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Mail Ballot Intake 
     
REVISED: 10/18/2016 

Receiving & Preparation of Ballots  

 
This process includes the delivery of ballots to the Mail Ballot Intake area. Ballots 
are brought in by a bi-partisan team of judges and delivered to the Ballot Intake 
team. The Intake Team will confirm the chain of custody form, weigh and face the 
envelopes in preparation for the Mail Ballot Envelope sorter. The ballots are then 
transferred to the Agilis Team. 

Mail Ballot Envelope Preparation 

 
The ballot bags/boxes from the Post Office or Drop-off locations are delivered to the 
intake area.  The Intake Team will take custody and perform the following:  
 

 Notate custody change on associated custody log by bi-partisan election judges  

 Verify seals against custody form 

 Place the Return Asset and Custody log in the tray located on the table in the 
Intake area for the Roundup Team Lead to retrieve 

 Cut the seal from the ballot box/bag and discard 

 Open the box/bag and remove all the ballot envelopes 

 Place a “location Identifier” with the removed ballot envelopes 

 Face the envelopes in the same direction in a large mail tray ensuring the 
location identifier stays with the envelopes 

 Sort out “Undeliverable” and other special envelopes that need to be handled 
separately 

 Carefully weigh the tray and its contents.  (See Weighing Ballots) 

 Enter weight of ballots into the Ballot Tracking Information System (BTIS) and 
manual logbook by location, date and time (At this time remove the location 
identifier) 

 Place full mail trays that have been weighed and notated on the cart for 
delivery to the Agilis team. 
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Weighing Ballots 

**Only use these instructions if the scale loses power and needs to be 

reconfigured** 

 

 

 
Setting the Tare Weight 

1. Place the large mail tray on the scale platform 

2. Wait for the weight to stabilize 

3. Press the TARE button to display a 0 weight on the scale 

4. When the tray is removed from the platform, the weight will show a 

negative number. The Tare has been successfully set 

 
Setting the Counting Weight 

1. Count 50 envelopes and place them in large mail tray 

2. Press MODE until SAP X is displayed on the screen 

3. Press       to choose the number 50  

 

4. Press ENTER 

5. Screen will display LOAD-C  

6. Place tray with 50 envelopes on to platform 

7. Press ENTER 

8. The scale will display the weight and calculate the weight of the 

envelopes 

9. Counting weight setting is finished when the screen displays 50 

 

Notate the location and weight of the trays in the Ballot Weight log. 
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Processing Undeliverable Mail Ballots 

Mail-In ballots that have been returned by the U.S. Postal Service as 
undeliverable are processed in their own batches.  

Undeliverable Mail Ballot Envelope Preparation 

 
The trays containing “Undeliverable” ballots from the Post Office will be delivered to 
the intake area.  The Intake Team will take custody and perform the following:  
 

 

 Notate custody change on Chain of Custody log by bi-partisan election judges  

 Verify seals against custody form 

 Place the Return Asset and Custody log in the tray located on the table in the 
Intake area for the Roundup Team Lead to retrieve 

 Cut the seal from the bag and discard 

 Open the bag and remove the ballot envelopes 

 DO NOT WEIGH THE TRAY AND ITS CONTENTS!  (Do not enter into logbook or 
BTIS) 

 Place full mail trays on the cart for delivery to election judges who will scan 
them into the SCORE database. (Scanning into SCORE will provide the amount 
of Undeliverable ballots returned) 

 
 
Processing In-Person (Flat) Ballots 

In-Person (Flat) ballots are brought in from the VSPCs (Voter Service and Polling 
Centers) during Early Voting through Election Day.  In-Person ballots are printed 
at the VSPC’s and completed on site by the voter.  Once completed, the voters 
insert them into a red ballot box which is brought back by the Roundup Teams. 
The In-Person ballots will need to be reconciled with reports provided by Elaine. 

 

On a daily basis the following steps are performed: 

 Notate custody change on Chain of Custody log by bi-partisan election judges  

 Verify seals against custody form 

 Place the Return Asset and Custody log in the tray located on the table in the 
Intake area for the Roundup Team Lead to retrieve 

 Cut the seal from the box and discard 

 Open the box and remove the ballots 

 Fill out a “Location Identifier Form” with the correct  location and date 
(sample attached) 

 Carefully count ballots and enter the information on to the “Location Identifier 
Form,” into BTIS and manual logbook by location, date and time 
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 Elaine will provide a daily report for each VSPC location (6 during Early Voting 
and an additional 9 on Election Day) 

o The number of expected In-Person ballots will be highlighted in 
yellow, 

o And so will the Location Name and date (see example) 

 The Intake Team will count the number of In-Person ballots in the red ballot 
box, using the provided report to confirm the expected quantity 

o Any discrepancies should be noted on the “Location Identifier 
Form” (see example) 

o Report discrepancies to Elaine for resolution immediately! 

 After the number of In-Person ballots received is reconciled to the number of 
ballots expected on the In-Person Voting report (IP-001) is complete and 
recorded on the Location Identifier Form, the Intake team will rubber band or 
binder clip the In-Person ballots, the report (IP-001) and the Location Identifier 
form together for that site location and place in the red transfer cases labeled 
“In-Person.” 

 After all sites have been received and reconciled, the Intake team will need to 
record and seal the red transfer case and place on the shelf or cart provided 
until the Monday before election day at which time the Intake team will create 
a batch for the Ballot Scanning Team. 
 

 

The following steps will be performed on the Monday (Nov 7) before 
Election Day: 
 

 Batch preparations consist of completing a Batch Tracking Form (see attached 
sample) to indicate the number of ballots received thus far and to be 
presented to the Mail Ballot Processing Team for transport to the Ballot 
Counting Room. 

o These ballots will represent all In-Person ballots voted at the 
Early Voting locations from the first day of Early Voting through 
the Saturday before Election Day. 
 

On Tuesday morning (Nov 8): 
 

 Repeat the previous day’s step for the remainder of the ballots received from 
the Early Voting locations for the Monday before Election Day. 

o These ballots will represent all In-Person ballots voted as the 
Early Voting locations on the day before Election Day. 
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On Tuesday night (Election Night), after all locations have checked in:  
 

 Collect all red ballot boxes containing In-Person ballots 
 Fill out a “Location Identifier Form” with the correct  location and date for 

each location 

 Carefully count ballots and enter the information on to the “Location 
Identifier Form,” into BTIS, and manual logbook by location, date and time 

 Elaine will provide a report for Election Day for each VSPC location (6 during 
Early Voting and an additional 9 on Election Day) 

o The number of expected In-Person ballots will be highlighted in 
yellow, 

o And so will the Location Name and date 

 The Intake Team will count the number of In-Person ballots in the red ballot 
box, using the provided report to confirm the expected quantity 

o Any discrepancies should be noted on the “Location Identifier 
Form” 

o Report discrepancies to Elaine for resolution immediately! 

 After the number of In-Person ballots received is reconciled to the number of 
ballots expected on the In-Person Voting report (IP-001) is complete and 
recorded on the “Location Identifier Form, the Intake team will rubber band or 
binder clip the in-person ballots, the report (IP-001) and the Location Identifier 
form together for that site location. 

 Prepare a Batch Tracking Form to indicate the number of ballots received to be 
presented to the Mail Ballot Processing Team for transport to the Ballot 
Counting Room. 

 
 
 

Processing Provisional Ballots 

 

Provisional ballots are brought in from the VSPC’s (Voter Service and Polling 
Centers). Provisional ballots are given to voters whose eligibility to vote cannot 
be established at the polling location.  Once completed, the voters insert them 
into a red ballot box which is brought back by the Roundup Teams. 

On a daily basis the following steps are performed: 

 

 Notate custody change on Chain of Custody log by bi-partisan election judges  

 Verify seals against custody form 

 Place the Return Asset and Custody log in the tray located on the table in the 
Intake area for the Roundup Team Lead to retrieve 

 Cut the seal from the box and discard 

 Open the box and remove the complete Provisional Ballot envelopes 

 And remove the completed page(s) of the Provisional Ballot Poll Book 
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 Using the “Location Identifier Form,” complete the form, and indicate the 
number of provisional ballots returned 

 Enter the Provisional ballot envelopes count on the “Location Identifier Form,” 
into BTIS and manual logbook by location, date and time 

o Any discrepancies should be noted on the “Location Identifier 
Form” 

o Report discrepancies to Elaine for resolution immediately! 

 After completing the reconciliation for the Provisional Ballots, place the voted 
Provisional Ballot envelopes, the poll-book page(s), and the Location Identifier 
form in the red transfer case labeled “Provisionals” 

 Record and seal the box and place on the shelf or cart provided 

 Hold red transfer case in Intake area for Elaine 
 
 

On Tuesday night (Election Night), after all locations have checked in:  
 

 Repeat the steps above 

 Hold red transfer case in Intake area for Elaine 

 
 

Escalation Procedure 

 
If for any reason the seals do not match the custody log, escalate to Intake team 
lead and Roundup team lead.  If at any time the leads cannot resolve the issue, 
the incident needs to be taken to Matt and as a last resort to Sheri. 

 
Ballots from other Counties  

 
You can expect to see ballots from other counties come in the drop boxes and 
from the post office. These ballots are handled separately and carefully. 

 
 Collect any ballots from other counties 

 Date stamp with the Douglas County stamper 

 Notate the date and quantity for each county in the “Other County Ballots 
Logbook”  

 Place the ballots in the specified tray - “Other County Ballots” 

 Up to 5 days before Election Day, the ballots can be put in the out-going mail 
tray in the front office for the mailman to pick up 

 Less than 5 days before the election, ballots will be kept in a safe area to be 
dealt with after the election 

 Give the other county ballots to the Mail Ballot Leads (Jennie or Toni) 
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Miscellaneous Mail 
 
Occasionally, there will be odd pieces of mail that come from the drop boxes and 
the U.S. Post Office.   
 

 Collect any miscellaneous mail 

 Take the mail to the front office and place in the out-going mail tray for the 
mailman to pick up 

 If not sure what to do, take the mail to the Mail Ballot Leads (Jennie or Toni) 
 

 
 
Procedure for Election Night – Extremely Important! 
 
On Election night after the polls close, it is extremely important to keep track of 
all the locations and ballots coming in.  This is to ensure that all locations are 
accounted for and all possible ballots are delivered to Election Central. 

 
 There will be a Checklist of all locations 

 As the teams bring in the boxes and bags, notate on the checklist the time that 
location’s ballots came in 

 Continue to follow the process for the type of ballots received 

 At the end of the night, all locations should be checked in 

 If for any reason, there are empty areas, notify the Ballot Roundup Lead to 
determine if anything was missed 
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