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Purpose

This procedure is to be used in Ballot Department and is not applicable in any other department. Steps
in this procedure involve coordinating with the Voter Records (VR) Department. The Voter Notification
(NOTIF) challenge is used Vote-By-Mail (VBM) envelopes and ballots that have notes for the Ballot
Department on them, such as, “cancel my registration”, “address change”, etc... The goal of this
procedure is to assist the Signature Verification team in identifying, processing, overturning, and

potentially validating NOTIF challenged VBMs.

Scope

In this procedure you will learn to identify, challenge, and overturn NOTIF Vote-By-Mail envelopes and
ballots. This procedure does not cover all possible scenarios but will outline the most common
occurrences.

Supplies Needed

e Challenged Ballot Labels

e File Organizer Tags

e 2x-1foot Mail Tray

e Mail Tray Labels: “CHALLENGE TYPE: VOTER NOTIFICATION (NOTIF)”

e 1x Mail Tray with “Overturned to Valid: Voter Notification (NOTIF)” signage

Reviewing and Overturning Voter
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Vote-By-Mail (VBM) Envelope Labels

Challenge Labels

Challenge Labels are required when processing any challenged envelope. These labels assist with
traceability of each envelope so that we always know what step in the process it is on.

Declaration of Voter / Declaracion del Votante
' o

MR MATTHEW £ RANGER
370 PAMELA WAY

x HateF Koy ]
o ki N R
= 65104737
PR —— &

W2 emeo 651123

Overtumed from NMS-1t0 NMS-2

Initial: LC  Date: 11/3/2020

2| Overtumed from NMS-2to NMS-2

Initial: AG  Date: 11/5/2020

Overtumed from#MS-3to _Valid

Initial: % Date: til6l2020

Overtumed from ______to

| nitial: Date:

= | Overtumed from o

Initial: Date:

Place the first column of the
label on the RIGHT-HAND side of
the back of the envelope. Wrap
the rest of the label around,
onto front (left-hand side) of the
envelope.

Reviewing and Overturning Voter
Notification (NOTIF) Challenges

Revision Date: 12/16/2021



San Bernardino County Registrar of Voters
Reviewing and Overturning Voter Notification (NOTIF) Challenges (Version 1.2)

DIMS.net

Logging into DIMS.net

1. Double-click the DIMS.net icon.
Ims

2. Click on the Login button.

RUNBECK ) DIMS.net Election Management System

ELECTION SERVICES™
v 2021.01.28.30227

[EHTERTEL G My Windows Accourt
[ ——

e

password: [

Login

[IGT [ [l Prod EMS -

Note: Make certain that the My Windows Account option in the Login Using field is selected. Your
user name should auto-populate in the User Name field. The Password text box should remain blank.

Setting the Default Election

1. Click on the Elections menu.

Workers || Elections | Miscellaneous  Tools

8 <5 E

2. Click Change Default Election.

Eind Election Shift+Fa
sl _hange Default Election

Election Reports Ctrl+F8

Reviewing and Overturning Voter
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3. A Select Default Election window will appear. If the election displayed is correct, click Yes.

Select Default Election

Use the default election cumently set to:

11/03/2020 (3958) 2020 PRESIDENTIAL GENERAL ELECTION

Incorrect Default Election

1. Ifthe displayed election in the Select Default Election window is incorrect, click No.

Select Default Election

Use the default election cumently set ta: Yes
110372020 (3958) 2020 PRESIDENTIAL GENERAL ELECTION

2. The Select Default Election window will change to display a drop-down list. Click the arrow
of the drop-down list to expand it. Click on the correct election and then click the Select
button.

Select Default Election

Set the default for anly this DimsMNet session to:

Date ID Election
11/03/2020 (3358) 2020 PRESIDENTIAL GENERAL ELECTIOR | L | I Select I
11/03/2020 (3858) 2020 PRESIDENTIAL GENERAL ELECTION h ~ I

051272020 (4048) MAY 12, 2020, CONGRESSIONAL DISTRICT 25 SPECIAL GENERA
0512/2020 (4058) MAY 12, 2020, CONGRESSIONAL DISTRICT 25 SPECIAL GENERA

3. A Selection Confirmed window will appear. Click OK.

Selection Confirmed pd

o Default Election for your DimsMet Session has been set to:

“11,/03/2020 (3958) 2020 PRESIDENTIAL GEMERAL ELECTION

o]
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Locating Voter Record

1. In the first window of DIMS.net Click the Enter Absent Voter Ballot icon.

File  Voters Precincts  Streets  Districts

&8 W&

Polls  Workers

®

Elections  Miscellaneous  Window  Help

5

2. On the Find Voter Window click the By ID tab.

3. Click the Voter ID drop down arrow and select AV ID.

£ Find Voter
All A | i P F

By Name ] By Address ] By Name/Address

Check desired search method then enter criteria

AVID » |

Locate

Voter ID
Affidavit
Drrs. Lic.
SEN

State 1D

[ 4 Email P. AFFIDAVIT  LAST NAME FIRST NAME
Fax/Phone 2

Stub Mumber

=P |1/ 1D

INT

DOB

POB

HOU.. FR.. PRE STREET

4. A Select Default Election window will appear. Verify that the election displayed is correct.

Click Yes.

[ Select Default Election

|se the default election cumently set to:
08/31/2021 (4115) 2021 CONSOLIDATED MAIL BALLOT

Note: If the election option is incorrect, click No and go to the Incorrect Default Election section of

this procedure.

5. Typein the AV ID number found at the bottom right of the VBM under the large barcode.

Click Locate button.
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Declaration of Voter / Declaracion del Votante Authorized Return Agent Agente de Devolucidn Autorizado
1 deciare under the Penalty of Perjury under the laws of the State of Califomia that | am the v opdedvmdodsoritratmer oy A bttt I'J:' e “’::;_"“'“

person whose name appears on this envelope, that | am a resident of the precinct in which |
am voting, reside at the address shown, and have neither applied for nor intend to apply for a
mad balfot from any other jurisdiction for this election.
Dedwobmmdekowwﬂﬁvmammdﬁﬁlmdsmawswbpmwd
cuyo nombre aparece en este sobre, Mwymydwweﬂeldmnebmfalww

poling place or Grop-of
o o g e Cabtunt:

Pt rame of the suhorzed porson | RESSONSN 10 16 voler Sgratune of the suthorized parson
Fima de e, i

que resido enk se muestra, y que ado solich mabolela o
por nguna otra jurisdiccion para Noccior

Warning

* Your ballot will not be counted unless you sign in your own handwriting. Your

Ballots that are mailed MUST be postmarked on or before Election Day and

must compare to your signature on file at the Registrar of Voters office
received by the Registrar of Voters office no later than 7 days after Election Day.

e constitutes a crime.

signature

Las boletas que se envian por correo DEBEN temer matasellos del Dia de la
Eleccidn o de antes y se deben recibir en la oficina del Registro de Votantes
@ muds tardar 7 dias desputs del Dia de la Bleccion.

-
3
2
a
3
59
3]
]
s
&
B
©
&
3

ma registrade
tuye un delito.

* Votar dos v

370 PAMELA WAY BARSTOW. CA 92311
Mg%,/ ‘

Vu!n 's Signature / Firma del Votante

MR MATTHEW F RANGER

i:gﬁ

75

SBER0T21R006 - 20BRM BLU VBMP ES % 1367 372872022 3784521

Date / Fecha

6. If the voter’s name matches that of the ballot, double-click the voter’s record to open the
absentee voter module.

© Find ot oo

| | | & I C P F

By Hame | By Scdress | By NameSodress By IO |
Check desined ssarch mathed then enber cena

)

[ inci Confdentials  [] Mesds Evaluation

i STATUS P. AFFIDAVIT LAST NAME FIRST NAME INT DOB POB

1 A Y 81F48564: RANGER 02/29/1976 TX

7. An Absentee Voter window should appear. Click No.

Absentee Voter

Voter is Mot Active, Access Voter's Record?

Yes Mo

Note: You may see an AV/VBM Ballot Application Rejected window. Simply click OK if this occurs.
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AV/VEM Ballot Application Rejected X

| This Vioter is not Active,

8. An AV/VBM Ballot Issued window should appear. Click OK.

AV/AVBM Ballot Issued =

| . Warning. This Vioter has already received an AV/VBM Ballot

Ok |

9. A Rejection Notice window should appear. Always, click No.

Rejection MNotice

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

Yes

Note: We never issue rejection notices to voters. This requires a higher authority.

Reviewing and Overturning Voter
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Voter Notification (NOTIF) Challenges

Voter Notification (NOTIF) is a challenge code used when someone writes information on the VBM
envelope that indicates potential changes to a voter’s record. Any writing on the Vote-By-Mail
envelope that indicates a change in name, address, or registration status is a Voter Notification
(NOTIF). Be sure to ignore any writing on the VBM that doesn’t indicate a change, such as, “[ Name
of politician] for office!”, or “I love to vote”, these notes do not need to be added to the voter’s
record.

Researching NOTIFs

Before identifying the type of notification the VBM has, we must verify the voter’s information and
conduct research on their voting history for the current election.

1. Using the VBM to compare, verify the Name, Address, Signature, and AVID on the VBM and
in the New AV/VBM’s by Voter ID Number window.

=4 New AV/VBM's by Voter 10 Number ol O

Vedorh | Elechon’ kot | Pl )
wtorr Current Bafot Informaton . Declaration of Voter / Declaracion del Votante Authorized Return Agent Agente de Devolucion Autorizado
SERMAANTII ¥ R e AR MATRIEW 7 Ao 1 deciare under the Penaity of Pedury under the laws of the State of Calfomia that | am the e e T
370 PAMELA WAY Address 370 PAMELA WAY person whose name appears on ths envelope, that | am a resident of the precint in which | poraprires et oreg
s

m voling. reside at the address shown, and have neither appbed for nor intend 10 agply for 8
masl balot from any othe urisciction for s electon.

Declaro bajo Pens de 8 las leyes del Estado do o por
cuyo nombre

BARSTOW, CA 92311
370 PAMELA WAY

BARSTOW, CA 92311
Maded To. 370 PAMELA WAY

BARSTOW, CA 92311 BARSTOW, CA 92311 aparece en esto sobre, que soy residente del distrio elecioral en of que volars,

31 = = Election Day and
e El e received by the Registrar of Voters office no later than 7 deys after Election Day.

¥ P DEM Actve Balcts
i e = Las boletas que s envian por corres DEBEN tener matasellos del Dia de la
Eleccién o de antes y se deben vecibir en s oficina del Restro e Votantes
s tandar 7 dias despusts del Dia de la Bleceidm.

Bection. v o e——————
VoterlD: 12345 Viter Sert -
Hhsed: [1 N Retum Source: | MaIL -
Catogery: | PERMANENT ABSENTEE Retun Date [ Needs Evakuation
Source: [WAL ] Vedted? 370 PAMELA WAY BARSTOW. CA 92311
ab Owlenge Code: [VOTER NOTIFICATION [ %
PH e rr =,
Hom Racd MR MATTHEW F RANGER :
o I ‘ B
hool Oute: [_/_/__ e == | o
Maing Add e SBEROT21R006 - 20BRM BLU VBMP ES. % 1367 37282022 3784521
.
| [ [ coes

Note: If there is no signature on the VBM and only a notification, continue to the Identifying Voter
Notification (NOTIF) section of this procedure.

2. Inthe New AV/VBM'’s by Voter ID Number window, click on Active Ballots.

Vaoter | Election | District | Flags |
Vioters: Name and Address on Fle
Current Ballot information Current Ballot information
Mame: MR MATTHEW F RANGER Name: MR MATTHEW F RANGER
Address: 370 PAMELA WAY Address: 370 PAMELA WAY
BARSTOW, CA 52311 BARSTOW, CA 92311
Mailed To: IT0PAMELA WAY Mailed To: 370 PAMELA WAY
BARSTOW, CA 92311 BARSTOW, CA 92311
Ballot Type: 3174 Ballot Type: 3174
Party: DEM Party: DEM

3. Verify that the voter has only one issued VBM in the Active Ballots window.

Reviewing and Overturning Voter
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= | =

D Date Title S05_ID VEM Prow CVR  Poll/VC  County
09/14/2021 |SEPTEMBER 14, 2021, CALIFORNIA GUBERN... |5225

A = ACCEPTED S = SUSPENDED Ok
R = RETURNED | = ISSUED, NOT RETURNED

4. Ifthereis more than one Active Ballot, make sure that the VBM, Prov, CVR, and Poll/VC
columns are either blank or only have an “I” for issued.

505_ID VBM  Prov  CVR  Pol/VC  County
| |SanBemardino |

Note: If any of the VBM, Prov, CVR, and Poll/VC columns have an “A” for Accepted or “Yes” that means

that this voter has already voted. Continue processing the VBM and reference the Voter Already Voted
(VAV) section of this procedure.

Click OK on the Active Ballots window.

5. Inthe top left corner of DIMS.net, click the Find Voter Records icon.

File  Voters Precincts  Streets Districts  Polls  Workers  Elections  Miscellaneous

+ S e h=xER

je ‘ =% MATTHEW F

Al A | C p F Voter l Electi

6. The voter’s record window will appear. Click the Misc tab.

& = B =
Voter Details | Properties Notices/Flags | VoteCal |
County Info | State Info sv) | Name | PriorName | Alternate Name |
Voter ID: [65114737 | | E | | | ‘
7. Click on Voting History.
Eal T —

oter Details ] Properties Misc ] MNotices/Flags WoteCal ]

FVEM Voting Connected Records
Category: PERMANENT ABSENTEE w List Household Comments Last
= Transaction
Type App: ~

How Received:

L4

Attachments Refemal

Delivery 1: MAIL v

Reviewing and Overturning Voter
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8. Within the Voting History window, verify that the current election is listed. If the current
election is present, make sure that the Voted and Poll Voter columns have an “N”.

Date Title Big V.. Paty P.. A. A. C. 5.

[Ptz SEFTEMBER 14, 2021, CALIFORNIAGUBER... [¥ [N | [N ¥ [N [P [M. ||

11/03/2020 | 2020 PRESIDENTIAL GENERAL ELECTION oY N oY Y [P M..
03/03/2020 | 2020 PRESIDENTIAL PRIMARY ELECTION Yy _JM _DEM N v N _|F M...

Note: If either the Voted or the Poll Voter columns have a “Y”, that means that the voter has
participated in the current election. Continue processing the VBM, and reference the Voter Already

Voted (VAV) section of this procedure.

9. C(lick Cancel on the voter’s record.

Post: | w~ | Bldg: | | Unit #: | | Str./Bx: | |
: [SAM BERMARDINGO Zip: 92415

a.| I | &[] [ ]

Prec: Manual []

Additional Address Additional Address

Prirt | Ok | l Cancel I

10. Make sure that the New AV/VBM’s by Voter ID Number and Find Voter windows remain

open.

= DIMS New Election Technology
File Voters Precincts Streets Districts Polls Workers Elections Miscellaneous Tools Window

= WS s x5ER

O Find Yoter =& New AV/VEM s by Voter 10 Number ol
AN A | C [ F Voter \ Bection | Dawict | Flags |
" - Vaters Name and Address on Fle
ByNome | Byicdress | ByNameidress  ByID | Carrent Bafiot mformatan Currest Baot Iformaton
Check dessnd search method then enter Cfers Nare MR MATTHIW F RANGIR Name MR MATTHIW ¥ RANGIR
Address 370 PAMELA WAY Address 370 PAMILA WAY
AVID v | |65104737
— — BARSTOW, CA 92311 BARSTOW, CA 92311
] ndd Corfidertisls ] Needs Evakaton -
Maded To 370 PAMELA WAY Maled To 370 PAMELA WAY
BARSTOW, CA 92311 BARSTOW, CA 92311

Reviewing and Overturning Voter
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Identifying and Overturning Voter Notification (NOTIF)

Once the voter’s identity has been confirmed and their voting history has been research it is time to
identify the type of Voter Notification that is being processed. Some of the voter notifications on the
VBM will be processed differently so it is very important to accurately identify them.

Name Change

Name changes happen often; people get married or divorced and change their last names, or see a
name they like more and change it to that. There are forms to fill out that acknowledge these

changes but some voters aren’t aware of those forms and decide to simply write this change on
their returned VBM.

3
| R 0 AR
65104737

at

W2 0000 651123

Note: if the signature on the VBM is different than the one on file because their last name has changed,

this VBM will now be challenged as Non-Matching Signature-1 (NMS-1). Go to the Non-Matching
Signature-1 (NMS-1) section of this procedure.

Address Change

When a voter moves they may write on their VBM envelope to notify us.

e LR cowt CA

< x HatsF Rey B2 an 3\

a

Note: Address changes will simply be overturned to Valid if the signature matches what is on file and

there is no voting history for the current election. Follow the same instructions in the Name Change
section of this procedure.

Reviewing and Overturning Voter
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1. Ifthe signature on the VBM matches what is on file and there is no voting history for the
current election, the VBM must be overturned to Valid.

2. Within the New AV/VBM'’s by Voter ID Number window click twice on the arrow for the
Challenge Code drop down list

Souce: | MAIL (] Verfied?
b Challenge Code.  WOTER NOTIFICATION D
Type A0 |

Note: The drop down menu will extend with the first click and retract with the second click,
highlighting the current challenge code.

3. Press Backspace key.

Challenge Code: e

4. Click OK.

Last Trans View Batch Cancel

5. A Green Light Scenario window should appear. Click OK.

Green Light Scenario

8 No ballots exist as accepted for this voter for this election.

6. Re-enter the voter’s AV module to verify that the Challenge Code field is blank.

Challenge Code: e

7. Close out of the AV Module by clicking the red X.
o[ E] li&l

8. Write the following on the Challenge Resolution Label:
e “Overturned from NOTIF to Valid”

Reviewing and Overturning Voter
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e The date and your initials.

Cancel Registration

Some voters want to cancel their registration but do not know what paperwork to fill out so they

simply write it on their VBM envelope.

MR MATTHEW F RANGER
370 PAMELA WAY

&ﬁ

Qancel ME!

LR

5104737

1. Within the New AV/VBM'’s by Voter ID Number window click on the arrow for the Challenge

Code drop down list.

Source: | MAIL [ Vedfied?
S Chalenge Cede: | VOTER NOTIFICATION D
Type Moo
2. Select Cancelled.
Challenge Code: | VOTER NOTIFICATION |v |
BaD SI1G OM FILE s
BALLOT MISSIMG FROM ENVELOPE
BALLOT was NOT RECENED O TIME
CAMCELED - [N BEWIEWw
CANCELLED |
[ BEWIE W
[MACTIVE
MISSIMNG OR INCORRECT ADDRESS OM ERVELOPE
MULTIPLE BALLOTS RETURMED IN OME EMWVELOPE
MO D PROVIDED
HOYOTER SIGHATURE
HMOYOTER SIGMATUREA W
3. Click OK.
Last Trans View Batch Cancel
4. Write the following on the Challenge Resolution Label:
e “Overturned from NOTIF to CNCLD”
Reviewing and Overturning Voter
Notification (NOTIF) Challenges 14 Revision Date: 12/16/2021
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e The date and your initials.

Coordinate with Voter Records (VR) Department

All Voter Notifications, no matter the type, need to be documented for the Voter Records (VR)

Department.

1. Using Copier 4, scan the VBM (signature side down) into the Ballot folder

MR MATTHEW F RANGER
370 PAMELA WAY

(0 lllIIIIIlNIlIl!IIIHIlIiilll

104737

seenoizomos . o s v s [
R 651123

SAN BERNARDINO COUNTY
REGISTRAR OF VOTERS
777 E RIALTO AVE

SN BERNARDINO CA '.II l ”

31 ALKG 2021PM 4 L

SAN BERNARDINO CA 92415-0782

Official Mail Ballot Material
To Be Opened Only By Canvassing Board

o
«@OEFICIAL

+ELECTI

oAy

Mo, oG

SINESS REPLY MAIL

FIRST Assu,u PERMIT NO.907 _ SAN BERNARDINO,

Char, ge
1155 m“'lheﬂ:_'j
ang.

POSTAGE WILL BE PAID BY ADDRESSEE

SAN ERNARDINO COUNTY

777fE RIALTO AVE
BERNARDINO CA 92408-9912

Ity ey g s 1oty

NMAIL

‘ NO POSTAGE
NECESSARY
¥ MALED

F

Uit Stares

Note: Scan both sides of the VBM envelope if the notification is on the front of envelope.

2. Within File Explorer, rename the scanned file by the voter’s AV ID number found at the

bottom right of the Vote-by-Mail envelope under the large barcode.

Mame

Archives
Mail Ballot Drop Box Ballot Security Log ..
TempCleanup

SEM_CT750i21110308490

]

Date modified

11/4/2021 1:16 PM

Type

File folder
File folder
File folder
Adobe Acrobat D...
Adobe Acrobat D...

3. Cut (Ctrl + X) and paste (Ctrl + V) the scan into the Voter Notification (NOTIF) Scans folder
for the correct election in File Explorer ||| NG

< >

Reviewing and Overturning Voter
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2 MName Date modified Type Size
NID Scans 9/20/2022 1:09 PM File folder
Notification Scans 9 1:09 PM File folder
B Voter Motification (NOTIF)_2022-11-08_G...  9/20/2022 1:10 PIM Microsoft Excel W... 17 KB

4. Open the Voter Notification (NOTIF) spreadsheet located within the current election’s
parent folder.

< I

Name |
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5. Enter the following information:

a. AVID

b. Voter ID

c. Notification type (Ex. Address change, name change, request to cancel voter record,
etc...)

d. Any relevant comments (Ex. Out of state move, last name incorrect)
6. Click the floppy disk in the top left corner of the spreadsheet to save. Close spreadsheet.
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Non-Matching Signature - 1 (NMS-1)

If the signatures in the voter’s record do not match their corresponding VBM but it has otherwise
been confirmed that this is the correct voter (address, name, AVID are a match), the NOTIF
challenge must be changed to Non-Matching Signature-1 (if this VBM has been NMS-1 in the past, it
must be challenged as NMS-2 now).

1. Within the New AV/VBM'’s by Voter ID Number window click the arrow for the Challenge
Code drop down list.
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2. Select Non-Matching Signature-1.
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3. Click Ok.

Note: You may see a Yellow Light Scenario window indicating that the voter’s record has a status
other than active. Click Continue if this happens.

4. Write the following on the Challenge Resolution Label:
e Overturned from “NOTIF” to “NMS-1”
e The date and your initials.

Voter Already Voted (VAV)

If within the Voting History window or the Active Ballot window there is evidence that the voter has
already voted, the challenge code must be changed from NOTIF to VAV (Voter Already Voted).

1. Within the New AV/VBM'’s by Voter ID Number window click the arrow for the Challenge
Code drop down list.
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5. Select Voter Already Voted.
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6. Click Ok.

Note: You may see a Yellow Light Scenario window indicating that the voter’s record has a status
other than active. Click Continue if this happens. You may also see a Red Light Scenario window
stating that the voter has already voted. Click Continue if this happens.

7. Write the following on the Challenge Resolution Label:

e Overturned from “NOTIF” to “VAV”
o The date and your initials.

Receiving NOTIFs from Extraction

During the extraction process VBM envelopes that have notes from a voter such as address or name
changes must be challenged as NOTIF by resolution staff (this challenged code will not be reflected on
DIMS, once a VBM envelope makes it to resolution, it has been validated on DIMS previously). These
NOTIF challenged VBM envelopes are given to the Challenged Ballot Resolution Lead for processing.
Once you receive these VBM envelopes you will process them just same as other NOTIF challenged VBM

envelopes. Follow all the same steps as instructed in the procedure.
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