cure Statemen

ts

7. Stamp each statement with the return source and date.

777 East Rialto Avenue. San Bermarding, G4 2415

Registrar of Voters

RECEIVED
APR 19 2024
BY MAIL

Read these instructions carefully before completing this

Gur office recsived your voted Meil Baliot for the November 5, 2024, General Electio
the signsture you provided on your Mail Ballot does not compare with the signature(s)

and retumed = socn as possible
I'am & registerad voter of San Bemarding County, State of Californis. | declare under
wating. or if | sid or abet fraud or etiempt to sid or sbet fraud in connection with voting.

means that my Mail Ballot will be invalidated

wav_slsction_ids
“Voter_ID- QR Cods

recaived and retumed s Mail Ballot | sm s resisant of the precinct in which | have vote
name appears on the Mail Ballot envelope | understand that if | commit or sttempt any fraud in connestion

Phone: 909.367.8300 Fax 900.387.2022

Stephenie Shea
Reegistrar of Voters

av_alaction_id

Signature Verification Statement

statement.

Failure to follow these instructions may cause your Mail Ballot not to count.

n. e have determined that
on file in your voter record. In

order to ensure thst your Mail Balot will be counted, the Signsture Verification Ststement must be completed, signed

pensity of perjury that |

d. and | sm the person whose.
wi

1 mey be convioted of 3 felony

punishabie by imprisonment for 16 Manths or two o three years. | understand that my failurs to sign this statement

1f you registered to vote online or at the California Dep: of
aly the one on your driver's licensa or State ID.

Voter's Signature

 your file is

e BLacK Ber ONLY)

Full Name:

Residentisl Address.

Meiling Address

« Visiting Electi BCounty. to submit

+  Faxing your signad Ststement to (208) 387-3330.

M
& Registrer of Voters Office, 777 E. Rislto Avenue. San Bemarding CA 02415

Dropping off your signed Statement in the enclesed postage-peid envelope in any
County by 8.5.m. on Tussday. November 5. 2024
o Elestions. SBCounty gov/Voting/MailBallotDropOf

affice by phone &t (B08) 387-8300 or (800) 881-5633, or by emeil ot SigVer@rov.sbeo

+  Emailing your scanned or & picture of your signed Stetement to SigVer@rov sboounty. gov.

ing or delivering your signed Ststement in the enclosed postage-paid envelope to our office

 drop-off boxes in the

For additional infarmation or quastions, please visit Elections. SBCounty gov or contact the Registrar of nters

unty.gov.

777 East Rizfto Avenue. San Bernarding, GA@2415 | Phone- 08.387.8300 Fax: 000,387 2022

tRegistrar of Voters

RECEIVED
APR 29 202

“Vater “av_election_id» sv_election_id

Mailinginfo BY OFFICE Voter 1D+ QR Code

Mailinginfo

Unsigned Identification Envelope Statement

Read these instructions carefully before completing this statement.

Failure to follow these instructions may cause your Mail Ballot not to count.
Our office received your voted Msil Baliot for the November 5, 2024, General Election However. we are unsble to
process it st e because the retum envelope was not signed. In order to ensure that your Mail Ballot will be
counted. the Unsigned Identification Envelope Statement must be completad, Signed and retumed a5 soon 8
possitie
1 8m s registared voter of San Bernardine County, State of Califormia. | decisre under pensity of perjury that 1
received and retumed s Mail Bsllot and thet | heve nat and will not vate more then one ballot in this election | sm &
resident of the pracinct in which | have voted, and | am the person whose name sppesrs on the Mail Bellot envelope.
1 understand that if 1 commit or sttemgt sny fraud in connection with voting or if | sid o sbet fraud or sttempt to sid or
‘abet fraud in connection with vating. | may be comvicted of & felony punishable by imprisonment for 18 months or two
or three years. | understand that my failure to sign this statement means tht my Mail Bellot will be invalidsted

If you registered to vote online or at the California Department of Motor Vehicles, your signature on file is

ely the one on your driver's license or State ID.

Voter's Signature Date
B BLATE W ONLY)

Full Name:

Residentis| Address

Mailing Address

cation of the election by:

+ \isiting Elections. SBCounty. w

+ Em

ing your scanned or & picture of your signed Statement to SigVer@rov sbcounty gov:
s Faxing your signad Ststement to (800) 387-3330.

+  Misiling or delivering your Signed Statement in the enclosed postage-paid envelope ta our office
o Registrar of Voters Office, 777 E. Risko Avenue. San Bemardine CA 82415

Drapping off your signed Ststement in the enclosed pastage-psid envelops in any drop-off boxes in the
County by 8 pm_on Tussday. November 5, 2024
o Elestions SBCounty gov/VotingMailBallotDropOft

For edditionsl information cr questions, please visit Elections. SBCounty.gov or centact the R@g\slr-arui Voters
office by phone st (809) 387-8300 or (800) 881-8082, or by email st Sig\er@rov.sboounty.gav.

8. Sort by statement type: UIES, SV

S or NID.

Read these carefully before
Failure to follow these instructions may cause your Mail Bal

Qur office recaived your voted Med Balot for the November 5, 20?4 Ger\eul Elwll

Signature Verification Statement

this statement.

ot not 1o count.
ion. e hlve daterminad ml

the signature you provided on your Mad Ballot does not
order fo ensure that your Med Baslot wil be counted, the Eu@n!ﬂure Verhea
and retumed as 500N a5 poasible

ny
 Ststemant musst be sompieind ;-gned

Unsigned Identification Envelope Statement

Read these instructions carefully before completing this statement.
Failure to follow these instructions may cause your Mail Ballot not to count.
Cur office received your voted Mail Ballot for the November 5, 2024, General Election However, we are unable to
process it at this me bacsuse the retum envelope was not signed. In order o ensure that your Mail Baliot will be
counted, the Unsigned Ientfication Enveicpe Statemant must be completed. signed and retumed as 300n a3
passible.

Sorting Return Statements - With No Envelopes

1. Sort statements by return source and return date.

2. Stamp each statement with the return source and return date.

3. Sort by statement type: UIES, SV

SIGNATURE VERIFICATION PROCEDURES

S or NID.
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San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

Unsolicited Statements

An unsolicited statement is a statement that was not requested by the ballot department, but still
needs to be recorded and processed. This statement will not have the voter name, VID, AV ID or QR
Code. You will need to research voter in Dims.net and write the voters VID and AV ID on the statement
before processing.

Sort statements by return source and return date.

Stamp each statement with the return source and return date.

Sort by statement type: UIES, SVS or NID.

Write the voters VID and AV ID numbers on each statement, following the steps below:

el A

R |
T77 East Riata Avene. San Bemarding, GA 82415 | Phonz 0003974300 Fax 000387 2022 T77 East Riafto Avenus. 3an Bamarding, CA 02416 | Phone: 009.367.8300 Fax; 000347 2022

[+
Registrar of Voters P i Registrar of Voters I

COUNTY COUNTY

- VID 12345 ‘ VID 12345
AV ID 12345678

AV ID 12345678

Signature Verification Statement Unsigned Identification Envelope Statement
Read these instructions carefully before completing this statement. Read these carefully before this statement.
Failure to follow these instructions may cause your Mail Ballot not to count. Failure to follow these instructions may cause your Mail Ballot not to count.
(}\.ruﬁw rewlvw your voted Mad Ballot for the November §, 2024, General Election. We have determined that Our office received your woted Mail Ballat for the November 5, 2024, General Election. However, we are unable to
provided on your Madl Ballot does not compare with the signature(s) on file in your voter record. In process it st this Sme becsuse the refum envelope was not signed. In order to ensure thet your Mai Baliot will be
me« 1o ensure Ihulyu ur Mad Ballot will be counted. the Signature Verification Statement must be completed, signed counted, the Unsigned Identification Envelope Statement must be completed, signed and retumed 3 300n &3

Locating VID and AV ID for Unsolicited Statements

1. Loginto DIMS.net.

2. Click on Yellow Envelope.

= DIMS Mew Election Technology
File  Voters Precincts  Streets Districts  Polls  Workers  Elections  Miscellaneous

=2 ¢ NS eSS

3. Enter the last name and first name of the voter from the unsolicited statement.
4. Click Locate.

2 Find Voter
All A | C P F

BylD |

Enter full or partial name ‘
Last: | RANGER : o=t
First: MATHEW Middle: : w | : ]

E £ [C] Needs Evaluation

SIGNATURE VERIFICATION PROCEDURES 5 Revision Date: 04/29/2024



San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

5. Verify that it is the correct voter.

6. Double-click on the voter’s name.

P Find Voter (=N [ Hon ===
Al A [ C p F
By Name | ByAddress | ByMNameliddress | ByID |
Enter full or partial name
Last: |[RANGER cITY: | Locate |
First: | (ARRE | Middie: | POB:
[ ] Soundex [ ] Search Att/Prior Name pop: |/ ¢ [] Needs Evaluation
# STATUS P. AFFIDAVIT  LAST NAME FIRST NAME INT  DOB POB
1 A Y | 81F485642  RANGER | MATTHEW F
7. Click OK.

AV/VEM Ballot Issued

Warning. This Voter has already received an AV/VEM Ballot

8. Always, click NO. We do not want to send out a rejection notice.

Rejection Motice

Yes

0 Do you want the system to issue a Rejection Motice?

9. Locate the voter VID and AV ID numbers.

Election:

03/05/2024 (4138) MARCH 5, 2024, PR

[ VoterlD: 651123

ID:

6510437

Hlssued: 1 Issd: 02/05/2024 00:00:00
Category: | PERMANENT ABSENTEE v
Source: ‘ MAIL v ’
Stub:
SIGNATURE VERIFICATION PROCEDURES 6
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San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

10. Write the VID first and AV ID number under, on the top right corner of the cure statement.

Registrar of Voters

m East Riaho Awenwe. San Bemarding, CA B2415

Signature Verification Statement

Read these instructions carefully before completing this statement.
Failure to follow these instructions may cause your Mail Ballot not td count.
Our office recaived your voted Mad Bsliot for the November 5, 2024, General Election. We have detarmined that

the signature you provided on your Mad Ballet doss not compare with the signature{s) on file in your voler record. In
order 1o ensure that your Mad Ealiot will be counted, the Signature Venhcation Statemant must be complelad, signed

Phone: 909.357.8300 Fax: 06387 2022

Stephenie Shea
Regisirar of Yolters

VID 651123
AV ID 65104737

11. Place the statement in the appropriate statement stack, SVS, UIES or NID.

Assembling the Statement Batch Packets

After you have organized each statement by type and return date, you can now begin to assemble your

batches.

1. Separate statements into piles of 29 or less.

2. Place a batch control slip on the top of each batch and binder clip together.

a. Signature Verification Statement (SVS) - Green

b. Unsigned Identification Envelope Statement (UIES) - Yellow

Voter Correspondence  Signature Veri 'S) - Batch #
RETURN SOURCE

= Election:
[ Jorice Return Date:
[ [eous
| ez Count:

= Duplicatufs):
[ Jewar uBs:
[ [esmrvore Scanned Towl:
[ Jrom

WORKFLOW

1 |eaTcreDmy: e
2 |avomEn oy 5 .
3 [scawnenav: e
4 [aTTacHED BY o
5 |acoer e

oter Unsigned Envelope Statement (UIES) - Batch #
RE
sl Etection:
rers Retur Date:
[ Jrous
bRoraOx e
s Duplicatsis)
Enan svs:
[ |ewmurvo= s
ToTAL
WIORKFLOW
1 [mareEn y e
2 |womcoey. 5 .
5 |scannen ey o
4 |amracien o =
s |acmov. —

at the California Department of Motor Vi
nze or State ID.

Voter's Signature

ehicles, your signature on fils is

Date

iz sLazk sk oL

Full Name:

Resideniisl Address.

Mailing Address

Return this statement no later than 5 p.m. two days prior to certification

« Visiting Elections. SBCounty. &

& picture of your signed Statemant to SigVer@re

For addit

r addiiensl informatian or questions, please visit Elections. SBCounty.go, ot
office by phone st (808) 387-5300 or (00) 881-3553, or by email st Sig\en@rov sbeounty gov.

of the election by:

‘ov sboounty gav.

lope in any drop-off baxes in the

the Registrar of Vaters

e to sign this statement mesns that my Mail Balot will b2 invalidstad

e California Department of Motor Vehicles, your signature on file is
or State ID.

Voter's Signature Date
[rR———

Full Hame.

Residentisl Address.

Mailing Address.

ientin the enclosed postage-paid envalopa o our office
A 82415

lope in any crop-off buxes in the

For ad:

ifiona! information or que Jesse visit Elect ot the Registrar of Voters
affice by phone t (908) 387-8200 or (800) 287-2823, or by e

& Sig\an@rov.sboaunty.gov.

SIGNATURE VERIFICATION PROCEDURES
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San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

Batching Statements

1. Open Mail Ballot Processing Database (MBPD).
2. Select Statement Tracking.
3. Select Return Statements.

=" Menu =

™"y Mail Ballot Processing
\.IJ SAN R ARDING

L COUNTY Database

ELECTIMNE OFFIC

v Baliot Department
' Presidential Primary Election
Election Date: 3/5/2024
Election ID: 4138

EDate: E+64
Batch Management

Dverturned Challenges

Reports

Mailing Extracts
Statement Tracking

I\"\.! P

Return Statements
Search
BlueCrest

4. Select one of your binder clipped batches.
5. Click on Start New Batch.

6. Click the drop-down arrow and select the batch number from the batch slip you are using for

this batch.

0 FrmReturnStatements

Scan Statements | Auditing |

Start New Batch

300900 fe=

) > | - Batch #
A 300900
300901 |
Returnsource 300902
300903
Search 300904
300905
300906
300907
Election ID |300903 oterlD - | ReturnDate -
300909
300910
300911
300912
300913
300914
300915

SIGNATURE VERIFICATION PROCEDURES 8
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San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

7. Click the Calendar and set the Return Date to the return date of the current batch.

Scan Statements | Auditing |

Start New Batch
Batch w

2/21/2024
February 2024 [

Return Date

Statement (SVS) - Batch #

<] Election:
REW ¢\ Mo Tu We Th Fr Return Date: 2/21/2024 <=
12 3
Sear 4 5 5 7 3 9 10
112 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29
ariD - | Rel
Today

Click the drop-down arrow and select the appropriate return source.

Scan Statements ‘Auditing| DOL Dn]p Oﬁ: LOCEltiOﬂ
EARLY Early Vote
Start New Batch

Batch ~ FAX Fax

Return Date MAL Mall

ReturnSource n OFF Office
DOL i

Search EARLY P Polls
;"\A:L EMAIL Email
OFF

Election ID EMAIL OFFICE Office Update

OFFICE UPDATE UPD‘&TE
DBX DBX Drop Box

Note: The return source may change from one statement to another. Return date will stay the

same for the entire batch.

Click in the Search bar.

Scan Statements ‘ Auditing ‘

Start New Batch

Batch 300900 ~
Return Date 2/21/2024
ReturnSource  MAL V
Search |

SIGNATURE VERIFICATION PROCEDURES

Revision Date: 04/29/2024




San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

10. Using the barcode scanner, scan the QR code on each statement.

a. If a statement does not have a QR code it is an unsolicited statement and you will
instead type the AV ID number in the Search bar and press enter.

11. Repeat these steps for each statement in the batch.

12. If you need to change the return source, click on the drop-down arrow and change before
scanning or entering the next AV ID.

Return Date 10/19/2021|
ReturnSource |
DoL
Search EARLY
FAX
MAL
OFF
Election D |°
EMAIL
OFFICEUPDATE
DBX

13. After all statements have been entered for this batch, click Start New Batch.

a. This will update the database to include the batch you just created.

Ciatements

Scan Statements | Auditing |

Start New Batch ]

Batch e

Return Date

ReturnSource w

Search

Printing the Envelope Pull List

The Envelope Pull List is required for the Audit Team to gather the VBM envelope for each statement in
the batch. Print Envelope pull list before sending the batch to the Audit team.

1. Click on the Auditing tab.

=" FrmRetumStatements

Scan Statements | Auditing |

SIGNATURE VERIFICATION PROCEDURES 10 Revision Date: 04/29/2024



San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

2. Enter the batch number from the batch slip.

Scan Statements | Auditing

Set Batch [ | 300900 - ]

Audit Scans | Envelope Pull List

Scan_Batch - BatchScanOrder ~

3. Click Envelope Pull List.

) - Batch #

300900 ¢mmm |

Set Batch |

Scan Statements | Auditing

Audit Scans | Envelope Pull List

Scan_Batch - BatchScanOrder -

4. Enter Ctrl-P on the keyboard.

a. Make sure printer settings are set to one sided printing.

= RptStatementsReturnedPullList

Envelope Pull List

Election ID 4138

Return Batch

Election Name: Presidential Frimary Election

AVID
Order AVID Voter

Election Date:  3/5/2024
iSize!

Currert Challenge  VoteriD  Order

Scan

Printer Properties

1

Mondsy, April 22, 2024 12:07:49 PM E+48

Pagelcfl

SIGNATURE VERIFICATION PROCEDURES
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San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

Filling out the Batch Control Slip

Fill out the return source totals after the statements have been batched in the Mail Ballot Processing
Database (MBPD). The reason for this is, if there are duplicates in the batch the totals may change.

Completely fill out the following sections of the Batch Control Slip:

Election: write the date of the current Election and Election name.

Return Date: write the date the statements were returned.
RETURN SOURCE section.
a. Write the total number of statements for each source.

b. TOTAL: write the total number of statements from all sources.
4. WORKFLOW section

a. Batched By: write your first and last name.

b. Date: write the date the statements were batched.

Voter Correspondence  Signature Verification Statement (8VS) - Batch # __ 300900
RETURN SOURCE
20 |malL Election: 03/05/2024 Presidential Primary Election
5 |oFFIcE Return Date: 2/21/2024
POLLS
DROPBOX Count:
FAX Duplicate(s):
4 |EMAIL UBS:
EARLY VOTE Scanned Total:
29 |ToTAL
WORKFLOW
1 |satciEDBY:  John Smith Date: 2/22/2024
2 |AupmED BY: & Date:
3 |SCANNED BY Date:
4 |ATTACHED BY Date:
5 |acDBy Date:

SIGNATURE VERIFICATION PROCEDURES 12 Revision Date: 04/29/2024



San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

Preparing Mail Tray for Pulling Envelopes

1. Using a black dry erase marker completely fill out a tray tag with the following:
a. Date Received
b. Batch Number
c. Total Count
d. Source(s)
e. Category

1. Date Received | 2/21/24 | Batch No. | 300900 | Total Count | 29 |

2.Return Source: X Mail [ Polls|J Office | Early Voting|Q Drop Box| Drop-Off Locations

3. Category: X SVS O UBS 0O NID

4. Process

2. Ina 1-foot tray, place the statements, completed batch slip and envelope pull list.

4. Do not mix multiple batches in one tray, keep only 1 batch per tray.

SIGNATURE VERIFICATION PROCEDURES 13 Revision Date: 04/29/2024



San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

5. Place the tray in the Cure Statement Staging Area behind the audit team in the section labeled
To Be Pulled.
6. The trays are now ready for the audit team to pull the VBM envelopes.

Cure Statement
Staging Area

SIGNATURE VERIFICATION PROCEDURES 14 Revision Date: 04/29/2024



San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

Processing NMS, NVS and NID using Cure Statement

Begin by pulling trays from the Cure Statement Staging Area labeled To Be Processed. These trays now
have the VBM envelope for each statement and are ready for the signature verification process. Go to
the next page for the processing steps.

! Cure Statement
Staging Area

Note: Do not compare the VBM envelope signature to the
cure statement signature we must always compare to the
signatures on file.

SIGNATURE VERIFICATION PROCEDURES 15 Revision Date: 04/29/2024



San Bernardino County Registrar of Voters
Preparing and Processing Cure Statements

Checking for Active Ballots and Voting History

Before a voter’s signature can be validated you must ensure there are no other accepted ballots and

that the voter has not already voted.

1.

2.
3.

4.

In DIMS, click on the Yellow Envelope.

= DIMS Mew Election Technology
File Precincts  Streets  Districts

=W 5 WS

Polls  Workers

® B

Voters

Elections  Miscellaneous

B

><

Go to the By ID tab.
Click the drop-down arrow and select AV ID.

52 Find Voter

All A C p F

By Name I By Address 1 By Nameliddress

Check desired search method then enter criteria
AVID ~ Locate
Voter ID [ Needs Evaluation
Affidavit
Drvrs. Lic.
SSN
State ID

| Email P. AFFIDAVIT  LAST NAME FIRST NAME INT  DOB
Fzx/Phone 2
Stub Number
AVID

Enter the voter’s AV ID number and click Locate.

2 Find Voter
Al A [ C P F

By Name ] By Address ] By Mame/Address By ID

Check desired search method then enter criteria

| AVID ~| 12345678

[CJ Meeds Evaluation

oo )

5. Verify itis the correct voter.
6. Click Select.

Select Cancel
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7. Click OK.

AVAEM Ballot Issued

A Warning. This Voter has already received an AV/VBM Ballot

8. Click No.

Rejection Motice

o Do you want the system to issue a Rejection Motice?

9. Click on Active Ballots.

Ballot Type: T4
Party: DEM

Vater Participation
History

Active Ballots

10. Verify that the voter has only one issued VBM, or

’s” in any of the columns.

11. Verify there are no other accepted ballots, or “A’s” in any of the columns.

A= ACCEPTED

PRESIDENTIAL PRIMARY ELECTION

S=SlISEENDED,

R = RETURNED |

| =|SSUED, NOT RETURNED l

CVR

Poll/VC  County

San Bemardino

12. If there is more than one Issued Ballot, make sure all the columns are either blank or only have

an “1” for issued.

Pall AT

San Bemardina

SIGNATURE VERIFICATION PROCEDURES
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13. If there is an “A" or “Y” that means a ballot has already been accepted and the voter has

already voted.

Note: If this voter has already voted do not continue processing the VBM. We cannot accept
this VBM envelope, and it must be challenged as Voter Already Voted (VAV).

Date Title

Big Voted

PARTICIPATION METHOD Paty  Pall ...

14. Click OK to close the window.

A =ACCEPTED S =5USPENDED

R = RETURNED | =ISSUED, NOT RETURNED

Ok

15. Click the Find Voter Records icon.

== DIMS Mew Election Technalogy
File

Woters  Precincts  Streets

Districts  Polls

+ WS @ 8

Workers

16. Click the Misc tab.

Vaoter Details | Properties Misc

FPVBM Voting

Motices/Flags |

Category: | PERMAMENT ABSENTEE

Type App: | ONLINE

How Received: | ONLINEINTERNET

Delivery 1: | MAIL

17. Click on Voting History.

PWVBM Vating

Voter Details | Properties ~ Misc | MNofices/Flags | VoteCal |

Connected Records

Category: | PERMANENT ABSENTEE v| | List Household | Commerts fo=g
Transaction
Type App: | ONLINE v
How Received: | ONLINE/INTERNET v Attachmerts | Voting History Referal
Delivery 1: | MAIL v|
Disabilities Pend Codes
Opt Ot
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18. Verify that the current Election is listed.

19. Make sure that the Voted and Poll Voter columns have an “N”.

§ Vioter History for Eligible Elections Only -

(—
# | BeclD Date Title B Voted | PARTICIPATIONMETHOD Paty | Pol Voter
q
2 |#138  [11/08/2022 |NOVEMBER 8, 2022, GENERAL ELECTION | Y VBM
3 4118 |06/07/2022 |JUNE 7, 2022, STATEWIDE DIRECTPRIMA. |¥ |N VBM N
4 |#122 [09/14/2021 |SEPTEMBER 14,2021, CALIFORNIAGUBER.. |Y |N VBM N
5  [308 11/03/2000 |2020 PRESIDENTIAI GENFRAI FIECTION |y |y VEM N

20. Click OK to close the window.

All Blections 0K

Signature Verification and Overturning

Once you have completed the active ballots and voter participation history research you can now begin

the signature verification and overturning process. Use the signature on the cure statement the voter

returned; to compare to the signatures the voter has on file.

1. Open DIMS.net.

DIMS.net

2. Double-click the Yellow Envelope on the menu.

= DIMS New Election Technalagy
File

1R

Vioters  Precincts  Streets  Districts

Polls

o @ B

Workers

Elections

=

S B

Miscellaneous T

3. Enter the voter’s AV ID number from the statement.

4. Click Locate.

2 Find Voter
Al A [ C P F

By Name ] By Address ] By Name/Address
Check desired search method then enter criteria

AVID | 123456

By ID

() Needs Evaluation

SIGNATURE VERIFICATION PROCEDURES
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5. Verify it is the correct voter.
6. Click Select.

Select Cancel

7. Click OK.

AVABM Ballot Issued

! Warning. This Vioter has already received an &4V/VBM Ballot

8. Click No.

Rejection Motice

o Do you want the system to issue a Rejection Motice?

9. A window will appear with the voter’s signature, double-click the signature.

Appl. Date: __ /7

Mailing Add Suspend

Delete Comments Reject Last Trans

Election: |03,'[35:2024 {4138) MARCH 5, 2024, PR v| et (5 R
VaterlD: 1D: Voter Sent: £ /
# lasued: 1 lssd: 02/05/2024 00:00:00 Retum Source: | Vl ] ls RAVEM?
Category: |PERMANENT ABSENTEE v| Retum Date: _ /_/ ] Needs Evaluation
Source: | MAIL ~| [ Verfied?
Stub- Challenge Code: ~ |
Type App: | ~| - - Double-click
NS 1040 ) the voter’s
o Becd: | Ny Hlh, ¥ <=
X |1 oA ¥ e AN signature.
Voting Form: | v | Voter's Siinature / Firma del Votarite

Resend

Attachments

SIGNATURE VERIFICATION PROCEDURES
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10. Check for additional signatures, by clicking the arrows.

&7 Signature [==]=]
Details
Image: 7003812 Vol: CDRIVE
Batch: 0 Side: 1
Page: 0 Cassette: 0
Endorser: 0 Frame: 0
Flip Larger | Smaller = Reset Edit Deletej 4 » 10f2

11. If none of the signatures match, look for additional signatures in the voter’s attachments.
12. Click on the Find Voter Records icon.

= DIMS New Election Technalogy
File  Woters Precincts  Streets  Distncts Polls Workers

SOEN TN

13. Click on the Misc tab.

Yaoter Details Properties Misc l Motices/Flags Y

14. Click on Attachments.

Connected Records
List Househaold Comments T Last .
ransaction
Attachments Woting History Refemral
Disahilties Pend Codes

Note: If Attachments is in bold there are additional signatures to compare, if Attachments is
not in bold there are no additional signatures.

15. Double-click each attachment to view documents with voter’s signature.

@ Image Attachments
Image Attachments
# PAGE PAGES  DESCRIPTION LTD
2- 6 [pveM 100432015
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16. If the signature(s) compare:
a. Remove the challenge from DIMS to validate.

B Vertied 7
Challenge Code: |v | h

NON-MATCHING SIGNATURE
NON-MATCHING SIGNATURE-
NON-MATCHING SIGNATURE-2

|I ) MOM-MATCHING SIGNATURE-3

b. Complete the challenge label on the VBM envelope indicating the valid status.

c. Write the statement type on the challenge label.

Overturned from  NMS ¢ VALID
XX sys ¢mmm

Initial:  BC Dae:  3/5/24

d. Place it in the VALID section of the desk organizer.

17. If the signature(s) DO NOT compare:
a. Do not remove the challenge code in DIMS.
b. Leave the challenge code as is (NMS/NVS).

TorerenT
Retum Source: | DROP BOX V| (] 1s RAVBM?
Retum Date:  03/05/2024 [ Needs Evaluation
@ Verfied?
Challenge Code: | NON-MATCHING SIGNATURE | ]

c. Complete the challenge label on the VBM envelope indicating it has been Exhausted.
d. Write the statement type and exhausted on the challenge label.

Overturned from  NMS  EXH
XX svs ¢mmm

itial: BC pate:  3/5/24
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e. Place it in the EXH section of the desk organizer.

Note: Refer to the Exhausted VBM Envelopes section of this procedure.

Adding Comments in MBPD

Once you have completed the signature verification process, go back to the Mail Ballot Processing
Database and add comments to each voter in the batch. The voters in red remain challenged and the
voters in green have been validated.

Add comments using the table below for reference:

Comments — Common Cure Statement Processing Scenarios

SVS received, Signhature compares, Overturned to Valid - INITIALS/DATE

SVS received, Signature did not compare, Ballot remains challenged - INITIALS/DATE
SVS received too late, SVS attached to record - INITIALS/DATE

SVS received too late, Signature did not compare - INITIALS/DATE

SVS received, Overturned to Valid before statement was received - INITIALS/DATE
Unsolicited SVS received, Signature compares, SVS attached to record - INITIALS/DATE
Unsolicited SVS received, Signature did not compare - INITIALS/DATE

UIES received, Signature compares, Overturned to Valid - INITIALS/DATE

UIES received, Signature did not compare, Ballot remains challenged - INITIALS/DATE
UIES received, Overturned to Valid before statement was received - INITIALS/DATE
UIES received too late; Signature compares, UIES attached to record - INITIALS/DATE
UIES received too late; Signature did not compare - INITIALS/DATE

Unsolicited UIES received; Signature compares, UIES attached to record - INITIALS/DATE
Unsolicited UIES received; Signature did not compare - INITIALS/DATE
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1. Openthe MBPD.
2. Click Statement Tracking.
3. Click Return Statements.

Mail Ballot Processing
Y Database

Ballot Department
Presidential Primary Election
Election Date: 3/5/2024

Election ID: 4138

EDate: E+50
Batch Management
Overturned Challenges
Reports
Mailing Extracts
Statement Tracking

Return Statements
earcl

4. Click on the Auditing tab.

Scan Statements | Auditing

5. Enter the batch number.
6. Press Enter on the keyboard.

=" FrmRetumStatements

Scan Statements | Auditing

Set Batch 301262 w

7. Double-click each voter in RED.

& FrmReturnStatements
Scan Statements ‘ Auditing ‘
Set Batch 301262 ~
AuditScans | Envelope Pull List
Scan_Batch - |Bz - | challenged - ||-| DIMS_Current_Challenge - -/ Problem - Comments -
301262 1 NMS SVS received, Signature did not compare, Ballot remains challenged, BC 3/18/24
301262 2 NMS Source is Email, SVS received, Overturned to Valid, BC 3/18/24
301262 3 NMS Source is Email, SVS received, Overturned to Valid, BC 3/18/24
301262 4 NMS Source is Email, SVS received, Overturned to Valid, BC 3/18/24
301262 5 NMS Source is Email, SVS received, Overturned to Valid, BC 3/18/24
301262 6  NMS SVS received, Overturned to Valid, BC 3/18/24
301262 7 NMs NMS Needs Research  SVS received, Sig: did not compare, Ballot remai BC 3/18/24 _
301262 & NMS SVS received, Overturned to Valid, BC 3/18/24
301262 9 NMS SVS received, Overturned to Valid, BC 3/18/24
301262 10 NMS SVS received, Overturned to Valid, BC 3/18/24
301262 11 NMS SVS received, Overturned to Valid, BC 3/18/24
301262 12 NMS SVS received, Overturned to Valid, BC 3/18/24
301262 13 NMS SVS received, Overturned to Valid, BC 3/18/24
301262 14 NMS NMS Needs Research  SVS received, Si did not Ballot remail d, BC 3/18/24 -
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8. Double-click the Comments section and add the reason why the VBM envelope remained

challenged, initial and date.

Comments

SVS received, Signature did not compare, Ballot
remains challenged, BC 3}’18,-’24]

9. Click the X to exit the comments window.

# FrmStatementDetails

Statement Details

10. Double-click each voter in GREEN.

301262 8 NMS
301262 9 NMS
301262 10 NMS
301262 11 NMS
301262 12 NMS
301262 13 NMS

SVS received, Overturned to Valid, BC 3/18/24
SVS received, Overturned to Valid, BC 3/18/24
SVS received, Overturned to Valid, BC 3/18/24
SVS received, Overturned to Valid, BC 3/18/24
SVS received, Overturned to Valid, BC 3/18/24
SVS received, Overturned to Valid, BC 3/18/24

11. Double-click the Comment section and add the reason why the VBM envelope has been

overturned to Valid, initial and date.

Comments

BC 2/25/24

SVS received, Signature compares, Overturned to Valid, |

12. Click the X to exit the comments window.

# FrmStatementDetails

Statement Details

SIGNATURE VERIFICATION PROCEDURES
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Batch Audit

Printing Scan Audit Report

Print the Scan Audit report after you have processed all the envelopes in the batch and added
comments in the MBPD. This report is used to ensure that all the letters in the batch are accounted for.

1. Click on the Auditing tab.

= FrmRetumStatements

Scan Statements | Auditing

2. Enter the batch number.
3. Press Enter on the keyboard.
4. Click Audit Scans.

Scan Statements ‘ Auditing

Set Batch | 300900 -

Audit Scans | Envelope Pull List

Scan_Batch - | BatchScanOrder -
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5. Click Ctrl-P on the keyboard.

a. Make sure printer settings are set to one sided printing.

Scan Audit
i

Return Batch
0rder D Voter Chatlenge

lection D 4138 Elsction Name: Presidentia! Frimary Election Election Dat

DI Challange

Performing a Batch Audit

Printer Properties

Print Type

‘ 1-Sided y

A batch audit requires two team members. One person to call out the AV ID, Voter Name, and DIMS

Challenge from the scan audit report and another one to confirm the information matches.

Note: This process will go smoother if the statements are in the same order as the printed Batch Audit

list. If there is time, take a moment to sort accordingly.

=" RptStatementsRetumedScanAudit

Scan Audit

Election I 4138

Return Batch

Order AVID

oter

Election Mame: Presidential Primary Election

Election Date:

3/5/2024

Challenge

DIMS Challenge
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Pair up with a team member.

el A

Decide who will call out voter information and who will confirm.

The other team member will verify the information is accurate.

a. No challenge code indicates a Valid VBM envelope.

DIMS Challenge

NMS

]

NMS

Read out loud the AV ID, Voter Name, and DIMS Challenge from each statement.

5. Once itis confirmed that the voter is valid highlight using a yellow highlighter.

a. If the ballot remains challenged highlight that voter using an orange highlighter.

6. Both team members, initial and date the Scan Audit report.

Scan Audit

Election ID 4138 Election Name: Presidential Primary Election Election Date: 3/5/2024
Return Batch 300916

Order AVID Voter Challenge DIMS Challenge
1 16001234 WILLIAM SMITH NMS NMS

2 16001245 JOHN MAYER NMS

3 15001200 HALEY VALDEZ NMS

4 15001201 JANE GARCIA NMS NMS

BC 429 35 4/29
7. Both team members write name and date on the batch slip.
WORKFLOW

(L[ ESCEE R John Smith Date: 4/27/24

2 |womeosr  Blawea = Jomy, ate: 4/29/24

3 |SCANNED BY: Date:

4 |ATTACHED BY: Date:

5 |QcDBY: Date:
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8. Place the statements and Batch Audit list in a manila folder.
a. Write the Batch number on the manila folder tab.
b. Write the type of statement SVS/UIES under the tab.
c. Set aside for filing.

9. Resolution lead will collect the VBM Envelopes.

Lead Audit Review
Lead will review all audits performed by the resolution team members.

1. Check for the following:
a. All statements and comments have been entered into the MBPD.
b. Make sure the comments in the MBPD match the challenge label on the VBM
envelopes.
c. If the comment states “signature compares” the challenge label on the VBM envelope
should be Overturned to Valid.
If the VBM envelope says otherwise, return to the clerk for corrections.
Make sure the batch control slip and audit list have been properly filled out initialed
and dated by the two team members that performed the audit.
2. Once you have reviewed and approved, file in the Statements cabinet.
a. Cabinet M by the scanning station.
3. Collect all the VBM envelopes in the clerk’s desk organizer trays and place them in the
designated trays.
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NID Letters - No ID Provided (HAVA ID)

NID Letters are mailed to voters when they are required to provide a form of identification before their
VBM envelope can be processed. This occurs when a first time voter registers online or the voter
record does not contain an ID or social security number.

1. Verify the voter attached a valid form of identification with their returned statement.

List of acceptable photo identification (these cards or documents must be current, must
have a photo of you, and must have your first and last name):

¢ driver's license or identification card of + credit or debit card
any state * military identification card

s passport * student identification card

+ employee identification card * health club identification card

e identification card provided by a * insurance plan identification card
commercial establishment ¢ public housing identification card

Alternatively, you may send in a copy of any of the documents listed below (they must
contain your first and last name and your full residential address):

o utility bill * any document, card, bill, certificate, or
¢ bank statement statement issued by a governmental
e government check or paycheck agency (local, state, or federal) that

displays first and last name and
residential address

2. Conduct the signature verification process, active ballot and voting history check.
a. If the signature compares, remove the No ID Provided (NID) challenge code in DIMS and
continue processing the VBM.
b. If the signature DOES NOT compare, change the challenge code from NID to NMS-1.
c. Place the VBM in the NMS-1 section of the desk organizer.
3. Using Copier 04, scan the documents into the Ballot folder.
a. Place documents on the top left corner of the glass.

b. Select Home

M)

™
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c. Select Scan/Fax

Scan/Fax

d. Select Ballot

g. Select TIFF
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i. Press Start

4. Open the scan folder in file explorer.

> ThisPC » OPS (\\sbcounty.govirov) (L) » Ballot » Z_Temp_Transitional > Scan >

5. Rename the scanned file with the voter’s AV ID number.

65104737

6. Cut (Ctrl + X) and paste (Ctrl + V) the scan into the NID Scans folder for the correct Election.

This PC  » OPS (\\sbcounty.govirov) (L) > Ballot » Signature_Verification > Voter Notification_Scans_(NOTIF) > 2022-11-08_General_Election > NID Scans

7. Go to the current Election folder.

ThisPC > OPS (\\sbcounty.govirov) (L) > Ballot > Signature_Verification » Voter Notification_Scans_(MOTIF) > 2022-11-08_General_Election >

8. Open the Voter Notification (NOTIF) Excel spreadsheet.

MName

Archive

MID 5cans

Motification Scans

@ Voter Motification (MOTIF)_2022-11-08_General_Election

9. Click on the NID tab.

B3
B4
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10. Enter the voter’s AV ID and Voter ID.
11. Add a comment such as “Valid ID Provided”.

A B C D
AVID = VoterID B Comments B Status B

16001234 651123 Valid ID Provided

L8 B O O R

12. Fold the identification documents in half and place in a Blue Recycle Bin for shredding.

13. Write NID to VALID on the VBM envelope challenge label indicating the valid status.

NID  [VALID)

Initial: BC Date: 4/29/24

Overturned from

14. Place VBM envelope in the valid section of the desk organizer.
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Exhausted VBM Envelopes

When a signature on a statement does NOT match the signature on file, the VBM becomes exhausted.

1. On the challenge label, write Overturned from NMS/NVS to EXH. Also notate what type of cure

statement was received.
2. Write your Initials and Date.

Overturned from NMS o EXH
XX syvs

Initial: BC Date: 4/24/24

3. Using a black Sharpie, in all capital letters write “EXAUSTED” across the Challenge Label.

4. Make a thick line on the top-right corner of the VBM envelope.

Overturned from NMS-1;, NMS-2 || | I ”
NECESSARY
IF MAILED
IN THE
Initial: RA  Date: 3/1/24’Q ST TS
R =
Overturned from NMS_ZIG v =
E T
E——
Iu.itia]: LL Datc: 4‘ e
e e e 2
N NMS [
O‘\'ermmed from 3 = ___ .=
X b REPLY MAIL —
WIT NO. 907 SAN BERNARDINO, CA [
Tnitial: A : 3/4/24 BE PAID BY ADDRESSEE E———
NMS EXH
Overtufie m to
X] * BERNARDINO
VOTERS
wc Date:  3/7/24 VE
INO CA 92408-9912
|:| Overtumed from to UL UL TR B I
Initial: Date:
Authorization
Document Owner: Ballot Department Initiation Date: 06/2020
Version Number: 4.0 Date: 04/29/2024

Version Written By: Blanca Cazares
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