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Scope 
This procedure explains the act of visually inspecting the ballot cards for damage, checking it is a San 
Bernardino County ballot, and that it is for the current election. The ballots must also be reviewed by 
staff for challenges that would prevent their tabulation. 

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 Needed 
• Gloves and Mask (Masks recommended but not mandatory) 

• Green, Red and White mail trays  
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Preparing for Ballot Review 
This process must be done with one or two team members at one table. The most important thing to 

keep in mind is that Reviewing MUST be limited to one tray at a time and one ballot at a time.  

 

Unfolding and Reviewing Ballot Cards 

1. Pull the first available ballot from the tray. 

2. Unfold the cards and inspect them for challenges. 

a. For challenged ballots, place the ballot card(s) in the red tray. 
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b. For cards without challenges, place them in the green tray. 

 

 

 

3. Repeat for all folded ballots in the white tray. 

4. If you see any Ballot Marking Device ballots (BMDs), place them on the side of your green tray. 

5. Once you have finished unfolding and sorting all ballots in your tray, raise your hand.  

6. A runner will collect the ballots from the completed green tray and give you a new tray of 

ballots to unfold. 
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Manual Extraction and Review 
There is a possibility that some ballots have issues that necessitate us to extract them manually. Using a 
different table setup, extracted ballots will remain with the original envelopes until they have been 
reviewed. 
 

 

1. Pull the ballot cards from the envelope. 

2. Place the empty envelope on the table in front of you. 

3. Unfold the cards and inspect them for challenges. 

a. For cards without challenges, place them in the GREEN tray. 

b. For cards with challenges, place them in the RED tray. 
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4. Place the extracted envelope in the white box in front of you, signature side up, with the 
opening of the envelope facing the back of the box. 

 

 

 

 

 

 

 

 

 

5. Repeat for all envelopes in the white tray. 

6. Once you have finished extracting all ballots from your tray, place all the empty envelopes from 
your white box back into the white tray on the table. 

7. Raise your hand. Runner will collect the completed tray and give you a new tray. 

VBM Wraps 
Wraps are required to be included with ballots as part of their mailing. Some voters will send these back, 
but they do not serve any function for the Ballot department. Place these wraps in the tray underneath 
the table. 
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Ballot Missing from Envelope (BME) – OPEX Extractors Only 
An empty envelope is an indication of a missing ballot. In addition, voters may send other paperwork or 
objects in their envelope instead of a ballot, including pens, paperclips, sticky notes, sample ballot 
guides, and money. 
 

  

 

 

Multiple Ballots Returned (MRE) 
Receiving two or more of the same card (e.g. Card 1 with another Card 1) in the same set of folded 

ballots is an MRE challenge. All cards MUST be folded together before being placed into the red tray. 

Red Ink 
The tabulation machines are unable to read red, so any ballots that are voted with red ink (of any shade, 
including pink and purple) must be duplicated. 
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Cut 
Any ballots cut over half an inch, or that intersects with a timing mark, cannot be scanned by the 
tabulator.  

 

Stuck/Stain 
Any ballot that has a sticky material (including glue, food, and other undesirable materials) or that has a 
stain that interferes with a voting bubble or timing mark cannolt be read by the tabulator and must be 
challenged. 

 

 
  

Personally Identifiable Information (PII) 
A voter may sign or write their name or put their initials when attempting to correct a mistake on a 
ballot or sometimes leave more sensitive information such as phone numbers and addresses. Ballots 
cannot contain personal information and must be challenged. The only exception is if a voter has written 
their name into a write-in field! 
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DUP 
The ballot is damaged, wrinkled, crinkled, has tape, white-out, creased incorrectly and it is affecting the 
time marks, and other miscellaneous not covered by any other codes.  

 

 

Other Issues 
If you run into any other questions about a ballot and whether it can be sent to tabulation, raise your 
hand to ask a supervisor. 
 

Challenges (Red Tray) 
During processing, the ballot cards in the red tray will be picked up and brought to the Extraction 

Challenge Review team. 

Staff will review each of the challenges, referring to Procedure “Reviewing Challenged Extracted 

Ballots”.  





Accessibility Report





		Filename: 

		Procedure_UnfoldingAndReviewingVBMBallots_2025-04-02.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

