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Scope 

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). 

This procedure outlines the steps to process the returned Cure Statements between E-29 and E+30. It is 

utilized by the Ballot Department under Challenged Ballot Resolution function. ~ EC 3019  

Supplies 

• 1 ft Mail Tray 

• Batch Slips 

• Card Holder Clips 

• Challenge Resolution Labels 

• Challenge Tray Tags 

• Desk File Organizer 

• File Organizer Tags 

• Letter Opener 

• Medium Binder Clips 

• Source and Date Stamps 

• SVS/UIES Stamps 

• Unsolicited and DUP Stamps 
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Sorting the Statements 

Return Sources 

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

1. Drop Box 

2. Drop Off Locations 

3. Office 

4. Early Vote 

5. Polls 

6. Mail 

7. Email 

8. Fax 

9. Online 

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

Sorting Returned Statements – With Envelopes 

1. Sort envelopes by return source and return date. 

2. Open each envelope using a letter opener. 

3. Take out statements from envelopes. 

4. Make sure the envelopes are empty. 

5. Unfold each statement.  
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6. Stamp each statement with the date received and return source. 

 

7. Sort statements by type: SVS, UIES, NID or COMBINED. 

8. A combined statement is one that voters can print from the Registrar of Voters website and are 

both SVS and UIES. 
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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, SVS, NID or COMBINED. 

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’s name, AVID, VID or QR 

Code.  Therefore, you will have to go to DIMS.net and write the voter's AVID and VID numbers on the 

statement before processing.  Further research is needed to find out if the statement is a Signature 

Verification Statement or an Unsigned Identification Statement. 

1. Sort statements by return source and return date.  

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

3. In DIMS.net, look up the voter 

4. Verify the status to see if the statement can be used. 

5. Write the type of statement, SVS or UIES. 

6. Write the voters AVID and VID numbers on each statement. 

7. Sort by statement type: UIES, SVS. 

8. If the statement is not needed, write the reason on the statement and hand it to a Supervisor. 
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Locating Status for Unsolicited Statements 

1. In the AVID Module, verify the challenge code. 

 
2. If the voter is challenged as No Voter Signature, write UIES. 

3. If the voter is challenged as Non-Matching Signature, write SVS. 

 

4. The unsolicited statement should look like this. 
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Locating AVID and VID for Unsolicited Statements 

1. Log in to DIMS.net. 

2. Click on the Yellow Envelope.    

  

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

4. Click Locate.  

 
5. Verify that the correct voter has been selected.  

6. Double-click on the voter’s name. 

 

7. Click OK. 

 

  

RANGER 

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

 

9. Locate the voter’s VID and AVID numbers. 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

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

  

6510437 

 

651123 
 

SVS 

AVID 12345678 

VID 12345 
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Assembling the Statement Batch Packets 

The cure statements must be batched by Type and Return Date before processing. Example: SVS and 

12/1/24 or UEIS and 12/4/2024 

However, those that we download online MUST be batched separately.  

1. Separate statements into stacks of 29 or less. 

2. Place a batch control slip on the top of each stack and place in a 1 ft mail tray. 

a. Signature Verification Statement (SVS) - Green 

b. Unsigned Identification Envelope Statement (UIES) - Yellow 

 

 

 

 

 

 

 

 

 

Note: Go through each stack and make sure all the letters are the same.  Example: SVS stack is 

only SVS and there are no UIES statements. 
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Batching Statements 

1. Open Mail Ballot Processing Database (MBPD). 

2. Select Statement Tracking → select Return Statements. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Select one of the batches. 

4. Click on Start New Batch. 

5. Click the drop-down arrow → select the batch number from the batch slip. 

  

300900 
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6. Click the Calendar and set the Return Date to the return date stamped on the cure letters.  

7. Click the drop-down arrow → select the appropriate return source. 

 

 

 

 

 

 

 

8. Click in the Search bar. 

 

 

 

 

 

 

9. Using the barcode scanner, scan the QR code on each statement. 
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a. If a statement does not have a QR code, type the AVID number in the Search bar 

and press enter. 

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

11. If you need to change the return source, click on the drop-down arrow and change before 

entering the next AVID number.  

Note: Make sure to select the correct return source. There is no way to go back and change the 

source after a new batch is created. 

12. 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. 
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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. 

 

 

 

 

2. Enter the batch number from the batch slip. 

 

 

 

 

 

 

 

 

3. Click Envelope Pull List.   

 

 

 

 

 

 

  

300900 
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4. Enter Ctrl+P on the keyboard.  

a. Make sure printer settings are set to 1-sided printing. 

b. Print Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Sort statements in the batch in order of the Envelope Pull List. 

  

Printer Properties 

456781 

567895 

789944 

677898 

788894 

567563 

 

 

12345678 

23456789 

34567899 

45667789 

56788899 

99567561 

 

 

SAM ORTIZ 

JASON REEVES 

MARC ANAYA 

CODY DAY 

ROB ELLIS 

RENE DIAZ 
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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: 

1. Election: date of the current Election. 

2. Return Date: date the statements were returned (stamp date).  

3. RETURN SOURCE  

a. Total number of statements for each source. 

b. TOTAL: total number of statements from all sources. 

4. WORKFLOW 

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

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

 

  

 

 

 

 

 

 

 

 

 

  

 

03/05/2024 

2/21/2024 

300900 

John Smith   2/22/2024

   

20 

5 

0 

 

 

29 

4 
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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. Return Source(s) 

e. Category 

 
 

Note: If the return source is email write Email in box 4. DO NOT mark other Source. 

2. In a 1-foot tray, place the statements, completed batch slip and Envelope Pull List. 

 

 

 

 

 

 

 

  

300900 2/21/24 29 

x 

x 

Email 
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3. Clip the tray tag to the front of the tray with two medium binder clips, one on each side.  

 

 

 

 

 

 

Note: DO NOT mix multiple batches in one tray, keep only 1 batch per tray. 

4. Place the tray in the Cure Statement Staging Area behind the audit team in the section labeled 

To Be Pulled. 

5. The trays are now ready for the Audit Team to pull the VBM envelopes. 
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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.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IMPORTANT 

ALWAYS compare the signature on the Cure Statement  

against the signature in the voter’s record. 

DO NOT compare against the VBM envelope. 
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Checking for Active Ballots and Voter Participation 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, by checking Active Ballots and Voter Participation History.  

1. In Dims.net, click on the Yellow Envelope.    

  

2. Go to the By ID tab. 
3. Click the drop-down arrow and select AVID. 

 

 

 

 

 

 

 

4. Enter the voter’s AVID number and click Locate. 

 

 

 

 

 

5. Verify that the correct voter has been selected. 
6. Click Select. 
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7. Click OK.  

 

 

 

 

 

8. Click No. 

 

 

 

 

 

9. Click on Active Ballots. 

             

 

 

10. Verify that the voter has only one issued VBM, or “I’s” in any of the columns. 

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

 

 

 

 

 

 

 

 

 

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

an “I” for issued.  
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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 envelope. We cannot 

accept this VBM envelope.  Instead, go to the AV Module in DIMS.net and change the challenge 

code to Voter Already Voted.  

 

14. Click OK to close the window.  

 

 

15. Next, to check the Voter Participation History, click the Find Voter Records icon. 

16. Click the Misc tab. 
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17. Click on Voting History. 

           

 

 

 

18. Verify that the current Election is listed. 

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

 

 

 

20. Click OK to close the window. 

 

 

 

Signature Verification and Overturning 

Once you have completed researching for Active Ballots and Voter Participation History, and you 

confirmed that voter did not already vote, you can now begin the signature verification and 

overturning process.  

Compare the signature from the cure statement to the signatures the voter has on file. 

1. Open DIMS.net. 

 

 

2. Double-click the Yellow Envelope. 
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3. Enter the voter’s AVID number from the statement → click Locate. 

 

 

 

 

 

4. Verify that the correct voter has been selected. 

5. Click Select. 

 

 

 

6. Click OK. 

 

7. Click No. 
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8. A window will appear with the voter’s signature, double-click the signature. 

 

 

 

 

 

 

 

 

 

 

 

9. Check for additional signatures, by clicking the arrows. 

 

 

 

 

 

 

 

 

 

10. If none of the signatures match, look for additional signatures in the voter’s attachments.  

11. Click on the Find Voter Records icon. 

 

  

Double-click 

the voter’s 

signature.  
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12. Click on the Misc tab. 

 

 

13. Click on Attachments. 

 

 

 

 

 

Note: If the Attachments are not in bold there are no additional signatures. 

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

 

 

 

 

15. If the signature(s) compare: 

a. Remove the challenge code from DIMS.net to overturn the ballot to VALID. 

 

 

 

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

Example: NMS to VALID 

c. Write the statement type on the challenge label.  

d. Initial and date. 
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e. Place it in the VALID section of the desk organizer. 

16. When a signature on a statement does NOT match the signatures on file, the VBM envelope 

becomes EXHAUSTED. 

Note: If you believe the signature does not match, check with a supervisor before challenging 

this VBM envelope as Exhausted. 

a. If the signature DOES NOT compare: 

i. Do not remove the challenge code in DIMS.net.  

b. On the challenge label, write NMS/NVS to EXH. 

i. Write the type of cure statement received. 

ii. Initial and date 
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17. Using a black Sharpie, in all capital letters write “EXAUSTED” across the Challenge Label.  

 

 

 

 

 

 

 

 

 

 

 

 

 

18. Place in the EXH section of the desk organizer. 

 

 

 

 

 

 

 

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.   
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Use this table as a reference when adding comments in the MBPD: 

MBPD Comments for received Cure Statements 

Signature Verification Statements (SVS) 

SVS received, signature compares, overturned to valid 

SVS received, signature does not compare, VBM remains challenged 

SVS received online, signature compares, overturned to valid 

SVS received online, signature does not compare, VBM remains challenged 

SVS received, overturned to valid before statement was received 

SVS received too late, signature compares, SVS attached to record 

SVS received too late, signature does not compare, UIES not attached to record 

Unsolicited SVS received, signature compares, overturned to valid 

Unsolicited SVS received, signature does not compare, VBM remains challenged 

Duplicate SVS received, signature compares, overturned to valid 

Duplicate SVS received, signature does not compare, VBM remains challenged 

Unsigned Identification Statements (UIES) 

UIES received, signature compares, overturned to valid 

UIES received, signature does not compare, VBM remains challenged 

UIES received online, signature compares, overturned to valid 

UIES received online, signature does not compare, VBM remains challenged 

UIES received, overturned to valid before statement was received 

UIES received too late, signature compares, UIES attached to record  

UIES received too late, signature does not compare, UIES not attached to record 

Unsolicited UIES received, signature compares, overturned to valid 

Unsolicited UIES received, signature does not compare, VBM remains challenged 

Duplicate UIES received, signature compares, overturned to valid 

Duplicate UIES received, signature does not compare, VBM remains challenged 

No ID Provided (NID) 

NID received, ID verified, signature compares, overturned to valid 

NID received, ID verified, signature does not compare, VBM remains challenged 

1. Open the MBPD. 
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2. Click Statement Tracking → click Return Statements. 

 

 

 

 

 

 

 

 

3. Click on the Auditing tab. 

 

 

4. Enter the batch number. 

5. Press Enter on the keyboard.  
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6. Double-click each voter in RED. 

 

 

 

 

 

 

 

 

 

 

 

 

7. Double-click the Comments section and add the reason why the VBM envelope remained 

challenged, initial and date. 

 

 

 

 

 

8. Click the X to exit the comments window. 

 

  

9. Double-click each voter in GREEN. 
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10. Double-click the Comments section  

11. Add the reason why the VBM envelope has been overturned to Valid, initial and date. 

12. Check the box that says Statement used to overturn challenge. 

 

 

 

 

 

 

13. Click the X to exit the comments window. 

 

  

 

  

SVS received, Signature compares, Overturned to Valid, 

BC 2/25/24 

SVS received, Signature compares, Overturned to 

Valid, BC 2/25/24 
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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. 

 

 

 

2. Enter the batch number. 

3. Press Enter on the keyboard. 

4. Click Audit Scans.   

 

 

 

 

 

 

 

 

5. Click Ctrl+P on the keyboard.  

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

 

 

 

 

 

 

 

 

Printer Properties 

300900 
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Performing a Batch Audit  

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

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

Note: The statements should be in the order of the Scan Audit Report.  

1. Pair up with a team member. 

2. Team member 1 calls out the AVID and Voter Name from the statement. 

3. Team member 2 verifies the information is accurate. 

4. Once it is confirmed that the voter is valid highlight in yellow. 

a. No challenge code indicates a Valid VBM envelope. 

5. If the voter remains challenged highlight in orange. 

a. If a challenge code remains in the DIMS Challenge column, this means it remains 

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

 

 

 

 

 

 

 

 

 

7. Both team members write name and date on the batch slip. 

 

 

 

 

 

8. Place the Statements, Scan Audit report, Envelope Pull List and Batch Slip in a manila folder. 

a. Place all exhausted cure statements in front. 

b. Write the Batch number on the manila folder tab. 

c. Write the type of statement SVS/UIES under the tab. 

d. If the source is Online, write Online on the manilla folder. 

9. Lead or Supervisor will collect VBM Envelopes and manilla folders.  

 

  

BC 4/29 JG 4/29 

Blanca Jay 4/29/24 
John Smith 4/27/24 

Online 
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Lead QC 

Check for the following: 

1. Comments have been entered in the MBPD. 

2. Comments must match the challenge label on the VBM envelope.  

3. Make sure the batch control slip and scan audit list have been properly filled out initialed and 

dated by the two team members that performed the audit. 

4. Check that the batch number and statement type that has been written on the manilla folder 

matches the batch slip. 

5. When QC is completed, file in Cabinet M. 
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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. 

 

 

 

 

 

 

 

 

 

2. If the voter provided a license or identification card, go to the Find Voter Records window in 

DIMS.net. 

 

 

 

 

3. Stay in the Voter Details tab. 

 

 

4. Enter the license or identification card number 
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5. 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.net. 

 

 

 

b. Write NID to VALID on the VBM envelope challenge label. 

c. Initial and date. 

 

 

 

 

d. If the signature DOES NOT compare, change the challenge code from NID to NMS-1 in 

DIMS.net.  

 

 

 

 

 

 

e. Write NID to NMS-1 on the VBM envelope challenge label. 

f. Initial and date. 

 

 

 

 

  

X 
VALID NID 

BC 4/29/24 

X 
NMS-1 NID 

BC 4/29/24 
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g. Place the VBM envelope in the correct section of the desk organizer. 

 

6. In the MBPD, go to Statement Tracking → Search. 

 

7. Enter the voter’s VID number. 
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8. Double-Click the comments section 

9. Add a comment, and Initial and Date. 

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

 


