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Purpose 
During the extraction process there are several items of concern that require additional review of the 

envelope. These can include VBM envelopes that have more than one ballot (MRE), envelopes that are 

missing a ballot (BME), envelopes that have voter written instructions (NOTIF), or a number of other 

challenges. These envelopes will be placed aside for futher review and processing. This procedure covers 

how to review, calculate and process these VBM ballots. 

 

This procedure is to be used between E-29 and E+30. It is utilized by the Ballot Department under Ballot 

Preparation function.  ~ EC 15101 

Supplies  
• Gloves and Mask 

• White, Red, Green and Yellow mail trays  

• Red Pen 

• Letter Opener  

Workstation Set-up  
• White tray: unsorted challenges 

• Red tray: ballots to Duplication Team 

• Green tray: ballots to Boxing and Scaling Team 

• Yellow tray: supervisor review 
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Working Challenges 
Take a challenged ballot from the WHITE tray and review it. If it is cut, torn, stained, has PII, is sticky, or 

has anything wrong with it that would require it to be duplicated, place it in the RED tray. If there is 

nothing wrong with the ballot, place it in the GREEN tray. If the ballot requires further review, place it 

into the YELLOW tray. 

Personal Identification Information (PII) 
During the extraction process, any VBM envelopes or ballot cards that have voter information including 

name, initials, address, signature, phone numbers, and/or deceased notifications are placed in a PII 

labeled tray ballot must be duplicated. Determine if the ballot cards have personal information written 

anywhere on the cards. 

1. If there is PII or any written notes on a ballot card. 

• Place it into the RED tray. 

2. If there is no PII on a ballot card.  

• Place it into the GREEN tray. 

 

  

 

 

Red Ink 
Red ink (and shades of pink, magenta and lavender) cannot be read by the ballot tabulation machines, 

so any voting attempts using a red pen will not count. These ballot cards must be duplicated.  

1. If none of the contests on the ballot card are marked with red pen: 

• Place it into the GREEN tray. 

 

2. If any contest on a ballot card is marked with any shade of red ink: 

• Place it into the RED tray. 

 

Note: Shades of red include orange, pink, fuchsia and light purple. When in doubt ask your lead. 
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Stuck/Stain 
The tabulation machines are highly calibrated and sticky substances can potentially jam the machine. 

Stains on a ballot can cause false readings or prevent the ballot from being run through the machine 

entirely. 

1. If none of the contests on a ballot card have a sticky substance or stain of any kind. 

• Place it into the GREEN tray. 

 

2. If the ballot cards are stuck, to the VBM Envelope, to other cards or another piece of paper.  

• Try to get them unstuck without damaging the VBM Envelope or the ballot cards 

themselves. 

• Place it into the RED tray. 

3. If the ballot cards have some sort of stain such as: 

• Coffee, soda, chocolate, lipstick, etc. 

• Place it into the RED tray. 

 

 

  

Example of a ballot card that will need to be duplicated. 
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Cut/Tear  
Ballots that have a cut/tear might not be able to be tabulated. They can cause jams in the tabulation 

machine or rip apart. 

1. Determine if the ballot cards have cuts or tears. 

a. If the cut is smaller than a 1/2 inch and it does not touch the timing mark, place the 

ballot in the GREEN tray.  

b. If the cut or tear touches the timing mark/bar or bubbles on the ballot card, place the 

ballot in the RED tray.   

    

 

2. If the top of the ballot card has been torn off such that the ballot type cannot be seen, look at 

the voter’s precinct on the envelope and use a red pen to write the precinct onto the upper-

right corner of the ballot card. 

a. If you do not have the envelope, speak to your supervisor to research the ballot. 

3. If the election is a Presidential Primary election, write the voter’s party on the ballot as well. 

4. Place the damaged ballot in the RED tray. 
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5. If the entire ballot card has been cut in half (or multiple pieces), use a piece of tape to place it 

back together. Place the cut ballot in the RED tray. 

a. Ballot card/s have cuts in and around the timing marks or were cut in half due to 

transport or was cut by the machine.  

  

6. If the ballot card is barely or not cut, place it in the GREEN tray. 
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