
 
 

 
 
 
 
 
Meridian Township exists to create a sustainable community through the 
most effective use of available resources that achieve the highest quality of life. 
 
 

AGENDA 
CHARTER TOWNSHIP OF MERIDIAN  

ELECTION COMMISSION 
FEBRUARY 24, 2021 – 6 pm 

 
 

1. CALL MEETING TO ORDER 
 

2. APPROVAL OF MINUTES 
A.  October 8, 2020 

 
3. REVIEW THE POST-ELECTION PROCEDURAL FINDINGS FROM INGHAM COUNTY 

 
4. DISCUSS AND TAKE ACTION ON CONSOLIDATING PRECINCTS AND PRECINCT LOCATIONS 

FOR THE UPCOMING MAY 4, 2021 OKEMOS SCHOOLS SPECIAL ELECTION (DUE TO CLERK 
BYRUM BY MARCH 5, 2021) 

 
5. SCHEDULE DATE FOR PUBLIC ACCURRACY TEST (THURSDAY, APRIL 15, 2021) 

 
6. SCHEDULE FUTURE ELECTION COMMISSION MEETING DATE TO DISCUSS: 

A. Scheduling date for Approval of Ballots for May 4, 2021 Special Election 
B. Appoint Precinct Inspectors and Chairs, subject to adjustments as necessary, for the 

May 4, 2021 Special Election 
C. Establish Receiving Board and appoint Inspectors, subject to adjustments as necessary, 

for the May 4, 2021 Special Election  
D. Establish Absentee Voter Counting Board (AVCB) and appoint Inspectors, subject to 

adjustments as necessary, for the May 4, 2021 Special Election  
 

7. OTHER BUSINESS 
 

8. PUBLIC REMARKS 
 

9. ADJOURNMENT 



CHARTER TOWNSHIP OF MERIDIAN 
ELECTION COMMISSION MEETING MINUTES 

THURSDAY, OCTOBER 8, 2020 4:00 PM - DRAFT 
VIRTUAL MEETING – MERIDIAN MUNICIPAL BUILDING 

5151 MARSH ROAD, OKEMOS MI 48864-1198 
 

 
 
(1) CALL TO ORDER 
 
Clerk Dreyfus called the meeting to order at 4:00 PM 
 
MEMBERS PRESENT: Clerk Brett Dreyfus, Commissioner Phil Deschaine, Commissioner Kathy 
Sundland. 
 
(2) APPROVAL OF MINUTES 

1. Approval of minutes from the September 27, 2020 Election Commission Meeting 

 Motion was made by Commissioner Deschaine and seconded by Commissioner Sundland to 
approve the minutes of the September 27, 2020 meeting. 

Motion passed 3-0 

 
(3) ESTABLISH ABSENTEE VOTER COUNTING BOARD (AVCB) AND APPOINT INSPECTORS, 
SUBJECT TO ADJUSTMENT AS NECESSARY, FOR THE NOVEMBER 3, 2020 ELECTION. 

Motion was made by Commissioner Deschaine and seconded by Commissioner Sundland to 
establish an Absent Voter Counting Board, subject to adjustments as necessary, and appoint 
inspectors for the November 3, 2020 election.  

Motion Passed 3-0 

 
(4) ESTABLISH RECIEVING BOARD AND APPOINT INSPECTORS, SUBJECT TO ADJUSTMENTS 
AS NECESSARY, FOR THE NOVEMBER 3, 2020 ELECTION. 

Motion was made by Commissioner Deschaine and seconded by Commissioner Sundland to 
establish a Receiving Board, subject to adjustments as necessary, for the November 3, 2020 
election.  

Motion passed 3-0 
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CHARTER TOWNSHIP OF MERIDIAN 
ELECTION COMMISSION MEETING MINUTES 

THURSDAY, OCTOBER 8, 2020 4:00 PM - DRAFT 
VIRTUAL MEETING – MERIDIAN MUNICIPAL BUILDING 

5151 MARSH ROAD, OKEMOS MI 48864-1198 
 

(5) APPOINT PRECINCT INSPECTORS, SUBJECT TO ADJUSTMENTS AS NECESSARY, FOR THE 
NOVEMBER 3, 2020 ELECTION. 
Motion was made by Commissioner Deschaine and seconded by Commissioner Sundland to 
appoint precinct inspectors, subject to adjustments as necessary, for the November 3, 2020 
election.  
 
Motion passed 3-0 
 

(6) OTHER BUSINESS 
 

(7)     ADJOURNMENT 
 
Motion was made by Commissioner Deschaine and seconded by Commissioner Sundland to 
adjourn the meeting at 4:17 pm.  
 
Motion passed 3-0 

 

 
 

 



 

#3 

 

To:  Election Commission 

From:  Deborah Guthrie, Clerk 
 
Date:  February 18, 2021 

Re:  Review the Post-Election Procedural Findings from Ingham County  
   

 

Meridian Township had 15 discrepancies noted during the County Audit of Precinct 6 on 
December 9, 2020. Meridian Township received the most number of discrepancies out of any other 
jurisdiction in Ingham County.  

On February 5, 2021, Ingham County reviewed the Post-Election Procedural Findings with the 
Meridian Township Clerk. While the audit found a large number of administrative issues with how 
Meridian administers elections, the vote count was accurate and found zero discrepancies. 

In an effort of being fully transparent, listed below is a full listing of all Meridian Township 
November 4, 2020 General Election discrepancies noted during the audit on Precinct 6: (Ingham 
County Clerk Barb Byrum’s notes from the review are in blue) 

1. Notice of Registration published less than 30 days before election & missing 
instructions of where to find full proposal text. 
Election Date booklet dictates publication date; examples of the public notices are included 
in the Appendix of the Election Officials’ Manual. 

2. No proof of publication of Notice of Election & missing listing of all offices to be 
elected and statewide proposal information. 
Election Date booklet dictates publication date; examples of the public notices are included 
in the Appendix of the Election Officials’ Manual. 

3. No proof of election inspector appointments sent to parties. 
Chapter 13 of Election Officials’ Manual (specifically page 2) lays out requirements for 
when proof of appointment needs to be sent to political parties. This usually is done via 
email, which provides a proof of date that the appointments were sent. Election Date 
booklet describes when these appointments should take place. 

4. Clerk's Preparation Certificate serial & seal number for tabulator does not match 
what is on T&S Certificate. 
Attention to detail – I can’t fully recall, but this might have been a switch between the serial 
numbers for the machines for two different precincts, or it could have been off by one or 
two digits. Either way, it does not prove that the machine tested before Election Day is 
what was used on Election Day. 
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5. Seal number for test deck is not recorded on T&S Certificate. 
Attention to detail – We cannot prove that the test deck was not tampered with before it 
was opened again. Even if they need to be reopened, the original seal should stay in the bag 
so it can be traced back. Any change in seal number should be noted on the container 
certificate.  

6. VAT T&S Certificate is missing seal number. 
Attention to detail – The VAT should be sealed after the programming has been loaded and 
tested. The Testing & Security Certification Form should prove that the machine has not 
been tampered with leading up to Election Day. 

7. No VAT test deck present.  
VAT testing procedures are included in the Test Procedure Manual (pages 32-34). It is 
recommended that these be tested at the same time as preliminary (Private) testing is 
performed on the tabulators, to verify that ALL machines are properly working. There have 
been instances in the past where only one or a few machines are not working properly, or 
there is something wrong with the programming in one precinct, and it could have been 
caught before Election Day if every VAT was fully tested ahead of the election. 

8. VAT serial number on T&S Certificate does not match Poll Book. 
Attention to detail – I can’t fully recall, but this might have been a switch between the serial 
numbers for the machines for two different precincts, or it could have been off by one or 
two digits. Either way, it does not prove that the machine tested before Election Day is 
what was used on Election Day. 

9. No VAT Test ballot was produced on Election Day. 
This is something we stress in our training, and you might want to include in 
documentation/checklist provided to your precinct chairs as part of the pre-7 a.m. duties. 
The test ballot is to make sure the VAT is functioning properly (the printer cord is hooked 
up, the correct precinct is loaded on the machine, etc.) and it SHOULD NOT go through the 
tabulator, but rather should go in the Local Clerk’s Envelope. 

10. Voted VAT ballot was placed in VAT storage envelope, not with rest of voted ballots. 
Any ballot voted by a voter should remain with the rest of the ballots voted, save for 
Provisional Ballots.  

11. Clerk's Preparation Certificate was completed and signed on Election Day by 
Precinct Chair, not clerk/staff. 
The Clerk’s Preparation Certificate states that the Clerk or their Authorized Assistant (i.e. 
Deputy Clerk) should complete the Preparation Certificate. This should be done after the 
testing is completed, but before Election Day. It should not be the Precinct Chair 
completing this portion the morning of the Election, as they would only be inputting the 
equipment serial and seal numbers that were provided to them at that point, not checking 
that the serial and seal numbers match what had been tested prior to Election Day. 
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12. Did not verify oaths were completed on Receiving Board checklist. 
Attention to detail – the Receiving Board Checklist should be fully completed by the time 
the Precinct Inspectors leave. 

13. Person who verified seal numbers of ballot container did not sign in Poll Book. 
Attention to detail – if not completed at the precinct, it should be caught during Receiving 
Board review. 

14. Certificate of Election Inspectors missing check for seal/verify container seal 
numbers. 
See above. 

15. FWABs processed in precinct were not identified as Dup/Original, no way to verify 
correctness of duplication or identify ballots. 
Any duplicated ballot should be able to be matched with its original. The process is to write 
“Original – 1” on the first original and “Dup – 1” on the first duplicate, and so on. This way 
upon review, it can be confirmed if the duplicate properly matches the original, save for 
any mistakes the voter might have communicated on their ballot. It is also important to 
note that the originals and the duplicates should not be able to be traced back to the voter, 
to the extent possible (for example, the original ballots should not be placed with the 
envelope or voter certificate in the Original Ballot envelope, the envelope/certificate 
should be placed with the rest of the AV envelopes). 

Other general recommendations:  

• Thoroughly review the election calendar, to ensure that there is enough time to complete 
the tasks assigned to local clerks properly before the deadline. For instance, making sure 
publications are submitted in time to make it in print by the deadline, and the process for 
public accuracy testing is followed (including having all members of the Election 
Commission present and holding the public test no later than 5 days before an election). 

• Hire more staff/volunteers to conduct preliminary testing, and assist with AV organization 
(especially MOVE ballots). 

• Have multiple Receiving Boards on Election Night (and, if possible, fresh eyes) to speed up 
the processes and ensure completion of all necessary materials. 

 
Attached is the documentation from Ingham County: 
 

• May 4, 2021 Election Calendar Dates 
• August 3, 2021 Election Calendar Dates 
• November 2, 2021 Election Calendar Dates 
• Post-Election Audit Manual 
• Post-Election Audit Printable Worksheet 
• Post-Election Audit AVCB Printable Worksheet 
• Test Procedure Manual for Tabulators and Voter Assist Terminals (VAT) 
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Providing a safe and welcoming, sustainable, prime community. 
 

 
• Clerk’s Preparation Certificate for Optical Scan Tabulator and Voter Assist Terminal 
• Election Officials Manual Appendix 
• Receiving Board Guide 

Upon review, and with careful thought and consideration, the Clerk’s Office immediately began 
working towards resolving these discrepancies in the audit by discussing with staff and creating 
the following plan of action: 

• Develop an extensive election calendar timeline for when work needs to get done so state 
mandated requirements are not missed on their due dates 

• Work with former East Lansing City Clerk Marie Wicks and current East Lansing City Clerk 
Jennifer Schuster on developing new training materials and classes for all Meridian 
Township election workers; including returning workers  

• Create a budget spreadsheet and develop an inventory list 
• Reach out to former Election Workers for feedback and to assist with raising the level of 

service provided by Meridian Township 
• Assess polling locations, feasibility and accessibility 
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MAY 4, 2021 ELECTION 

CALENDAR OF DATES 

 

By 4:00 p.m. January 19 Partisan and nonpartisan candidates file nominating petitions and 

Affidavits of Identity. (168.322) 

By 4:00 p.m. January 22 
Partisan and nonpartisan candidates who wish to withdraw file written 

requests to do so. (168.322a) 

By January 25 
City clerk forwards names and addresses of partisan and nonpartisan 

candidates to county clerk. (168.321) 

By 5:00 p.m. January 26 
Petitions to place proposals on ballot filed with county and local clerks.  

(168.646a) 

By 5:00 p.m. January 29 
Last day a recall petition can be filed for May election. (Local offices 

only face recall in May & November) (168.963) 

By 4:00 p.m. February 9 
Ballot wording of proposals qualified to appear on ballot certified to 

county and local clerks.  (168.646a) 

 

 

By March 20 

 

Clerks shall electronically transmit or mail (as requested) an absent 

voter ballot to each absent UOCAVA (uniformed services or overseas) 

voter who applied for an absent voter ballot 45 days or more before the 

election. (MOVE deadline)  (168.759a) 

By March 20 Absent voter ballots must be available for issuance to voters.  (168.714) 

March 25 through April 13 
Precinct inspectors appointed by local election commission for election.  

(168.674) 

By April 5 
Notice of voter registration for election published.  One notice required.  

(MCL 168.498) 

By April 5 

Clerk shall post and enter into QVF the hours the clerk’s office will be 

open on the Saturday or Sunday or both immediately before the election 

to issue and receive absent voter ballots.  (168.761b ) 

http://legislature.mi.gov/doc.aspx?mcl-168-322
http://legislature.mi.gov/doc.aspx?mcl-168-322a
http://legislature.mi.gov/doc.aspx?mcl-168-321
http://legislature.mi.gov/doc.aspx?mcl-168-646a
http://legislature.mi.gov/doc.aspx?mcl-168-963
http://legislature.mi.gov/doc.aspx?mcl-168-646a
http://legislature.mi.gov/doc.aspx?mcl-168-759a
http://legislature.mi.gov/doc.aspx?mcl-168-714
http://www.legislature.mi.gov/(S(lwc3boihgeybhudqbft30pkf))/mileg.aspx?page=getobject&objectname=mcl-168-674-amended
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getobject&objectname=mcl-168-498&query=on&highlight=498
file:///C:/Users/malermanm/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/XPY8EW1H/168.761b


 

 

By April 5 

Clerk shall post and enter into QVF any additional locations and hours 

that clerk will be available to issue and receive absent voter ballots, if 

applicable.  (168.761b) 

April 19 
Last day to register in any manner other than in-person with the local 

clerk for the May election. (168.497)  

April 20 through 8:00 p.m. 

May 4 

In-person registration with local clerk with proof of residency.  

(168.497)   

By 4:00 p.m. April 23 Write-in candidates file Declaration of Intent forms. (168.737a) 

By April 27 Notice of election published.  One notice required.  (168.653a) 

By April 29 

Public accuracy test must be conducted by local election commission. (R 

168.778)  Notice of test must be published at least 48 hours before test.  

(168.798) 

Up to 5:00 p.m. April 30 
Electors may obtain an absent voter ballot via First Class mail.  

(168.759) 

Up to 5:00 p.m. April 30 
Electors may submit a written request to spoil their absent voter ballot 

receive a new ballot by mail.  (168.765b)  

Up to 10 a.m. May 3 

Electors who have returned their absent voter ballot may submit a 

written request in person to spoil their absent voter ballot and receive 

new ballot in the clerk’s office.  (168.765b)   

Up to 4:00 p.m. May 3 
Electors may obtain an absent voter ballot in person in clerk’s office.  

(168.761) 

Up to 4:00 p.m. May 3 

Electors who have lost their absent voter ballot or not yet received their 

ballot in the mail may submit a written request in person to spoil their 

absent voter ballot and receive a new ballot in the clerk’s office.  

(168.765b)   

Up to 4:00 p.m. May 4 Emergency absentee voting for May election.  (168.759b) 

Up to 8:00 p.m. May 4 

Election day registrants may obtain and vote an absent voter ballot in 

person in clerk’s office or vote in person in the proper precinct.  

(168.761) 

May 4 ELECTION 

By 9:00 a.m. May 6 Boards of County Canvassers meet to canvass election.  (168.821) 

 

 

 

 

http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-761b&highlight=761b
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getobject&objectname=mcl-168-497&query=on&highlight=497
file:///C:/Users/malermanm/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/XPY8EW1H/168.497
http://legislature.mi.gov/doc.aspx?mcl-168-737a
http://legislature.mi.gov/doc.aspx?mcl-168-653a
http://w3.lara.state.mi.us/orr/Files/AdminCode/941_2009-068ST_AdminCode.pdf
http://w3.lara.state.mi.us/orr/Files/AdminCode/941_2009-068ST_AdminCode.pdf
http://legislature.mi.gov/doc.aspx?mcl-168-798
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getobject&objectname=mcl-168-759&query=on&highlight=759
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-765b&highlight=spoil
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-765b&highlight=spoil
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getobject&objectname=mcl-168-761&query=on&highlight=759
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-765b&highlight=spoil
http://legislature.mi.gov/doc.aspx?mcl-168-759b
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getobject&objectname=mcl-168-761&query=on&highlight=759
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-821&highlight=821


  

B U R E A U  O F  E L E C T I O N S  

R I C H A R D  H .  A U S T I N  B U I L D I N G   1 S T  F L O O R    4 3 0  W .  A L L E G A N    L A N S I N G ,  M I C H I G A N  4 8 9 1 8  

w w w . M i c h i g a n . g o v / s o s   ( 5 1 7 )  3 73 -2 54 0  
 

 

 

AUGUST 3, 2021 ELECTION 

CALENDAR OF DATES 

 

 

A.  

By 5:00 p.m. April 27 

B.  

Petitions to place proposals on ballot filed with county and local clerks.  

(168.646a) 

By 5:00 p.m. April 30 

C.  

Last day a recall petition can be filed for August election.  (Recalls filed 

against Governor, state-level or countywide office only.  Does not apply 

to local offices; see May & November calendars for applicable 

deadlines.)  (168.963) 

By 4:00 p.m. May 11 

 

Ballot wording of proposals qualified to appear on primary election 

ballot certified to county and local clerks.  (168.646a) 

 

By June 19 

 

Clerks shall electronically transmit or mail (as requested) an absent 

voter ballot to each absent UOCAVA (uniformed services or overseas) 

voter who applied for an absent voter ballot 45 days or more before the 

election (MOVE deadline.) (168.759a) 

By June 19 Absent voter ballots must be available for issuance to voters.  (168.714) 

 

June 24 through  

July 13 

 

Precinct inspectors appointed by local election commission for election.  

(168.674) 

July 5 Notice of voter registration for election published. One notice required.  

(168.498) 

July 5 Clerk shall post and enter into QVF the hours the clerk’s office will be 

open on the Saturday or Sunday or both immediately before the election 

to issue and receive absent voter ballots.  (168.761b) 

http://www.michigan.gov/sos


 

 

July 5 Clerk shall post and enter into QVF any additional locations and hours 

the clerk will be available to issue and receive absent voter ballots, if 

applicable.  (168.761b) 

July 19 Last day to register in any manner other than in-person with the local 

clerk for the August election.  (168.497) 

July 20 through 8:00 

p.m. August 3 
In-person registration with local clerk with proof of residency.  (168.497) 

By 4:00 p.m. July 23 Write-in candidates file Declaration of Intent forms for August Election.  

(168.737a) 

 

By July 27 
Notice of election published.  One notice required.  (168.653a) 

 

By July 29 

Public accuracy test must be conducted by local election commission.    

(R 168.778)  Notice of test must be published at least 48 hours before  

test.  (168.798) 

Up to 5:00 p.m.  

July 30 
Electors may obtain an absent voter ballot via First Class mail. 

 (168.759) 

Up to 5:00 p.m.  

July 30 
Electors may submit a written request to spoil their absent voter ballot 

receive a new ballot by mail.  (168.765b) 

Up to 10:00 a.m.  

August 2 
Electors who have returned their absent voter ballot may submit a written 

request in person to spoil their absent voter ballot and receive new ballot 

in the clerk’s office.  (168.765b)   

Up to 4:00 p.m.  

August 2 
Electors may obtain an absent voter ballot in person in the clerk’s office.  

(168.761) 

Up to 4:00 p.m.  

August 2 

Electors who have lost their absent voter ballot or not yet received their 

ballot in the mail may submit a written request in person to spoil their 

absent voter ballot and receive a new ballot in the clerk’s office.  

(168.765b)   

Up to 4:00 p.m. 

August 3 
Emergency absentee voting for election.  (168.759b) 

http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-765b&highlight=spoil
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-765b&highlight=spoil
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-765b&highlight=spoil
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Up to 8:00 p.m.  

August 3 

Election Day registrants may obtain and vote an absent voter ballot in 

person in the local clerk’s office with proof of residency or vote in person 

in the proper precinct.  (168.761) 

August 3 ELECTION 

Before 11:00 a.m. 

August 4 

Local clerk delivers results of general election to county clerk.  

(168.809) 

By 9:00 a.m. 

August 5 

Boards of County Canvassers meet to canvass primary election. 

(168.821) 

 

http://www.michigan.gov/sos
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 NOVEMBER 2, 2021 ELECTION  

 

CALENDAR OF DATES  

 

By 4:00 p.m. 

A. July 20 

Partisan and nonpartisan candidates file nominating petitions and 

Affidavits of Identity.  (168.644e) Withdrawal deadline elapses at 4:00 

p.m. on July 23. 

 

By 4:00 p.m. 

July 20 

Minor parties that wish to participate in partisan general elections nominate 

candidates.  Parties must notify clerk of nominated candidates within one 

business day after caucus (Party must have state recognized ballot status.)  

(168.644e) 

By July 26 Local clerk forwards names and addresses of partisan and nonpartisan 

candidates to county clerk.  (168.321) 

By 5:00 p.m. 

July 27 

Petitions to place proposals on ballot filed with county and local clerks.  

(168.646a) 

By 5:00 p.m. 

July 30 
Last day a recall petition can be filed for November election. (Local offices 

only face recall in May & November.) (168.963) 

By 5:00 p.m. 

August 4 

Candidates without political party affiliation who seek a partisan office file 

qualifying petitions and Affidavits of Identity.  (168.590c) Withdrawal 

deadline elapses at 4:00 p.m. on August 9.   

By 4:00 p.m. 

August 10 

Ballot wording of proposals qualified to appear on ballot certified to county 

and local clerks.  (168.646a) 

 

By August 12 

Local clerk forwards names and addresses of candidates without political 

party affiliation who seek a partisan office to county clerk. (168.321) 

 

By September 18 

Clerks shall electronically transmit or mail (as requested) an absent voter 

ballot to each absent UOCAVA (uniformed services or overseas) voter who 

applied for an absent voter ballot 45 days or more before the election 

(MOVE deadline.)  (168.759a) 

By September 18 
Absent voter ballots must be available for issuance to voters.  (168.714) 

http://www.michigan.gov/sos


 

 

 

September 23 through 

October 12 

Precinct inspectors appointed by local election commission for election.  

(168.674) 

By October 4 Notice of voter registration for general election published. One notice 

required. (168.498) 

By October 4 Clerk shall post and enter into QVF the hours the clerk’s office will be open 

on the Saturday or Sunday or both immediately before the election to issue 

and receive absent voter ballots.  (168.761b) 

By October 4 Clerk shall post and enter into QVF any additional locations and hours the 

clerk will be available to issue and receive absent voter ballots, if applicable.  

(168.761b) 

October 18 Last day to register in any manner other than in-person with the local clerk 

for the November election.  (168.497) 

October 19 through 

November 2 
In-person registration with the local clerk with proof of residency.  (168.497) 

By 4:00 p.m. 

October 22 
Write-in candidates file Declaration of Intent forms for election. (168.737a) 

By October 26 Notice of election published.  One notice required.  (168.653a) 

 

By October 28 

Public accuracy test must be conducted by local election commission.         

(R 168.778)  Notice of test must be published at least 48 hours before  test.  

(168.798) 

Up to 5:00 p.m. 

October 29 
Electors may obtain an absent voter ballot via First Class mail. 

(168.759) 

Up to 5:00 p.m. 

October 29 
Electors may submit a written request to spoil their absent voter ballot 

receive a new ballot by mail.  (168.765b) 

Up to 10:00 a.m. 

November 1 
Electors who have returned their absent voter ballot may submit a written 

request in person to spoil their absent voter ballot and receive new ballot in 

the clerk’s office.  (168.765b)   

Up to 4:00 p.m. 

November 1 
Electors may obtain an absent voter ballot in person in the clerk’s office. 

(168.761)   

Up to 4:00 p.m. 

November 1 
Electors who have lost their absent voter ballot or not yet received their 

ballot in the mail may submit a written request in person to spoil their absent 

voter ballot and receive a new ballot in the clerk’s office.  (168.765b)   

Up to 4:00 p.m. 

November 2 
Emergency absentee voting for general election.  (168.759b) 

http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-765b&highlight=spoil
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-765b&highlight=spoil
http://www.legislature.mi.gov/(S(cmbcgxf5l5libyjyczzyyk3a))/mileg.aspx?page=getObject&objectName=mcl-168-765b&highlight=spoil


 

 

Up to 8:00 p.m. 

November 2 

Election Day registrants may obtain and vote an absent voter ballot in person 

in the local clerk’s office with proof of residency or vote in person in the 

proper precinct.  (168.761) 

November 2 ELECTION 

Before 11:00 a.m. 

November 3 
Local clerk delivers results of general election to county clerk.  (168.809) 

By 9:00 a.m.  

November 4 
Boards of County Canvassers meet to canvass election. (168.821) 
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Introduction to Post-Election Audits
MCL 168.31a instructs the Secretary of State to develop an election audit program that details the documents 
to be inspected and the procedures used in preparation for and during an election.  The post-election audit 
process will thoroughly review procedures performed before, during, and after the conduct of an election, 
including a review of voted ballots with a hand tally of select contests.  The review of voted ballots will verify the 
equipment used to count votes worked properly and yielded the correct result. Information collected as part of 
the post-election audit process will be used as an educational tool for all levels of election administration.  
Assignments will be made in the eLearning Center to reinforce deficiencies found of the local and/or county 
clerks.   

Key Points 

 Audit Process
Following the canvass of an election, counties and Bureau of Elections staff will conduct a thorough review 
of pre-election and election day documents to determine if procedures were properly followed according to 
state law and established procedure. 

 Selection Process
The Bureau of Elections will randomly select precincts and contests for counties following each election 
and may select additional precincts and contests to be audited at the state level.   

 Focus of the Audit
Election notices, election inspector appointments and training, ePollbook security, test deck 
procedures, military and overseas voter applications, and a review of the Pollbook and ballot containers 
used on election day will be the primary focus of the audit. In addition, an audit of the results of up to 
three contests in a General election and one contest in other elections on the ballot in each precinct will 
be conducted. 

 Audit Findings
Discrepancies and deficiencies found as a result of the post-election audit will be used as training 
points for the local clerk who is participating in the audit as well as aid in the determination of future 
training needs to be provided at both the county and state level. The audit of voted ballots will reinforce 
accuracy and security of the voting system.

Important Considerations 
Those subject to a post-election audit should continue to maintain the security of their election day materials 
until the post-election audit has been conducted.  The goal of the post-election audit process is to enhance 
election administrators’ understanding of required elections procedures and practices and ensure the accuracy 
of the voting system and tabulation process.   

Selection Process 
The Bureau of Elections will randomly select precincts and contests for county audits the day after an election.  
The Bureau of Elections may select additional precincts to be audited at the state level as well.  Participants will 
be contacted by their County Clerk or the State depending on who is conducting the audit.  The list of those 
being audited will also be announced in a News Update following the election. 

Participants must maintain security on all of their election day materials until the post-election audit has been 
conducted.  Further, the participants should ensure the ePollbook (EPB) and associated encrypted flash drive 
for the precinct selected are kept secure and data is not deleted until the audit is completed.  (Note:  Per the 
EPB user agreement, data must be deleted seven days post canvass; this deadline is extended for precincts 
involved in post-election audits. 
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Clerk Preparation 
County clerks conducting audits will coordinate the scheduling of the audit with the local jurisdiction.  The audit 
should take place in a public location and when possible in a location agreeable to the local clerk.  As a subject 
of the audit, the local clerk and county clerk must provide all materials needed to conduct the audit of the 
specified precinct and associated absent voter counting board.   
   

 Materials needed to conduct a Post-Election Audit 
  Noticer of Registration (Affidavit of Publication) 
  Election Notice (Affidavit of Publication) 
  Public Accuracy Test Notice (Affidavit of Publication) 
  Election Commission’s election inspector appointment record (minutes or signed resolution from 

meeting) 
  Listing of appointed election inspectors 
  Election Inspector applications for all inspectors appointed 
  Confirmation that election inspectors attended training (dated or signed certificate or sign in sheet)  
  Confirmation that election inspector appointments were sent to the major political parties (fax or 

email verification or certified mail receipt) [partisan elections only] 
  ePollbook laptop used in the precinct and encrypted flash drive 
  Absent Voter Ballot Posting [partisan elections only] 
  Sealed container that contains all testing materials; including: 

 Test deck 
 Chart of pre-determined results 
 Tabulator zero and results tapes 

  Tabulator Testing and Security Certification Form (may be sealed in the test container)  
  Election Commission Certification - Public Accuracy Test (if applicable) 
  Voter Assist Terminal Preparation Checklist and Test Certification Form 
  Pollbook 
  Applications to Vote 
  Affidavits of Voter Not in Possession of Picture Identification 
  AV apps for Military and Overseas Voters and confirmation of ballot sent (e.g., email or fax receipt, 

proof of mailing if available) 
  Sealed ballot container with ballots 
  Program container certificate (if applicable) 
  Provisional Ballot Forms 
  Master card for any voter issued an Affidavit or Envelope ballot 
  Final Canvass Report 
  Receiving Board Checklist 

Conducting the Post-Election Audit 

The post-election audit must be conducted within 30 days of Canvass completion unless a recount has been 
ordered.  The post-election audit will require the inspection of election documents and the procedures used 
prior to the election and on election day.  A comprehensive worksheet will be used to uniformly conduct the 
post-election audit for precincts throughout the state. Detailed instructions on the use of the worksheet follow.  
All discrepancies should be documented on the back side of the worksheet.  Note:  If the Board of Canvassers 
corrected any item reviewed during the conduct of the post-election audit at the Canvass, the information 
provided by the election inspectors should be used to answer the appropriate questions.  Corrections made by 
the Board of Canvassers should be noted on the reverse side of the worksheet.  
 

Pre-Election Requirements 
 
Public Notices 
Michigan Election Law requires a number of notices to be published in a local newspaper prior to an upcoming 
election.  The newspaper should supply an Affidavit of Publication to the publisher to confirm publication. 
Review the following notices: 
 

 Notice of Registration (MCL 168.498(3) – Ch. 16. Election Officials’ Manual) 
• Publication date must be no later than 30 days before the election. 
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• Must include:  name of the jurisdiction, date of the election, listing of the offices to be 
elected/nominated, a brief description of ballot proposals and where to find the full text, 
locations where registrations will be accepted, and days and hours when an authorized 
person will be available to accept the registration. 

  

 Notice of Election (MCL 168.653a – Ch. 16. Election Officials’ Manual) 
• Publication date must be no later than the seventh calendar day before the election. 
• Must include: date of the election and polling place hours, listing of the offices to be 

elected/nominated, a brief description of ballot proposals and where to find the full text, a 
listing of polling place locations, a statement regarding accessibility in the polling place, and 
if a millage increase is on the ballot, a tax rate limitation statement. 
 

 Public Logic and Accuracy Test (MCL 168.798(1) Ch. 16 Election Officials’ Manual) 
• Publication date must be at least 48 hours prior to the conduct of the test. 
• Test date must be conducted no later than the fifth day prior to the election. 
• Must include: date of the election, date, time, and location of the test and a statement 

regarding the purpose of the test. 
 

When reviewing these items, place a checkmark in the Yes box when all of the above criteria are met.  If a 
component is missing, place a checkmark in the No box and explain the discrepancy on the backside of the 
worksheet. 
 
Weekend Hours in QVF 
Using QVF, verify the eight hours the clerk’s office is required to be open the Saturday and/or Sunday prior to 
the election was entered into the Clerk Contacts tab (MCL 168.761b). 
 
 

Election Inspectors – Ch. 13 Election Officials’ Manual 
The Election Commission of each jurisdiction must appoint precinct and receiving board inspectors at least 21 
days but not more than 40 days before each election (MCL 168.674).  Review Election Commission minutes 
and/or resolutions to ensure these appointments took place.  Place a checkmark in the appropriate box to 
indicate if the Election Commission made the appointments. Ensure at least one Republican and one Democrat 
was appointed to the precinct. 
 

Next, review the Election Inspector applications provided.  Ensure there is an application for every inspector 
appointed (MCL 168.677).  Place a checkmark in the appropriate box to indicate if all applications are available.  
Then verify each election inspector attended a training class (MCL 168.683).  Place a checkmark in the 
appropriate box to indicate if proof was provided for each inspector appointed. Lastly, place a checkmark in the 
appropriate box to indicate if proof that the election inspector appointments were sent to the local major political 
parties if evaluating a partisan election (MCL 168.674). 

ePollbook Evaluation (if applicable) 
 

Certain security features must be employed in the ePollbook software and on the encrypted flash drive in order 
to maintain security of sensitive voter information (Reference User Agreement and ePollbook User Manual).  
Using the laptop and flash drive used in the precinct on election day, evaluate the following: 
 

1. Open the EPB software and verify the encryption password is a strong password and not 
QVFSecure08.  A strong password contains a combination of at least eight upper and lower case 
characters with at least one number or symbol. 
 

2. Login to the software using the ADMIN username.  
Click on Sys Admin and User Administration.  Verify 
additional usernames were created.  Check Yes or 
No next to “Unique User/Pwd” on the worksheet. 
 

3. Plug the encrypted flash drive in and ensure the V-
Safe100 software is listed or Bitlocker is installed 
(check the BL box and skip to step 4 if the latter).  If 
V-Safe 100 was used, double click on V-Safe 100.  If 
a password is requested, answer Yes to the 
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“PrivacyZone Active” question on the worksheet.  Otherwise answer No.  
 

4. Request the Password from the local Clerk and enter into the V-Safe 100 or Bitlocker pop-up box. 
Verify the five files listed in the image to the right were saved.  You may need to open a folder to verify.  
If all seven files are listed, mark Yes on the worksheet for “Docs Saved in PZ.”  If some of the files are 
listed but not all, indicate which files are missing on the back side of the worksheet. 
 

5. Record the date the hostservice.zip file was modified. 
 

Voting System Review – Test Procedure Manual for Tabulators & Voter Assist Terminals 
 
A vital component to a successful election is the conduct of the preliminary and public Logic and Accuracy 
Testing prior to the election.  All Logic and Accuracy Testing materials should have been placed under seal in 
an approved ballot container (separate from the precinct container) after testing was completed.  Verify the 
container containing the testing material is sealed and indicate Yes or No on the worksheet.  Verify that the seal 
number on the container is the seal number that was recorded on the Tabulator Program Testing and Security 
Certification Form (which may be sealed in the container) and record the answer on the worksheet. 
 
A record of the tabulator serial number and the seal number must also be recorded on the Tabulator Program 
Testing and Security Certification form after the preliminary accuracy test.  When performing this portion of the 
audit, verify that the Tabulator Program Testing and Security Certification Form lists the seal and serial number 
for the tabulator.  Verify the seal and serial numbers listed on the Tabulator Program Testing and Security 
Certification Form match the seal and serial numbers listed in the corresponding precinct’s Clerk’s Preparation 
Certificate portion of the Pollbook. Place appropriate checkmarks on the worksheet to indicate whether these 
seals and serial numbers matched. If the jurisdiction used a vendor for testing and that same vendor 
programmed the memory cards, verify that the Election Commission Certification form was also completed and 
place a checkmark in the appropriate EC Addendum box. If the ballot marks were printed by a vendor using 
non-precinct ballot stock, ensure at least three ballots were hand marked and place a checkmark in the 
appropriate Pre-printed TD – HM box. 
 
Next write the dates the Preliminary and Public Tests were conducted on the appropriate line of the worksheet. 
Public Tests should have been conducted at least five days prior to the election.  Preliminary tests should be 
conducted as soon after receiving ballots as possible and well before the public test. 

Test Deck Completion 
 

Next review the Logic and Accuracy Testing “test deck” and chart of pre-determined results.  There are initially 
thirteen ballot creation instructions required to be marked on to test ballots and then additional test ballots must 
be created to ensure the vote totals are different for each candidate in a race.  Place a checkmark in the 
appropriately numbered box on the checkbox to indicate proper completion of each test ballot. (MCL 
168.798(1), R 168.773 and R 168.776).  See Appendix for other election type charts. 
 
Instruction Pre-determined result – General Election  

1  All positions on the ballot voted. 
2 All unused positions on the ballot voted. 
3 A blank ballot. 
4 One straight party vote cast (no other partisan votes). 
5 Two straight party votes cast resulting in an overvote (no other partisan votes). 
6 In a different office for each instruction: 

(a) One straight party vote, plus: 
(b) In a “vote for 1” partisan office, 1 vote for 1 candidate of the same party used in (a) 
(c) In a “vote for 1” partisan office, 1 vote for 1 candidate of a different party than used in (a) 
(d) In a “vote for 2” partisan office, 1 vote for 2 candidates, each from different parties 
(e) No votes in a partisan office where a candidate appears under the party selected in (a) 
(f) A vote for 1 write-in candidate in either a partisan or non-partisan office 
(g) Non-partisan offices and proposals voted 

7 (Ballot 1) No straight party vote and votes correctly voted in the partisan section with overvotes in the non-
partisan and proposal sections 
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7 (Ballot 2) No straight party vote and votes correctly voted in the non-partisan section with overvotes in the 
partisan and proposal sections 

7 (Ballot 3) No straight party vote and votes correctly in the proposal section with overvotes in the partisan 
and non-partisan sections 

8 In a different office for each instruction: 
(a) Two straight party votes cast 

(b) In two “vote for 1” offices, 1 vote for 1 candidate listed under the first party selected in (a) 
and a vote for 1 candidate listed under second party selected in (a) 
(c) In two “vote for 1” offices, 1 vote for 1 candidate of the first party selected 
(d) In a “vote for 1” office, 1 vote for 1 candidate of the second party selected  

*Additional ballots may be required to complete (c) and (d). 
9 In a different office for each instruction: 

(a) One straight party vote where 2 candidates of that party are in a “vote for 2” partisan race 
(b) In the first “vote for 2” office, where there are 2 candidates from the party used in (a), 2 

votes for candidates of a different party than used in (a) 
(c) In a second “vote for 2” office, where there are 2 candidates from the party used in (a), 2 

votes for candidates of two different parties than used in (a) 
*if a ballot contains a “vote for 3” office and there are 3 candidates from that party running, an 
additional test ballot must be included following this same instruction but subbing 3 for 2. 

10 In a different office for each instruction: 
(a) One straight party vote where 2 candidates of that party are in a “vote for 2” partisan race 
(b) In the first “vote for 2” office, where there are 2 candidates from the party used in (a), 1 

vote for a candidate of a different party than used in (a) 
(c) In a second “vote for 2” office, where there are 2 candidates from the party used in (a), 1 

vote for a candidate of the party used in (a) and 1 vote for a candidate of a different party 
(d) In a third “vote for 2” office, where there are 2 candidates from the same party used in 

(a), 1 vote for a candidate of the same party used in (a) 
*Additional ballots may be required to complete this test 

11 (a) One straight party vote where only 1 candidate of the same party is in a “vote for 2” 
partisan race 

(b) In a second “vote for 2” office, where there is only 1 candidate from the party used in (a), 
1 vote for a candidate of a different party than used in (a) 

*Additional ballots may be required to complete this test 
12 One straight party vote and individual votes for each candidate in that same party.  Repeat for 

each party.  
13 A ballot voted from a different precinct (if applicable). 

Dif. Totals Additional ballots voted to ensure at least 2 straight party votes have been cast for each party and 
a different total number of valid votes are cast for each party in the straight party section, each 
candidate within an office, and for and against each proposal. 

 
 
Once each ballot and the chart of pre-determined results have been reviewed, compare the chart of pre-
determined results with the tabulator tape.  Check Yes or No on the worksheet provided to indicate whether the 
results from the chart of pre-determined results matched the tabulator tape or not.  Lastly, indicate on the 
worksheet whether or not a zero tape for the test was provided.  

Voter Assist Terminal  
 

1. Review the Voter Assist Terminal Preparation Checklist and Test Certification Form and verify it was 
properly completed. 

2. Locate the VAT Test Deck to verify the VAT was tested before the Election. 
3. Locate the blank “test” ballot used to test the VAT on Election Day (if any). 
4. Count the number of voters that used the VAT by: 

a. Reviewing the precinct list for an alternate ballot number (if stubbed stock was used); or by 
b. Opening the VAT envelope used to invalidate precinct ballots (if regular ballot numbers were 

used); or by 
c. Counting the number of VAT ballots found in the ballot container 
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Application to Vote & Military and Overseas Voter Review 
 
Review the Applications to Vote.  Physically count the Applications to Vote and determine if there is the same 
number of Applications to Vote as voters in the Pollbook.  Next, spot check the Applications to Vote to ensure 
they were properly completed by voters and election inspectors.  Check Yes or No on the worksheet provided 
to indicate the answers to these questions. 
 
Record the number of Affidavits of Voter Not in Possession of Picture Identification completed. 
 
If absentee ballots were processed in the precinct, use the AV Applications to Vote to determine whether the 
precinct processed any Military or Overseas voters.  Then review the applications to ensure those ballots were 
sent within 24 hours of receipt of the application or if the application was received more than 45 days prior to 
the election the ballot was sent by the 45th day prior to the election (e.g., email or fax receipt, proof of mailing if 
available).  Answer the appropriate questions on the worksheet and note any discrepancies on the backside of 
the worksheet.  NOTE:  In a precinct with no or minimal military and overseas absentee ballots, the local Clerk 
should bring all military and overseas absent voter ballot applications for the jurisdiction.  Conduct a thorough 
review of those applications using the guidelines above. (MCL 168.759a and Military and Overseas Voter for 
Election Administrators Manual) 
 

Absent Voter Information Posting 
 
If auditing an election with a state or federal office, review the absent voter information posting required to be 
posted before and on election day.  Prior to 8 a.m. on election day the number of AV ballots distributed to 
absent voters, the number of absent voter ballots returned, and the number of absent voter ballots being 
delivered must be recorded and posted.  Before 9 p.m. the number of absent voter ballots issued to same day 
registrants on election day, returned on election day, number of absent voter ballots returned and delivered for 
processing on election day and the grand totals for each must be recorded and posted.  Finally, once all returns 
are complete, the total number of absent voter ballots returned by voters and the total number processed 
should be recorded and posted.  Indicate completion on the worksheet. (MCL 168.765(5) and Ch. 6 Election 
Officials’ Manual). 
 
 

Receiving Board Checklist  
Verify the completion of a Receiving Board checklist on 
election day.  Indicate completion of the worksheet.  (MCL 
168.679a and Receiving Board Guide) 
 

Paperwork Assessment 
 
Finally, review the remaining components of the Pollbook.  
The following images are examples of properly completed 
Pollbooks.  Please note, there are many styles of Pollbooks 
in use throughout the state and the layout may be different 
from what is displayed below. 
 

 
 
Pollbook 
Items 1-4 are generally found on the front and inside cover 
of the Pollbook. 
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1. Review the Clerk’s Preparation Certificate.  A completed Clerk’s Preparation Certificate includes serial and 
seal numbers for both the tabulator and the Voter Assist Terminal.  In addition, a signature and date prior to 
the election should be included. 
 

2. Ensure all checkboxes are completed in the Election Inspectors’ Preparation Certificate and that the 
inspectors signed.  Many Pollbooks combine the signatures with step 3. 

 

3. Ensure all inspectors (including the chairperson) subscribed to the Constitutional Oath of Office. 
 

4. Ensure the oath administrator signed in the appropriate location(s). 
 
5. Compare the signatures of the election inspectors with the Election Commission appointments to ensure all 

that signed the oath were appointed.  
 
6. If applicable, ensure the write-in portion of the Pollbook was completed.  Votes should be properly totaled 

after the tally marks. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
7. Ensure the tabulator tape/statement of votes (should be affixed to the Statement of 

Votes signature page in the back of Pollbook) was signed by all election inspectors. 
 
8. Ensure the number of ballots tabulated on the totals tape matches the number of 

voters listed in the Pollbook. 
 
 
 
 
 
 
 
 
 
 

  
 

9. Ensure the Ballot Summary (found in the Pollbook) is 
completed, balanced, and totals are accurate.  The 
Difference should always be zero. If there is a valid 
discrepancy, was it remarked?  If so, check the Remark 
box.  
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Items 10-13 are usually found on the last page or two in the Pollbook. 
 
 
 
 
 
 

10. Ensure all checkboxes are 
completed in the Election 
Inspectors’ Completion Certificate 
and that the inspectors signed.   
 

11. Ensure the ballot container seal 
number is properly recorded.  Most 
containers only require one seal. 

 
12. Ensure the program container seal 

number is properly recorded (if 
applicable). 

 
13. Ensure one inspector of each major 

political party signed the seal 
certification.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Program Container Certificate (if applicable)  
Finally, the Program Container Certificate should be reviewed.  
Ensure proper completion by: 
 

1. Verifying the seal number was properly recorded. 
 

2. Verifying one inspector of each major political party signed 
the seal certification. 

 
NOTE:  If the Certificate is not available, the Pollbook may be used. 
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Provisional Ballot Form Review 
 
Review the Provisional Ballot Forms with the Pollbook to ensure the number issued matches the number in the 
Ballot Summary.   
 

• For a voter issued an Affidavit ballot, review the Provisional Ballot Form and verify the election 
inspector marked Question 3 Yes.   

• For a voter issued an Envelope ballot, review the Provisional Ballot Form and verify the election 
inspector marked Question 3 No.   

 
Without researching the registration of each voter, review the uncounted Envelope ballot Provisional Ballot 
Forms. 
 

• Determine based on the information provided on the form if the Envelope ballot was appropriately 
processed by the election inspector and/or the local Clerk. 
 

Ensure a master card is available for each voter issued an Affidavit or Envelope ballot verifying the voter was 
registered to vote after the election.  Finally, if an envelope ballot was counted, verify it was sealed in an 
approved ballot container. 
 
Answer the appropriate questions on the worksheet after review of all Provisional Ballot Forms.  Explain any 
discrepancies on the backside of the worksheet (MCL 168.523a and Ch. 11 Election Officials’ Manual). 
 

Ballot Container Examination 
 
Locate the ballot container seal number recorded in the Pollbook and enter it on to the worksheet.  Then 
examine the ballot container.  Record the seal number found on the Ballot Container Certificate (below left) and 
then the seal number on the actual container on to the worksheet.  Indicate on the worksheet whether the Ballot 
Container Certificate was signed by one election inspector of each major political party.  Now verify the 
container was properly sealed.  A properly sealed container is one in which the seal has been affixed securely 
and the ballot container is unable to be opened.  The last check in this section is to ensure the Board of 
Canvassers approval certificate (below right) is affixed to the ballot container.  Record the answer to these 
questions on the worksheet by selecting the appropriate Yes or No boxes. (Ch. 12 Election Officials’ Manual). 
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Spoiled & Duplicated Ballots 
Open the ballot container and pull out the Spoiled and Original Ballot Envelopes.  Does the number of spoiled 
ballots in the Spoiled Ballot Envelope equal the number of spoiled ballots listed in the Pollbook?  Answer the 
appropriate question on the worksheet.  Next, open the Original Ballot Envelope.  If the envelope contains 
ballots, attempt to locate the matching duplicate with the voted ballots in the ballot container.  Verify the ballots 
were properly duplicated and indicate that verification on the worksheet.  Finally, indicate whether any of the 
duplicated ballots were electronic (MOVE) or FWAB ballots and if they were duplicated properly as well on the 
worksheet.  Do this in a manner which avoids identifying the voter. (Ch. 12 Election Officials’ Manual). 

Voted Ballot Hand Count Audit 
The final step in the post-election audit is a review of voted ballots with a hand tally of select contests.  As done 
in a recount, two people should count to ensure the number of ballots matches the number tabulated and/or the 
number of voters.  One person will count the ballots, placing them in a stack while the second person looks on 
to ensure two ballots aren’t stuck together and the count is accurate.  Count ballots one at a time and place 
them in stacks of 25 as you count.  Then ballots should be separated into piles based on the vote cast in the 
contest being audited.  This should be done in the same manner as the initial count and the vote cast should be 
determined based on Michigan Validity Standards.  Add up the totals for: 
 
Each Candidate (if applicable) 
Yes (if applicable) 
No (if applicable) 
Write-ins (if applicable) 
Overvotes 
Undervotes 
 
Record both the hand counted totals and the totals provided in the Board of Canvassers Report on the 
Worksheet (attach additional pages if necessary). Note any changes from the tabulator tape totals.  Repeat 
these steps for other contests if applicable.   
 
 

Final Review 
 

Ensure all aspects of the worksheet have been completed and that any discrepancies have been explained on 
the backside of the worksheet.  Once the verification is complete, replace the Pollbook and Statement of Votes 
into the appropriate envelopes and reseal as necessary.  Each auditor should sign the backside of the 
worksheet verifying the completion of the process. After the post-election audit is conducted, the worksheet 
should be reviewed with the local Clerk. 
 
The worksheet data must then be entered electronically in the eLearning Center using the Post-Election Audit 
Online Form within two days of audit completion.  Auditors should retain the worksheet for 2 years post-election 
in case clarification is needed.  Once the data has been submitted electronically, the Bureau of Elections will 
make assignments in the eLearning Center to those jurisdictions with deficiencies.  The assignments could be a 
manual, reference document, online course, and/or video tutorial reinforcing proper procedures. 
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Appendix 
 

Additional Test Deck Charts 
 
Instruction Pre-determined result – Proposal Only Election 

1  All positions on the ballot voted. 
2 All unused positions on the ballot voted. 
3 A blank ballot. 
4 One ballot voted correctly 
5 A ballot voted from a different precinct. 

Dif. Totals Additional ballots voted to ensure a different total number of valid votes are cast for and 
against each proposal. 

 
 



Post-Election Audit Printable Worksheet                                                             Updated as of 1.15.2020 
 

County ________________ Jurisdiction________________________ Precinct_____  Audit Date ___________ 
 

NOTE:  All discrepancies should be explained 
on the reverse side of this checklist. 
 
Pre-Election Requirements: 
Notices: 
Notice of Registration       YesNo 
Election                             YesNo 
Public Accuracy Test        YesNo 
 

Weekend Hours in QVF    YesNo 
 

Election Inspectors: 
Appointed by Election                                  
Commission                       YesNo 
At least 1 R & 1 D             YesNo 
Apps available                   YesNo 
Proof of Training                YesNo 
Proof sent to partiesYesNoN/A 
 
 

E-Pollbook:  N/A 
 

Encryption Pwd:      Yes No   
Unique User/Pwd:   YesNo 
PrivacyZone Active:YesNo BL 
Docs Saved:            YesNo 
Date hostservice.zip modified: _____  

Voting System & Test Deck: 
 

Test Deck Sealed:                 Yes  No 
Seal # Recorded:               Yes  No   
Test Deck & T&S Certification Seal # 
Match:                                Yes No   
 

Tab Seal # Match w/T&S 
Certification & Pollbook      Yes No             

Tab Serial # Match             Yes No          
w/T&S Certification & Pollbook 
EC Addendum          Yes No N/A 
Pre-printed TD– HM Yes No N/A 
 

Prelim Test Date:  ___________ 
Public Test Date:  ___________ 
 

Test Deck Properly Created:  
1   2    3    4   5   6  7 8    
9   10  11 12  13 Dif Totals 
 

Tab Tape & Predetermined Results 
Match:                                 Yes No   
Zero Tape Printed:              Yes No 

 

Voter Assist Terminal 
Test Certification Form:    Yes No   
Tested before Election:    Yes No   
Tested on Election:          Yes No   
Number of voters:            _________ 
 
 
Applications to Vote Review: 
# apps to vote matches     
# of voters:                        YesNo  
Apps to vote properly  
completed :                       YesNo 
Number of ID Affidavits:    ________ 
Military/Overseas apps:    YesNo  
Ballots sent on time:YesNoN/A 
 
 
AV ballot posting:Yes No N/A 
 
Receiving Bd checklist: YesNo   
 
 
 

 

Paperwork Assessment: 

 

Poll Book & Statement of Votes 
 

1. Clerk’s Preparation Certificate              Yes No 
completed and signed 
 

2. Election Inspectors Preparation            Yes No 
Certificate completed and signed by inspectors present 
when polls opened 

 

3. All inspectors (including chair)              Yes No 
subscribed to the Constitutional Oath of Office 
 

4. Oath administrator signed                    Yes No 
 

5. All election inspectors that                    Yes No 
signed the oath were appointed by the Election 
Commission 

 

6. All spoiled, affidavit, envelope,             Yes No 
challenged, and AV ballots noted 
 

7. Challenges recorded (if nec.)     Yes No N/A 
 

8. Write-in votes totaled (if nec.)    Yes No N/A 
 

9. Totals tape signed by inspectors         Yes No 
present when poll closed 
 

10. Number of ballots tabulated on            Yes No 
totals tape matches the number of voters listed in the 
pollbook.   

 

11. Ballot summary is completed,              Yes No 
balanced, and totals are accurate         Remark 

 

12. Certificate of Election Inspectors    Yes No 
completed and signed by inspectors present when 
polls closed 
 

13. Ballot container seal number is      Yes No 
properly recorded in pollbook 

 

14. Program container seal number     Yes No 
is properly recorded in pollbook 

 

15. Seal number verification signed     Yes No 
by one inspector of each major political party in 
pollbook 

 

Program Container Certificate 
 

1. Seal number properly recorded     Yes No N/A 
 

2. Signed by one election inspector   Yes No N/A 
of each major political party 
 

Provisional Ballot Forms 
 

1. Affidavit ballot Question 3     Yes No N/A 
PB form marked Yes 
 

2. Envelope ballot Question 3   Yes NoN/A 
PB form marked No 
 

3. Envelope ballots were           Yes NoN/A 
processed appropriately 
 

4. Affidavit & Envelope Voters   Yes NoN/A  
were registered to vote 
 

5. Counted envelope ballots      Yes NoN/A   
sealed in an approved container  



 

Ballot Container & Voted Ballot Hand Count Audit: 

Ballot Container: 
 

Ballot Container Seal #: 
In Pollbook:    ______________ 
On Certificate: ______________ 
Actual Seal:   _______________ 
 

Certificate signed by one inspector of 
each major political party:Yes No   
Properly Sealed:                Yes  No   

Container Approved:        Yes No 
 
 

Number of spoiled ballots matches 
Pollbook:                Yes No N/A 
Duplicated ballots properly 
duplicated:             Yes No N/A 
Electronic ballots properly 
duplicated:             Yes No N/A  
 
Number of ballots matches number 
of ballots tabulated:     Yes No 

Contest Candidates or Y/N Hand Count Canvass Total 

   

   

   

   

   

   

   
Write-in vote   
Over votes   
Under votes   

Notes – all discrepancies should be noted below 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

____________________________________________________________________________ 
 

     After completion of the above, replace the Poll Book and Statement of Votes into the   appropriate 
envelopes and initial and seal with a red paper seal.  Then sign below. 

 

We, the undersigned members of the Audit Board, hereby certify the completion of the items checked above. 
 

 
_____________________________________        ____________________________________ 
County/State Audit Inspector                                              County/State Audit Inspector 
 

NOTE: Worksheet data must then be entered electronically in the eLearning Center using the Post-Election Audit 
Online Form within two days of audit completion.   
 



Post-Election Audit AVCB Printable Worksheet                                                    Updated as of 5.9.2019 
 

County ________________ Jurisdiction________________________ AVCB_____  Audit Date ___________ 
 

NOTE:  All discrepancies should be explained 
on the reverse side of this checklist. 
 
Pre-Election Requirements: 
Election Inspectors: 
Appointed by Election                                  
Commission                       YesNo 
At least 1 R & 1 D             YesNo 
Apps available                   YesNo 
Proof of Training                YesNo 
Proof sent to partiesYesNoN/A 
 
  

Voting System & Test Deck: 
 

Test Deck Sealed:                 Yes  No 
Seal # Recorded:               Yes  No   
Test Deck & T&S Certification Seal # 
Match:                                Yes No   
 

Tab Seal # Match w/T&S Certification 
& Pollbook                Yes No N/A              

Tab Serial # Match   Yes No N/A 
w/T&S Certification & Pollbook 
EC Addendum          Yes No N/A 
Pre-printed TD– HM Yes No N/A 
 

Prelim Test Date:  ___________ 
Public Test Date:  ___________ 
 

Test Deck Properly Created:  
1   2    3    4   5   6  7 8    
9   10  11 12  13 Dif Totals 
 

Tab Tape & Predetermined Results 
Match:                                 Yes No   
Zero Tape Printed:              Yes No 

 

Applications to Vote Review: 
# apps to vote matches     
# of voters:                        YesNo  
Apps to vote properly  
completed :                       YesNo 
Number of ID Affidavits:    ________ 
Military/Overseas apps:    YesNo  
Ballots sent on time:YesNoN/A 
 
 
Receiving Bd checklist: YesNo   
 
 
 
 

 

Paperwork Assessment: 

 

Poll Book & Statement of Votes 
 

1. Clerk’s Preparation Certificate              Yes No 
completed and signed 
 

2. Election Inspectors Preparation            Yes No 
Certificate completed and signed by inspectors present 
when polls opened 

 

3. All inspectors (including chair)              Yes No 
subscribed to the Constitutional Oath of Office 
 

4. Oath administrator signed                    Yes No 
 

5. All election inspectors that                    Yes No 
signed the oath were appointed by the Election 
Commission 

 

6. All spoiled, affidavit, envelope,             Yes No 
challenged, and AV ballots noted 
 

7. Challenges recorded (if nec.)     Yes No N/A 
 

8. Write-in votes totaled (if nec.)    Yes No N/A 
 

9. Totals tape signed by inspectors         Yes No 
present when poll closed 
 

10. Number of ballots tabulated on            Yes No 
totals tape matches the number of voters listed in the 
pollbook.   

 

11. Ballot summary is completed,              Yes No 
balanced, and totals are accurate         Remark 

 

12. Certificate of Election Inspectors    Yes No 
completed and signed by inspectors present when 
polls closed 
 

13. Ballot container seal number is      Yes No 
properly recorded in pollbook 

 

14. Program container seal number     Yes No 
is properly recorded in pollbook 

 

15. Seal number verification signed     Yes No 
by one inspector of each major political party in 
pollbook 

 

Program Container Certificate 
 

1. Seal number properly recorded    Yes No N/A 
 

2. Signed by one election inspector  Yes No N/A 
of each major political party 
 

  



 

Ballot Container & Voted Ballot Hand Count Audit: 

Ballot Container: 
 

Ballot Container Seal #: 
In Pollbook:    ______________ 
On Certificate: ______________ 
Actual Seal:   _______________ 
 

Certificate signed by one inspector of 
each major political party:Yes No   
Properly Sealed:                Yes  No   

Container Approved:        Yes No 
 
 

Duplicated ballots properly 
duplicated:             Yes No N/A 
Electronic ballots properly 
duplicated:             Yes No N/A  
 
Number of ballots matches number 
of ballots tabulated:     Yes No 

Contest Candidates or Y/N Hand Count Canvass Total 

   

   

   

   

   

   

   
Write-in vote   
Over votes   
Under votes   

Notes – all discrepancies should be noted below 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

____________________________________________________________________________ 
 

     After completion of the above, replace the Poll Book and Statement of Votes into the appropriate 
envelopes and initial and seal with a red paper seal.  Then sign below. 

 

We, the undersigned members of the Audit Board, hereby certify the completion of the items checked above. 
 

 
_____________________________________        ____________________________________ 
County/State Audit Inspector                                              County/State Audit Inspector 
 

NOTE: Worksheet data must then be entered electronically in the eLearning Center using the Post-Election Audit 
Online Form within two days of audit completion.   
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PREPARATION OF VOTING EQUIPMENT 

PRE-ELECTION LOGIC AND ACCURACY TESTING OF TABULATORS AND VOTER ASSIST TERMINALS:
The conduct of Pre-election Logic and Accuracy Testing of all tabulators and voter assist terminals 
(VAT) prior to each election is the responsibility of the local election commission.   

A preliminary accuracy test is required for all tabulators and VAT prior to each election.  In addition a 
public test of one or more selected tabulators must be performed as discussed below.  A public test of 
the voter assist terminal is not required. 

The preliminary accuracy test should be conducted for both the tabulator and the VAT as soon as the 
program(s) and ballots are received by the clerk.  The public accuracy test for the tabulator must be 
conducted no later than five days before the election.  In addition, a notice of the test must be 
published in a newspaper or journal of general circulation at least 48 hours prior to the conduct of the 
test.   

All election materials used to conduct the pre-election logic and accuracy testing (including the test 
deck, chart of predetermined results, zero tape and accuracy test results) must be secured in an 
approved ballot container for the duration of the retention period.   

• The number on the seal used to secure the pre-election test materials must be recorded on the
Tabulator Test Certification form, Voter Assist Terminal Preparation Checklist and Test Certification
form, and the Ballot Container Certificate.

• The serial numbers on the seals used to seal the programs into the tabulator and terminal following
successful testing must be recorded in the Poll Book (Clerk’s Preparation Certificate).

It is acceptable to use the same ballot container for the preliminary and public tests (but not Election 
Day), provided that the following steps are taken to ensure proper security: 

A. The test materials from the preliminary accuracy test are sealed into an approved container
directly following the test and the seal number is documented on the proper test certification
forms and ballot container certificate.

B. Prior to the conduct of the public accuracy test, the original ballot container seal is broken,
verified and deposited into the container.  The tabulator test deck is removed and used to
conduct the public accuracy test.

C. The test materials from the public accuracy test are deposited into the ballot container directly
following the test and a new seal is affixed.
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D. The new seal number is documented on the test certification form and on the ballot container 
certificate. 

Detailed instruction on pre-election logic and accuracy testing of tabulators and voter assist terminals 
can be requested for groups and associations depending on the availability of BOE representatives. 

TABULATOR PROGRAMMING:   
To ensure an accurate vote count, all tabulators must be programmed to reject blank ballots, ballots 
containing overvotes and partisan primary ballots which are invalid due to crossover voting.  If this 
programming feature is not employed as required, inaccurate vote results can occur due to ballots that 
contain false blank reads; ballots containing votes which cannot be scanned by the tabulator due to the 
voter’s use of an improper marking implement; false overvotes; and false crossover votes (if a partisan 
primary).   

Proper programming affords the election inspector assigned to the tabulator the opportunity to offer 
the voter a replacement ballot.  When the tabulator rejects these ballots, without looking at the ballot, 
the election inspector discretely explains the reason for the rejection to the voter and steps away from 
the tabulator while the voter visually inspects his or her ballot.  If it is determined that the error is a 
false read, a replacement ballot is issued.   

If the tabulator is not programmed to identify and reject overvoted ballots, no vote will count in the 
race due to the false overvote which will, in turn, result in an inaccurate vote total. 

An explanation of how false blank ballots, false overvotes and false crossover votes can result in 
inaccurate vote totals is provided below:  

False overvote created by ballot correction:  Ballot instructs voter to “Vote for not more than 1.”  
Voter: 1) records a vote by filling in the oval or box 2) changes his or her mind and crosses out or 
attempts to erase the mark and 3) votes for a different candidate by filling in a second oval or box.   

False overvote created by invalid write-in:  Ballot instructs voter to “Vote for not more than 1.”  Voter: 
1) records a vote by filling in the oval or box 2) enters the name of an individual who is not a declared 
write-in candidate in the write-in position assigned to the office and 3) records a vote for the write-in 
candidate by filling in the oval or box assigned to the write-in position.  (A write-in vote is invalid if it is 
cast for an individual who is not a declared write-in candidate for the office and political party (if a 
partisan primary) involved.)    

Blank ballot which contains valid votes:  Ballot instructions direct the voter to:  “…use only a black or 
blue ink pen.  DO NOT USE ANY OTHER INK COLOR!”  The voter does not read the instructions and uses 
an unacceptable marking tool to mark his or her ballot or makes a mark that is not large enough or 
dark enough to be read. 

 

 
 

 

 



Test Procedure Manual for Voting Systems 
Michigan Bureau of Elections 

January 2019 

Page 5 of 39 

False crossover vote created by ballot correction:  The partisan primary ballot instruction advises 
voters: “IF YOU VOTE IN MORE THAN ONE PARTY SECTION, YOUR PARTISAN BALLOT WILL BE 
REJECTED.”  Voter: 1) records a vote in one of the party columns appearing on the ballot 2) changes his 
or her mind and crosses out or attempts to erase the mark and 3) records a vote in one or more offices 
in another party column.   

False crossover vote created by invalid write-in:  The partisan primary ballot instructions advise 
voters:  “IF YOU VOTE IN MORE THAN ONE PARTY SECTION, YOUR PARTISAN BALLOT WILL BE 
REJECTED.”  Voter: 1) enters an “invalid” write-in in one of the party columns on the ballot 2) records 
the vote by filling in the oval or box assigned to the write-in position and 3) records votes in one or 
more offices in another party column.  (A write-in vote is invalid if it is cast for an individual who is not 
a declared write-in candidate for the office or political party (if a partisan primary) involved.)   

TESTING OF ELECTRONIC VOTING SYSTEMS 

Prior to each election all electronic tabulating equipment must be tested to verify that 1) the 
equipment is performing properly, 2) the ballots have been properly prepared for each precinct, and 3) 
that the programs will accurately count votes.  It is the responsibility of the election commission to 
conduct a preliminary and public accuracy test where a "test deck" of voted ballots is tabulated by the 
electronic equipment and the results are verified against predetermined results.     

This manual contains step-by-step procedures for creating test decks and charts of predetermined 
results for partisan primary, general and non-partisan elections.  The procedures reflect the 
requirements established by Michigan Election Law (MCL 168.1 - 168.992) and the Electronic Voting 
Systems Promulgated Rules (R 168.771 - 168.793). Electronic voting system users are prohibited from 
using testing procedures which do not meet the requirements of the statute and promulgated rules.   

Certain test considerations, such as split tickets (crossover votes), are only applicable to partisan 
primary elections and are not considered when preparing test decks and charts for general elections or 
non-partisan elections.  Likewise, straight party voting applies only to partisan general elections and is 
not a consideration when preparing tests decks and charts for partisan primary elections and non-
partisan elections.    

While the laws and rules contained in this manual apply to all electronic voting systems, they were 
originally written for punch card.  Therefore, all references to "punch" and "card" should be read as 
"mark" and "ballot" when being applied to voting systems and the voter assist terminal. 
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MCL 168.798(1) states in part: 
Before beginning the count of ballots, the board of election commissioners shall test the 
electronic tabulating equipment to determine if the electronic tabulating equipment will 
accurately count the votes cast for all offices and on all questions….  The test shall be 
conducted in the manner prescribed by rules promulgated by the secretary of state 
pursuant to the administrative procedures act of 1969....  In the test, a different number 
of valid votes shall be assigned to each candidate for an office, and for and against each 
question. 

 
R 168.776 provides: 

(1) The election commission providing the program or its authorized assistant shall prepare a test 
deck with predetermined results. 

(2) The test deck shall consist of ballot cards of the same type to be used in the election with 
the word "TEST" stamped, printed, or written on each card. 

 

PREPARING A CHART OF PREDETERMINED RESULTS 
It is recommended that the chart of predetermined results be prepared as early as possible prior to the 
election.  The following information will be needed to complete this task: 1) a complete listing of all 
offices that will appear on the ballot 2) the total number of candidates whose names will appear under 
each office 3) the total number of votes allowed under each office and 4) the total number of 
proposals that will appear on the ballot.  Preparing the chart of predetermined results as early as 
possible will help to ensure that the required tests and any needed repairs to voting equipment or 
corrections to ballots or programs may be carried out in a timely manner.   

 

PREPARING A TEST DECK 
Once the official ballots are received, a test deck is prepared that mirrors the chart of predetermined 
results.  Once the program is received, the program edit listing (tabulator zero report tape) must be 
checked against the ballot to verify that all office titles, candidate names, maximum number of votes 
allowed, number of write-in positions and proposals agree.  After this check is successfully completed 
the preliminary test may be conducted.   
 
While a single chart of predetermined results may be used for multiple precincts, a separate test deck 
must be prepared for each precinct to ensure that the program prepared for each tabulator and the 
unique code or precinct identifier contained in each ballot style will be recognized and accepted by the 
tabulator and that all votes will be properly awarded.  Split precincts (precincts in which two or more 
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ballot styles will be issued) require a similar procedure.  A separate test deck must be created for each 
ballot style.   
 
Since test decks should always be made using the same ballots printed for use at the polls on Election 
Day, you will want to increase the number of ballots ordered for each precinct to be used for this 
purpose.  It is also recommended that all ballots included in the test deck be marked using a black or 
blue ink pen and that a certain number of test ballots be folded to simulate the tabulation of absent 
voter ballots. 
 
NOTE:  If a test deck includes ballots marked by a printer and those ballots did not come from the stock 
that will be used on Election Day, at least three should be replaced and hand marked with Election Day 
ballots.  This ensures testing of both the program and Election Day ballots. 
 
Rejection of Blank or Overvoted Ballots - Tabulators must be programmed to inform the voter if their 
voted ballot contains one or more races or issues that are overvoted or their ballot is blank.  In such 
cases, the voter must be offered an opportunity to revote the ballot.  The test deck will include ballots 
designed to test for these requirements.  It should be noted, however, that in an office where no 
candidates are running, it will not be possible to overvote the office because the write-in positions will 
always be equal to the maximum number of votes allowed.  This exception is noted throughout the 
instructions.  
 
Write-in Votes - The test deck will include ballots which contain marks in the write-in positions.  While 
the tabulator will identify that a write-in vote was cast under a given office on the ballot, it will not be 
possible to verify the specific write-in position(s) used. The actual tallying of write-in votes for declared 
write-in candidates is carried out by the board of election inspectors following the close of the polls.  If 
the ballots are processed in an absent voter counting center, write-in votes may be tallied throughout 
Election Day as time permits.  

DEFINITIONS 
Overvote--vote for more than the number of candidates to be elected or nominated to an office or 
vote both yes and no on a proposal.  No votes will be counted. 
 
Undervote--vote for less than the number of candidates to be elected or nominated to an office or do 
not cast any vote on a proposal.  Votes cast for candidates will be counted. 
 
Split Ticket (primary election ballot only)--vote for candidates of more than one political party.  No 
partisan section votes will be counted. 
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Straight Party Ticket (general election ballot only)--vote for all candidates of a single party by virtue of 
the straight party vote option.  Each candidate under the party selected will receive a vote. 
 
Split Ticket (general election ballot only)--straight party vote combined with direct votes for candidates 
of other political parties.  Each candidate under the party selected will receive a vote except where 
superseded by a direct vote for a candidate. 
 
Mixed Ticket (general election ballot only)-- no straight party vote is cast.  Voter casts direct votes for 
candidates of multiple political parties. 
 
Non-partisan candidate--candidate seeking a non-partisan office.  Party affiliation is not considered, 
i.e., judicial candidates. 
 
Partisan candidate--candidate seeking a partisan office under a recognized political party or a 
candidate seeking a partisan office with no party affiliation (NPA.), i.e., State Representative, DEM. or 
State Representative, NPA.  
 
Party affiliation--political party represented by a candidate seeking a partisan office under a party, i.e., 
County Clerk, REP. 

RULES RELATING TO ELECTRONIC VOTING SYSTEMS   
R168.773 PREPARATION OF PROGRAM 
RULE 3 
 
(10) The vote tabulation portion of the program shall be written: 
 
(a) To reflect the rotation sequence of the candidates' names and ballot position numbers as they 
appear on the ballot labels in the various precincts. 
 
(b)  To count valid votes cast by a voter for candidates for an office. 
 
(c)  To count valid votes cast by a voter for or against any question. 
 
(d) So as not to count votes cast by a voter for an office or question if the number of votes cast by 
a voter exceeds the number which the voter is entitled to vote for on that office or question. 
 
(e) To ignore punches in a ballot card in positions where a candidate's name or questions do not 
appear on the official ballot.  These punches shall not have effect on the ballot.   
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(f) So that the partisan, nonpartisan, and proposal sections of the ballot are considered separate 
sections of the ballot.  The action of a voter in 1 section of the ballot shall not affect the voter's action 
on another section of the ballot. 
 
RULE 3 (11) NO LONGER RELEVANT – Party Qualification Section no longer appears on the primary 
ballot  
 
(12) For a partisan general election, the vote tabulation section of the program shall be written as 
follows: 
 
(a) A vote shall be counted for each candidate of the political party indicated by the voter's straight 
ticket vote, if any other vote does not appear on the partisan portion of the ballot. 
 
(b) A vote shall not be counted if the voter has voted more than 1 straight ticket vote and another 
vote does not appear on the partisan section of the ballot. 
 
(c) When only 1 candidate is to be elected to an office and the voter has voted a straight party 
ticket and voted for individual candidates, a vote shall be counted for each of the individual candidates 
voted for, and for each candidate of the party for which the straight party vote was voted and 
individual votes for candidates of other parties were not voted. 
 
(d) When 1 or more candidates are to be elected to an office and the voter has voted 2 or more 
straight party tickets and the [sic] individual votes for partisan candidates, a vote shall be counted for 
each individual candidate voted for when the number of votes for that office does not exceed the 
number for which the voter is entitled to vote. 
 
(e) When 2 partisan candidates are to be elected to the same office and the voter has voted a 
straight party ticket for 1 political party and has voted individually for 2 candidates of a different 
political party for that office, a vote shall be counted for each of the candidates for whom the 
individual votes were voted, but votes shall not be counted for the candidates of the party indicated by 
the voter's straight party selection for that office. 
 
(f) When 2 partisan candidates are to be elected to the same office and the voter has voted a 
straight party ticket for 1 political party and that party has 2 candidates for that office, and the voter 
has voted an individual vote for 1 candidate for that office in a different political party, a vote shall be 
counted only for the candidate for whom the individual vote was made.  Under these conditions, a 
vote shall not be counted for a candidate for that office by virtue of the voter's straight party selection. 
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(g) When 2 partisan candidates are to be elected to the same office and the voter has voted a 
straight party ticket for 1 political party and that party has only 1 candidate for that office, a vote shall 
be counted for the party candidate for that office and if the voter has voted for a candidate of a 
different political party for that office, that vote shall be counted. 
 
(h) When a voter has voted a straight party ticket for a political party and has voted individual 
votes for members of that party only, a vote shall be counted for each candidate of that party.  These 
conditions do not constitute an overvote. 
 
R168.776 PREPARATION OF OFFICIAL TEST DECK 
RULE 6 
 
(1) The election commission providing the program or its authorized assistant shall prepare a test 
deck with predetermined results. 
 
(2) The test deck shall consist of ballot cards of the same type to be used in the election with the 
word "TEST" stamped, printed, or written on each card. 
 
(3) A document, record, chart, or listing shall be prepared indicating the punches recorded in the 
test ballot card.  This documentation shall indicate each valid or invalid vote. 
 
(4) In addition to other requirements of the act, a ballot card for use in the test deck for a partisan 
general election shall be prepared: 
 
(a) So that each political party receives not less than 2 straight ticket votes and so that any 2 
parties do not receive the same number of straight ticket votes. 
 
(b) So that 2 or more parties receive straight ticket votes on 1 ballot. 
 
(c) So that at least 1 of the ballots with a straight ticket vote for a party shall be individual punches 
for candidates of the same party, candidates of a different party, candidates for the same office of 
different parties, and nonpartisan candidates and proposals. 
        
(d) In which punches appear in positions other than those used for candidates, proposals, or to 
indicate straight party voting. 
 
(e) In which a punch does not appear. 
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(f) In which a punch appears in each position where a candidate or proposal appears on the ballot.   
 
(5) In addition to other requirements of the act, a ballot card for use in the test deck for a partisan 
primary shall be prepared: 
 
(a) So that punches appear on the same ballot card for candidates of different political parties, 
along with candidates for nonpartisan offices and votes for proposals. 
 
RULE 6(5)(b-c) NO LONGER RELEVANT – Party Qualification Section no longer appears on the primary 
ballot 
 
RULE 6 (6-7) NO LONGER RELEVANT – applies to obsolete mainframe computer hardware used for 
punch card tabulation only. 
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TEST PROCEDURES FOR PARTISAN PRIMARY ELECTION 
 
Working  with  the  ballot  to  be  tested,  prepare  a  chart  that  reflects  each  political  party,  
office, candidate, write‐in  position (the  number  of  write‐in  positions  will  be  equal  to  the  
number  of candidates to be nominated or elected), and a position for the "yes" and "no" for each 
proposal.  Enter the total number of votes allowed for each office and proposal under each office or 
proposal heading. Following the instructions below, use a "1" to show votes that count and a "0" to 
show votes that do not count due to an overvote within an office or proposal.  Where instructed to 
"vote correctly" vote for the maximum number of candidates allowed and vote "yes" or "no" on all 
proposals.  (See sample ballot on page 15 and sample chart on page 17.) 
 
 
To create a test deck, vote ballots as follows. 
 
 
1.         FOR EACH PARTY, vote all positions that are used on the ballot for partisan offices, non-partisan 
offices, write-ins, and proposals.  EXCEPTION:  If no candidates are running for an office, skip the office; 
overvoting will not be possible. 

 
R168.773 ‐ Rule 3(10) (d). Will not count any votes. 

See sample chart on page 17 - Test Ballots #1 and #2  

2. Using 1 ballot, vote all positions that are not used on the ballot for candidates, write‐ins, 
and proposals.  To complete this step, mark the unused vote positions.  (NOTE: Do not make marks 
in between the used vote positions.) 
 
 
R168.733 ‐ Rule 3(10)(e). Will not count any votes.  

See sample chart on page 17 – Test Ballot #3 

3.         Insert 1 blank ballot into the test deck. 
 
 
No applicable Law or Rule. Will not count any votes and ensures a blank ballot will be properly 
rejected. See sample chart on page 17 ‐ Test Ballot #4 
 
4. FOR EACH PARTY, vote the following:   
 
(a) Vote 1 ballot correctly in the partisan section and overvote the non-partisan and proposal 
sections of the ballot 
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(b) Vote 1 ballot correctly in the non-partisan section and overvote the partisan and proposal
sections of the ballot
(c) Vote 1 ballot correctly in the proposal section and overvote the partisan and non-partisan
sections of the ballot

EXCEPTION: If no candidates are running for an office, skip the office; overvoting will not be possible.  

R168.773 - Rule 3(10)(b)(c) and (f).  Will only count votes cast in the partisan section in (a).  Will only 
count votes cast in the non-partisan section in (b).  Will only count votes cast in the proposal section in 
(c). 

See sample chart on page 17 - Test Ballot #5, #6, #7, #8, #9, and #10 

5. Using 1 ballot, vote the following: DO NOT OVERVOTE; VOTE A SPLIT TICKET.

(a) Vote for candidates under each different party section in the partisan section of the
ballot. Vote the non‐partisan and proposal sections of the ballot.

R168.773 ‐ Rule 3(11)(a) and R168.776 ‐ Rule 6(5)(a).  Will count votes in the non‐partisan and 
proposal sections of the ballot.  Will not count votes in the partisan section. 

See sample chart on page 17 ‐ Test Ballot #11 

6. Vote correctly one or more ballots from a different precinct.   These ballots will be
rejected because the precinct code is improper for the program and tabulator being tested.   No
votes will count.  You should not be able to override the tabulator’s rejection of this ballot.

See sample chart on page 17 ‐ Test Ballot #12 

WHEN INSTRUCTIONS 1 THROUGH 6 ARE COMPLETED, PERFORM THE FOLLOWING: 

(1) Subtotal  all  columns  on  the  chart  to  determine the  total  number  of  votes  cast  for
each candidate and proposal that should be counted when the test deck is tabulated.

Vote additional ballots as necessary so that a different total number of valid votes are cast for each 
candidate within an office, and for and against each proposal.  NOTE: It is not required that each 
write‐ in position show a different total number of votes. 
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R168.773 ‐ Rule 3(10)(a) and MCL168.798.  None of the candidates, write‐in positions, or proposals 
shall have an accumulated vote total of zero. 

See sample chart on page 17 ‐ Test Ballots #13 - #31 

(3) Tabulate  all  ballots  included  in  the  test  deck  overriding  all  rejected  ballots  so  they
are accepted by the tabulator.  (You should not be able to override the wrong precinct ballot.)  Print
out the vote totals as tabulated. Only properly cast votes will be counted.

(4) Compare  the  predetermined  totals  with  the  tabulator  totals  for  each  candidate,  write‐in
position, and proposal.

(5) If the totals BALANCE, the test is complete.

If the totals DO NOT BALANCE, the errors must be found and corrected.  Errors may be in the chart of 
predetermined results, how the test deck was marked, the programming, or due to a flaw in the 
ballots.  Once the error or problem is identified and corrected the test must be re‐run.  Once the 
totals balance the test is complete. 
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    Note:  Sample ballot is an example only and does not abide fully by Ballot Production Standards 
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Blank Sample Chart for Practice 
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TEST PROCEDURES FOR GENERAL ELECTION 

Working with the ballot to be tested, prepare a chart that reflects each political party, office, 
candidate, write-in position (the number of write-in positions will be equal to the number of 
candidates to be nominated or elected), and a position for the "yes" and "no" for each proposal.  Enter 
the total number of votes allowed for each office and proposal under each office or proposal heading.   

Following the instructions below, use a "1" to show votes that count, and a "0" to show votes that do 
not count due to an overvote within an office or proposal.  Use a “(1)” to show votes that are awarded 
to candidates of a political party by virtue of a straight party vote.  Where instructed to "vote correctly" 
vote for the maximum number of candidates allowed and vote "yes" or "no" on all proposals.  (See 
sample ballot on page 23 and sample chart on page 25.) 
 
To create a test deck, vote ballots as follows:  
 
1. Using 1 ballot, vote all positions that are used on the ballot for candidates, write-ins, proposals, 
and straight parties.  EXCEPTION:  If no candidates are running for an office, skip the office; overvoting 
will not be possible.   
 
R168.773 - Rule 3(10)(d) and R168.776 - Rule 6(4)(f).  Will not count any votes.      
 
See sample chart on page 25 - Test Ballot #1 
 
2. Using 1 ballot, vote all positions that are not used on the ballot for candidates, write-ins, 
proposals, and straight parties.  To complete this step, mark the unused vote positions.  (NOTE: Do not 
make marks in between the used vote positions.) 
 
R168.773 - Rule 3(10)(e) and R168.776 - Rule 6(4)(d).  Will not count any votes. 
 
See sample chart  on page 25 – Test Ballot #2  
 
3. Insert 1 blank ballot into the test deck.  
 
R168.776 - Rule 6(4)(e).  Will not count any votes. 
 
See sample chart on page 25 - Test Ballot #3 
 
4. Using 1 ballot, vote a straight party ticket.  Do not cast any other partisan votes on this ballot.   
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R168.773 - Rule 3(12)(a).  Will count votes for all candidates within political party selected by virtue of 
the straight party ticket vote. 
   
See sample chart on page 25 - Test Ballot #4   
   
5. Using 1 ballot, vote 2 or more straight party tickets.  Do not cast any other partisan votes on 
this ballot.   
 
R168.776 - Rule 6(4)(b) and R168.773 - Rule 3(12)(b).  Will not count any votes. 
 
See sample chart on page 25 - Test Ballot #5   
 
6. Using 1 ballot, and a different office for each instruction, vote the following: 
   
(a) Vote a straight party ticket 
(b) In a "vote for 1" partisan office, vote for 1 candidate of the same party used in (a) 
 (c) In a "vote for 1" partisan office, vote for 1 candidate of a different party than used in (a) 
(d) In a "vote for 2" partisan office, vote for 2 candidates, from two different parties than used in 
(a)    
(e) Do not vote in a partisan office where a candidate appears under the party selected in (a)     
(f) Vote for 1 write-in candidate in either a partisan or non-partisan office (if applicable) 
(g) Vote non-partisan offices and proposals 
      
R168.776 - Rule 6(4)(c) and R168.773 - Rule 3(12)(c).  Will count votes in all of above including (b).  Will 
count a vote in (e) by virtue of the straight party ticket vote. 
 
See sample chart on page 25 - Test Ballot #6     
 
7. Vote the following:  DO NOT VOTE THE STRAIGHT PARTY SECTION 
 
(a) Vote 1 ballot correctly in the partisan section and overvote the non-partisan and proposal 
sections of the ballot  
(b) Vote 1 ballot correctly in the non-partisan section and overvote the partisan and proposal 
sections 
(c) Vote 1 ballot correctly in the proposal section and overvote the partisan and non-partisan 
sections 
 
EXCEPTION: If no candidates are running for an office, skip the office; overvoting will not be possible.   
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R168.773 - Rule 3(10)(b)(c) and (f).  Will only count votes cast in the partisan section in (a).  Will only 
count votes cast in the non-partisan section in (b).  Will only count votes cast in the proposal section in 
(c).   
       
See sample chart on page 25 - Test Ballot #7, #8 and #9    
       
8. Using 1 ballot, vote two or more straight party tickets.  Using a different office for each 
instruction, vote the following: 
    
(a) In a "vote for 1" office, cast a vote for the candidates listed under the first and second party 
selected above  
(b) Repeat step (a) 
(c) In two "vote for 1" offices, cast a vote for the candidates listed under the first party selected  
(d) In a "vote for 1" office, cast a vote for the candidate listed under the second party selected 
above 
 
R168.773 - Rule 3(12)d.  Will count a vote for the candidates selected under (c) and (d).  NOTE: 
Additional ballots may be required to complete instructions (c) and (d). 
 
See sample chart on page 25 - Test Ballots #10   
 
9. Using 1 ballot and a different office for each instruction, vote the following: 
 
(a) Vote a straight party ticket for a party where in a "vote for 2" partisan office there are 2 
candidates from that party running  
(b) In the first "vote for 2" office, where there are 2 candidates from the party used in (a) running, 
cast two votes for candidates of a different party than used in (a)   
(c) In a second "vote for 2" office, where there are 2 candidates from the party used in (a) running, 
cast two votes for candidates of two different parties than used in (a)  
 
R168.773 - Rule 3(12)(e).  Will count a vote for all candidates within the political party selected in (a) by 
virtue of the straight party vote except for the offices used in (b) and (c).  In those offices will count a 
vote for the individual candidates under the other parties selected.  NOTE: Additional ballots may be 
needed to complete this test. 
 
See sample chart on page 25 - Test Ballots #11 
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NOTE:  If the ballot contains a “vote for 3” office and there are 3 candidates from that party running, 
an additional test ballot must be included following this same instruction.  To do so, change all 
references to “two candidates” to “three candidates.”   
 
10. Using 1 ballot and a different office for each instruction, vote the following: 
 
(a) Vote a straight party ticket for a party where in a "vote for 2" partisan office there are 2 
candidates from that party running 
(b) In the first "vote for 2" office, where there are 2 candidates from the party used in (a) running, 
vote for a candidate of a different party than used in (a) 
(c) In a second "vote for 2" office, where there are 2 candidates from the party used in (a) running, 
vote for a candidate of the party used in (a) and vote for a candidate of a different party 
(d) In a third "vote for 2" office, where there are 2 candidates from the same party used in (a) 
running, vote for a candidate of the same party used in (a) 
 
R168.773 - Rule 3(12)(f).  Will count a vote for all candidates within the political party selected in (a) by 
virtue of the straight party vote except for the offices used in (b) and (c).  In those offices will only 
count a vote for the individual candidates selected.  In (d), will count the individual vote and award the 
second vote by virtue of the straight party vote.  NOTE: Additional ballots may be required to complete 
this test.  
 
See sample chart on page 25 - Test Ballots #12 
 
11. Using 1 ballot, vote the following: 
 
(a) Vote a straight party ticket where in a "vote for 2" partisan office there is only 1 candidate from 
that same party running  
(b) In that partisan "vote for 2" office, where there is only 1 candidate from the party used in (a) 
running, vote for a candidate of a different party than used in (a)  
 
R168.773 - Rule 3(12)(g).  Will count votes for all candidates within the political party selected in (a) by 
virtue of the straight party vote except for the office used in (b).  In that office will count a vote for the 
straight party candidate and the individual candidate under the other party selected.  NOTE: An 
additional ballot may be required to complete instruction (b). 
 
See sample chart on page 25 - Test Ballots #13  
 



Test Procedure Manual for Voting Systems 
Michigan Bureau of Elections 

January 2019 

Page 22 of 39 

 

12. FOR EACH PARTY, vote a straight party ticket and vote individually for candidates of the same 
party. 
 
R168.773 - Rule 3(12)(h).  Will count votes for all candidates within the political party selected by virtue 
of the individual votes cast.  A vote shall not be counted for a candidate by virtue of the straight party 
vote.  This condition does not constitute an overvote.  
 
See sample chart on page 25 - Test Ballot #14, #15, and #16 
 
13. Vote correctly one or more ballots from a different precinct.  These ballots will be rejected 
because the precinct code is improper for the program and tabulator being tested.  No votes will 
count.  You should not be able to override the tabulator’s rejection of this ballot. 
 
See sample chart on page 25 - Test Ballot #17 
 
WHEN INSTRUCTIONS 1 THROUGH 13 ARE COMPLETED, PERFORM THE FOLLOWING: 
 
Subtotal all columns on the chart to determine the total number of votes cast for each party, candidate 
and proposal that should be counted when the test deck is tabulated. 
 
 (2)  Vote additional ballots as necessary so that each party receives not less than 2 straight 
party votes and a different total number of valid votes are cast for each party in the straight party 
section, each candidate within an office, and for and  against each proposal.  NOTE:  It is not required 
that each write-in position show a different total number of votes. 
 
R168.773 - Rule 3(10)(a), R168.776 - Rule 6(4)(a) and MCL168.798.  None of the parties, candidates, 
write-ins, or proposals shall have an accumulated vote total of zero.    
                    
See sample chart on page 25 - Test Ballots #18-28 
 
(3) Tabulate all ballots included in the test deck overriding all rejected ballots so they are 
accepted by the tabulator.  (You should not be able to override the wrong precinct ballot.)  Print out 
the vote totals as tabulated.  Only properly cast votes will be counted. 
 
(4) Compare the predetermined totals with the tabulator totals for each party, candidate, write-in 
position, and proposal. 
 
(5) If the totals BALANCE, the test is complete. 
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If the totals DO NOT BALANCE, the errors must be found and corrected.  Errors may be in the chart of 
predetermined results, how the test deck was marked, the programming, or due to a flaw in the 
ballots.  Once the error or problem is identified and corrected the test must be re-run.  Once the totals 
balance the test is complete. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  Sample ballot is an example only and does not abide fully by Ballot Production Standards   
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Blank Sample Chart for Practice
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TEST PROCEDURES FOR NON-PARTISAN ELECTION WITH PROPOSALS 

Working with the ballot to be tested, prepare a chart that reflects each office, candidate, write-in 
position (the number of write-in positions will be equal to the number of candidates to be nominated 
or elected), and a position for the "yes" and "no" for each proposal.  Enter the total number of votes 
allowed for each office and proposal under each office or proposal heading.  Where instructed to "vote 
correctly" vote for the maximum number of candidates allowed and vote "yes" or "no" on all 
proposals.   

Following the instructions below, use a "1" to show votes that count, and a "0" to show votes that do 
not count due to an overvote in an office or proposal.  (See sample ballot and sample chart on page 
28.) 

To create a test deck, vote ballots as follows: 

1. Using 1 ballot, vote all positions that are used on the ballot for candidates, write-ins, and
proposals.  EXCEPTION:  If no candidates are running for an office, skip the office; overvoting will not
be possible.

R168.773 - Rule 3(10)(d).  Will not count any votes. 

See sample chart on page 28 – Test Ballot #1 

2. Using 1 ballot, vote all positions that are not used on the ballot for candidates, write-ins, and
proposals.  To complete this step, mark the unused vote positions.  (NOTE: Do not make marks in
between the used vote positions.)

R168.773 - Rule 3(10)(e).  Will not count any votes. 

See sample chart on page 28 – Test Ballot #2  

3. Insert 1 blank ballot into the test deck.

R168.776 - Rule 6(4)(e).  Will not count any votes. 

See sample chart on page 28 – Test Ballot #3  
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4.  Vote the following: 
 
Vote 1 ballot correctly in the non-partisan section and overvote the proposal section of the ballot 
(b) Vote 1 ballot correctly in the proposal section and overvote the non- partisan section of the ballot 
 
R168.773 - Rule 3(10)(b)(c) and (f).  Will only count votes cast in the non-partisan section in (a).  Will 
only count votes cast in the proposal section in (b). 
 

See sample chart on page 28 – Test Ballot #4 and #5 
 
5. Vote correctly one or more ballots from a different precinct.  These ballots will be rejected 
because the precinct code is improper for the program and tabulator being tested.  No votes will 
count.  You should not be able to override the tabulator’s rejection of this ballot. 
 
 See sample chart on page 28 – Test Ballot #6 
 
WHEN INSTRUCTIONS 1 THROUGH 5 ARE COMPLETED, PERFORM THE FOLLOWING: 
 
(1) Subtotal all columns on the chart to determine the total number of votes cast for each 
candidate, write-in position, and proposal that should be counted when the test deck is tabulated.   
 
(2) Vote additional ballots as necessary so that a different total number of valid votes are cast for 
each candidate within an office, and for and against each proposal.  Note:  It is not required that each 
write-in position show a different total number of votes. 
 
R168.773 - Rule 3(10)(a).  None of the candidates, write-in positions, or proposals shall have an 
accumulated vote total of zero. 
 
See sample chart on page 28 – Test Ballots #7, #8, #9, #10, #11, #12, #13, #14 and #15 
 
(3) Tabulate all ballots included in the test deck overriding all rejected ballots so they are 
accepted by the tabulator.  (You should not be able to override the wrong precinct ballot.)  Print out 
the vote totals as tabulated.  Only properly cast votes will be counted. 
 
(4) Compare the predetermined totals with the tabulator totals for each candidate, write-in 
position, and proposal. 
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(5) If the totals BALANCE, the test is complete.

If the totals DO NOT BALANCE, the errors must be found and corrected.  Errors may be in the chart of 
predetermined results, how the test deck was marked, the programming, or due to a flaw in the 
ballots.  Once the error or problem is identified and corrected the test must be re-run.  Once the totals 
balance the test is complete.  

Note:  Sample ballot is an example only and does not abide fully by Ballot Production Standards 

B C C C C C C C W W W W Y N
A A A A A A A A I I I I E O
L N N N N N N N S
# 1 2 3 4 5 6 7 1 2 3 4

Sub 0 1 0 1 0 1 0 1 0 0 0 0 1
7 1 1 1 1 1
8 1 1 1 1 1
9 1 1 1 1

10 1 1 1 1
11 1 1 1 1
12 1 1 1 1
13 1 1 1 1
14 1 1 1 1
15 1 1 1

Total 8 7 6 5 4 3 2 1 1 1 1 2 1

Sample Ballot Chart
Non-Partisan Election with a Proposal

Prop.
Millage

(1)

NonPartisan
City Council

(4)
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TEST PROCEDURES FOR SPECIAL PROPOSAL ELECTION 

Working with the ballot to be tested, prepare a chart that reflects a position for the "yes" and "no" for 
each proposal.  Enter the total number of votes allowed under each proposal heading.   

Following the instructions below, use a “1” to show marks that count and a “0” to show marks that do 
not count.  Where instructed to "vote correctly" vote "yes" or "no" on all proposals.  (See sample ballot 
and sample chart on page 31)   

To create a test deck, vote ballots as follows: 

1. Using 1 ballot, vote all positions that are used on the ballot.

R168.773 - Rule 3(10)(d).  Will not count any votes. 

See sample chart on page 31 – Test Ballot #1 

2. Using 1 ballot, vote all positions that are not used on the ballot. To complete this step, mark the
unused vote positions.  (NOTE: Do not make marks in between the used vote positions.)

R168.773 - Rule 3(10)(e).  Will not count any votes. 

See sample chart on page 31 – Test Ballot #2 

3. Insert 1 blank ballot into the test deck.

R168.776 - Rule 6(4)(e).  Will not count any votes. 

See sample chart on page 31 – Test Ballot #3 

4. Vote 1 ballot correctly.

R168.773 - Rule 3(10)(b).  Will count all votes cast. 

See sample chart on page 31 – Test Ballot #4 
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5. Vote correctly one or more ballots from a different precinct.  These ballots will be rejected
because the precinct code is improper for the program and tabulator being tested.  No votes will
count.  You should not be able to override the tabulator’s rejection of this ballot.

See sample chart on page 31 – Test Ballot #5 

WHEN INSTRUCTIONS 1 THROUGH 5 ARE COMPLETED, PERFORM THE FOLLOWING: 

(1) Subtotal all columns on the chart to determine the total number of votes cast    for each
proposal that should be counted when the test deck is tabulated.

(2) Vote additional ballots as necessary so that a different total number of valid votes are cast for
and against each proposal.

R168.773 - Rule 3(10)(a).  None of the vote positions shall have an accumulated vote total of zero. 

See sample chart on page 31 – Test Ballots #6 and #7 

(3) Tabulate all ballots included in the test deck overriding all rejected ballots so they are
accepted by the tabulator.  (You should not be able to override the wrong precinct ballot.)  Print out
the vote totals as tabulated.  Only properly cast votes will be counted.

(4) Compare the predetermined totals with the tabulator totals for each vote position.

(5) If the totals BALANCE, the test is complete.

If the totals DO NOT BALANCE, the errors must be found and corrected.  Errors may be in the chart of 
predetermined results, how the test deck was marked, the programming, or due to a flaw in the 
ballots.  Once the error problem is identified and corrected the test must be re-run.  Once the totals 
balance the test is complete. 
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Note:  Sample ballot is an example only and does not abide fully by Ballot Production Standards 

      Alternate Charting Method 

Alternate Method 
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TEST PROCEDURES FOR THE VOTER ASSIST TERMINAL (VAT) 

Promulgated Rule R168.775 deals with the preparation of voting devices to be used in Michigan 
elections.  Subsection (7) directs, “An assembled voting device shall be tested to determine if it is 
operating properly.”  The following test procedures must be carried out prior to each election as 
directed, for programs, ballot styles and Voter Assist Terminals (VAT) that will be used at the 
election to ensure that the equipment is functioning properly. 

Documentation of the completion of the required preliminary accuracy test is demonstrated through 
the test ballots created and the Voter Assist Terminal Preparation and Test Certification form which 
must be attested to by the local election commission or their authorized representatives and 
retained as a public record under the provisions of Michigan election law. 

All test ballots must be numbered sequentially and marked “TEST.”   It is further recommended that 
a notation be made on each test ballot that describes the condition being tested.    While all test 
decks and programs must be retained in accordance with the provisions of Michigan election law, 
these materials are not subject to Federal retention requirements. 

The VAT testing procedures are divided into three steps.  The first step is designed to verify the 
accuracy of the programs that will be used to mark ballots.  Because the programs installed into 
each terminal within the jurisdiction will be identical, only one memory device will need to be fully 
tested in this step.  The second step is designed to ensure that all hardware is functioning properly.  
This step must be performed on every VAT.  The third step is designed to verify that choices made on 
the terminal are what is printed on the ballot.  This step must be completed for one ballot style. If 
more than one ballot style is needed within the jurisdiction (due to differences in candidates, offices 
or proposals), each additional ballot style will need to be tested. 

It is not required that VATs be demonstrated or tested at a public accuracy test.  Election officials 
who wish to include a demonstration of the VAT at a public accuracy test may do so at their 
discretion. 

Step One ‐ Program Testing   Within each jurisdiction, the program must be completely tested for 
one ballot style.  If more than one ballot style is needed within the jurisdiction (due to differences in 
candidates, offices or proposals), only those instructions, offices, candidates and proposals that are 
unique to each additional ballot style will need to be tested. 

1. Insert a test ballot into the VAT.  Use either the touch screen or keypad to complete this step.
Navigate through the ballot comparing the audio presentation of the ballot (instructions,
offices, candidates etc.) and the visual presentation of the ballot against the official ballot.
Pay particular attention to the pronunciation of each word and the names of all candidates.  If
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adjustments are needed, contact the persons responsible for programming. 

Create a blank ballot.  Write the words “Test 1 ‐ Blank Ballot” at the top of this test ballot. 

Promulgated Rule 168.775(5)   This step is used to ensure that a voter can record a blank ballot. 

2. Insert a test ballot into the VAT.  Cast the maximum number of votes in each office.  In
each “Vote for one office,” the selection of a second choice should de‐select the
previous choice.  In offices where more than one selection is allowed, once the
maximum number of choices has been made, a candidate must be manually de‐selected
before another choice can be made.   To complete this step, it will be necessary to test
each vote position to ensure that it is functioning properly; this means that all vote
positions must be selected and de‐selected.

Next, using the same ballot style, record the maximum number of votes allowed for each
office and proposal.  Print the ballot with the maximum number of votes marked for each
office.  Write the words “Test 2 ‐ Program Validation and Maximum Votes” at the top of
this test ballot.

Promulgated Rule R168.773 (10)(d)  This step is used to verify that over voting will not be 
permitted and that voters will be able to cast the maximum number of votes allowed for each 
office. This step is also used to proof the audio and visual presentation of the ballot. 

Step Two ‐ Hardware Testing   Performed on all VATs within the jurisdiction to ensure that all 
elements of the terminal are working properly and that the memory device is properly prepared for 
the election at hand. 

1. Insert a ballot into the VAT
a. Test all keys on the keypad, such as Volume, Select, Forward, Back, etc.
b. Test all buttons on the touch screen, such as Next, Back, Mark, More, etc.

c. Test the headphones.
d. Eject the blank ballot.
e. Mark this ballot “Test 3 – Hardware Test Ballot.”

Repeat this step on all terminals to be used on Election Day. 

Step Three – Vote Position Testing   Within each jurisdiction, the vote position printing and 
tabulation must be completely tested for one ballot style.  If more than one ballot style is needed 
within the jurisdiction (due to differences in candidates, offices or proposals), each additional ballot 
style will need to be tested. 



Test Procedure Manual for Voting Systems 
Michigan Bureau of Elections 

January 2019 

Page 34 of 39 

On one ballot cast valid votes for the first candidate of every office on the ballot and the “Yes” 
position for all proposals on the ballot.  Label this “Test 4 – 1st Vote Positions.”  On a second ballot, 
cast valid votes for the second candidate of every office on the ballot and the “No” position for all 
proposals on the ballot.  Label this “Test 4-2nd Vote Positions.”  On a third ballot cast valid votes for 
the third candidate of every office on the ballot.  Label this ballot “Test 4-3rd Vote Positions.”  
Continue in this manner until votes have been cast for all candidates and proposal options on the 
ballot. 

Once all the vote positions have been exercised prepare a tabulator to open polls and run a Zero 
Tape.  Tabulate the ballots generated by the VAT in Test 4 and run a totals tape.  All candidates and 
the “Yes” and “No” for each proposal should show one vote. 

For a General Election, Straight Party Choices must be exercised separately and tabulated separately.  
On one ballot choose the first straight party option.  Continue the ballot numbering from where you 
left off above.  Once ballots have been created with votes cast for each of the straight party options, 
ensure the tabulator has been zeroed and tabulate this new test deck.  The totals tape should show 
one vote for each party choice and for each party representative.  
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CLERK’S PREPARATION CERTIFICATE FOR OPTICAL SCAN 
TABULATOR AND VOTER ASSIST TERMINAL 

Tabulator Serial No. 

Voter Assist Terminal Serial No. 

Tabulator Seal No. 

Voter Assist Terminal Seal No. 

 I certify the above tabulator and voter assist terminal have been properly prepared and tested for this election in          
accordance with law, and that at the completion of the tests, the programs were inserted into the tabulator and terminal and 
sealed with the seals bearing the seal numbers recorded above. 

ELECTION INSPECTORS’ PREPARATION CERTIFICATE 

OATHS OF CHAIRPERSON AND INSPECTORS OF ELECTION 
 STATE OF MICHIGAN 

COUNTY OF________________________ 

 I Do Solemnly Swear, (or affirm) that I will support the Constitution of the United States and the Constitution of this 
State, and that I will faithfully discharge the duties of the Office of Precinct Board Chairperson at the Election held on 

____________________ the _____________ day of _____________________, 20_________ according to the best of my ability. 

Taken, subscribed and sworn to before me this  

_________________________ day of  

___________________________, 20_____. 

 

 STATE OF MICHIGAN 

COUNTY OF________________________ 

 I Do Solemnly Swear, (or affirm) that I will support the Constitution of the United States and the Constitution of this 
State, and that I will faithfully discharge the duties of the Office of Inspector of Elections at the Election held on 

____________________ the _____________ day of _____________________, 20_________ according to the best of my ability. 

Taken, subscribed and sworn to before me this ___________________ day of ___________________________, 20__________.  

SS. 

SS. 

 

Signature of Chairperson  

 

Signature of Person Administering Oath 

X 
 

 

 

X 

WE CERTIFY BY SIGNING BELOW THAT THE FOLLOWING WAS COMPLETED PRIOR TO THE OPENING OF POLLS: 

The oath of office was administered to and signed by all election inspectors present. 

Verified that the serial number of the tabulator and terminal and the seals used to seal the tabulator and terminal were the  same 
as the serial and seal numbers recorded on the Clerk’s Preparation Certificate above. 

All preparation tests of the tabulator and terminal were completed and the equipment was found to be in proper working order. 

The ballot was verified by comparing each candidate’s name and the placement of any propositions on the ballot with the         
precinct instruction ballot, tabulator zero tape and terminal test ballot. 

Precinct No. Signature of Clerk or Authorized Assistant Date 

Signature of Persons Taking Oath and Certifying Preparation Certificate 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 
Signature of Person Administering Oath 



Appendix I
Resource Page(s) 

Master Card 3
Voter  Card 4 
Mail-In Voter Registration Application Form 5-6
Reliable Information Charts 7-8
Rejection Notice 10-11
Confirmation Notice Move Within Jurisdiction 11-12
Confirmation Notice Move to Different Jurisdiction 13-14
Backside of Petition Forms 15 
Nominating Petition (City/Township Partisan) 16 
Nominating Petition (Countywide Partisan) 17 
Nominating Petition (Village Nonpartisan) 18 
Nominating Petition (City/Township Nonpartisan) 19 
Nominating Petition (Countywide Nonpartisan) 20 
Qualifying Petition (City/Township) 21 
Qualifying Petition (Countywide) 22 
Recall Petition (front and back) 23-24
Affidavit of Identity 25-26
Precinct Delegate Affidavit of Identity 27
Supplemental Filing Receipt 2  
Record of Nominating Petitions Filed  
Write-In Candidate Declaration of Intent 3  
Precinct Delegate Write-In Candidate Declaration of Intent 3  
Absent Voter Ballot Application 3 -3
Mandated Ballot Marking Instructions 3 -3
Emergency Absent Voter Application  
Absent Voter Outgoing Envelope 4 -4
Absent Voter Return Envelope 4 -4
Absent Voter Information Posting 4  
Federal Post Card Application 4 -4
Federal Write-In Absentee Ballot 4 -4
Absent Voter Counting Board Affidavit  
Tabulator Testing and Security Certification Form 5  
Election Commission Certification – Public Accuracy Test 5  
Voter Assist Terminal Testing & Security Certification Form 5  
Procedures & Scripts for Handling Ballots Rejected in the Polls 5  
Application to Vote 5  
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Resource Page(s) 
Missing Voters Flow Chart 5  
Provisional Ballot Form 5 -5
Notice to Voters Who Do Not Appear on the Precinct’s Registration List 5  
Notice to Voters Unable to Satisfy State and/or Federal ID Requirement  
Procedure for Handling Envelope Ballots Returned to Clerk’s Office 60-6
Provisional Ballot Report (City/Township) Worksheet 6 -6
Precinct List Notes 6  
Change of Address Form/Authorization to Cancel 6  
Affidavit of Voter Not in Possession of Picture Identification 6  
Michigan Identification – Questions and Answers -7
Photo Identification Flow Charts 7 -7
Election Inspector Application 7  
Polling Place Diagram 7  
Receiving Board Guide & Checklist 7 -8
Sample – Notice of Registration 8
Sample – Notice of Election 8  
Sample – Notice of Public Accuracy Test 8  
Document Retention Schedule 8 -9
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ELSIE SULKANEN
CLERK
BOHEMIA TOWNSHIP
572 ROUSSEAU RD
MASS CITY MI 49948-9738

ZACHARY LUCAS MCQVF
2021 M 38 HWY
NISULA CITY MI 49952

NOTICE OF REJECTION

T

his is to inform you that your voter registration application has been voided for the following 

r

eason(s):

NO SIGNATURE

If

 the reason for rejection was for missing or incomplete information, please detach, complete 

a

nd return the reply card if you wish to have your voter registration application reconsidered.

If

 your registration was rejected for failure to sign the application, the application cannot be 

c

orrected by completing and returning the attached card.  In this case it will be necessary to 

e

ither appear in person and sign the application or submit a new application.  See reverse side 

f

or information on how and where a person may register to vote or update their voter 

r

egistration due to a change of address or name.

If

 you have any questions or wish to obtain information on how to register to vote, please 

c

ontact your local clerk's office.

FROM:

*000440001152*

ELSIE SULKANEN
CLERK
BOHEMIA TOWNSHIP
572 ROUSSEAU RD
MASS CITY MI 49948-9738
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NOTICE OF REJECTION RESPONSE CARD
(Please Print)

Dear Clerk:

The following is the information needed to complete my voter registration application.

My Full Name is: _________________________________________________

I live at: _________________________________________________
House Number, Street/Road, Apartment Number

_________________________________________________
City, State, Zip Code

Year of Birth _________

_________________________________________________________ Signature

Date

Information on Registering to Vote and Changing Your Address or Name

Eligible persons may register to vote, change their voter registration address or name in any of the following manners:

In Person:

 At your city or township clerk's office or at the office of any county clerk.
 At any of the Secretary of State Branch offices located throughout the state.
 At the office of the specified agency for clients receiving services through the Family Independence Agency, the Department 

of Community Health, Michigan Jobs Commission and some offices of the Commission for the Blind.
 At the military recruitment offices for persons enlisting in the armed forces.

By Mail:
 By obtaining and completing a Mail Voter Registration Application and forwarding to the election official as directed on the 

application.

Online:
 Voter registration addresses may be changed with a driver's license or personal i.d. number at www.expresssos.com as well.
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NOTICE OF CHANGE OF ADDRESS
(Move made within jurisdiction)

We have been advised that you no longer reside at the address at which you are 
registered to vote within BOHEMIA TOWNSHIP.

If you have permanently moved to a different address within BOHEMIA 
TOWNSHIP, please detach, complete and return the reply card attached to this notice 
as soon as possible. Your new Voter Identification Card will be forwarded to you once 
the completed reply card is received. If the reply card is not returned, affirmation of 
your current address will be required at the polls on election day.

If you have not permanently moved to a different address within BOHEMIA 
TOWNSHIP, please detach, complete and return the reply card attached to this notice 
as soon as possible. If the reply card is not returned, affirmation of your current 
address will be required at the polls on election day.

FROM:

*004003985503*

ELSIE SULKANEN
CLERK
BOHEMIA TOWNSHIP
572 ROUSSEAU RD
MASS CITY MI 49948-9738

ELSIE SULKANEN
CLERK
BOHEMIA TOWNSHIP
572 ROUSSEAU RD
MASS CITY MI 49948-9738

ANDERSON JAMES MCQVF
4654 KEMPPA RD
TOIVOLA MI 49965
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RESPONSE CARD
(Please Print)

Full Name: ___________________________________________

Year of Birth: __________

I currently reside at: ____________________________________________

____________________________________________

____________________________________________

___________________________________       _______________________
Signature   Date

Information on Registering to Vote and Changing Your Address or Name

Eligible persons may register to vote, change their voter registration address or name in any of 
the following manners:

In Person:
 At your city or township clerk's office or at the office of any county clerk.
 At any of the Secretary of State Branch offices located throughout the state.
 At the office of the specified agency for clients receiving services through the 

Department of Human Services, Department of Community Health, and Michigan
Rehabilitation Services.

 At the military recruitment offices for persons enlisting in the armed forces.

By Mail:
 By obtaining and completing a Mail Voter Registration Application and forwarding to

the election official as directed on the application.

Online:
 You may also change your voter registration address online in conjunction with an

address change to your driver's license or personal identification card at 
www.expresssos.com.
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NOTICE OF CANCELLATION

The voter registration you currently hold in BOHEMIA TOWNSHIP may be cancelled as we have been 
advised that you are no longer a resident of this jurisdiction.

If you have Permanently moved to an address outside of this Jurisdiction
* Detach, complete and return the postage paid reply card at the bottom to confirm your address as 

soon as possible. See reverse side for information on how and where a person may register to vote or 
update their voter registration due to change of address or name.

* Please note that in order to vote, you must register with the clerk of the jurisdiction where you now 
reside.

If you have not permanently moved to an address outside of this Jurisdiction and you wish to 
remain registered
* Detach, complete, and return the postage paid reply card at the bottom to correct our information as

soon as possible.
* If this card is not returned, you may be asked to confirm your address at the polls on Election Day.

Failure to return reply card
If this card is not returned and you do not vote by the second November General Election held in the even 
numbered year following this notice, your voter registration will be cancelled.

Questions?  Contact the clerk whose name appears below at 906-883-3466

FROM:

*004003985503*

ELSIE SULKANEN
CLERK
BOHEMIA TOWNSHIP
572 ROUSSEAU RD
MASS CITY MI 49948-9738

ELSIE SULKANEN
CLERK
BOHEMIA TOWNSHIP
572 ROUSSEAU RD
MASS CITY MI 49948-9738

ANDERSON JAMES MCQVF
4654 KEMPPA RD
TOIVOLA MI 49965
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Full Name: ___________________________________________

Year of Birth: __________

currently reside at: ____________________________________________

____________________________________________

____________________________________________

_________________________________       _______________________
nature   Date

Information on Registering to Vote and Changing Your Address or Name

Eligible persons may register to vote, change their voter registration address or name in any of 
the following manners:

In Person:
 At your city or township clerk's office or at the office of any county clerk.
 At any of the Secretary of State Branch offices located throughout the state.
 At the office of the specified agency for clients receiving services through the 

Department of Human Services, Department of Community Health, and Michigan
Rehabilitation Services.

 At the military recruitment offices for persons enlisting in the armed forces.

By Mail:
 By obtaining and completing a Mail Voter Registration Application and forwarding to

the election official as directed on the application.

Online:
 You may also change your voter registration address online in conjunction with an

address change to your driver's license or personal identification card at 
www.expresssos.com.
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TO BE COMPLETED BY CITY OR TOWNSHIP CLERK

Check the registration of each person whose name appears on the reverse side of this petition sheet whose name is not coded 
in the left-hand column.

If the person was registered to vote in your City or Township on the date he or she signed the sheet, place a check mark before 
the person's name.

If the person was not registered to vote in your City or Township on the date he or she signed the sheet, enter “NR” (not 
registered) before the person's name.

If the address listed by the person does not fall within your City or Township, enter “NC” (not in community) before the person's 
name.

Complete the following certificate after making the registration checks:

I hereby certify that the total number of persons whose names appear on the reverse side of this petition sheet who I identified 
as being registered in my City or Township on the date of signing the petition sheet is: ___________________________.

_________________________________________________________
      (Signature of City or Township Clerk)

❑ City or
❑ Township of_____________________________________________

(Name of City or Township)

READ BEFORE CIRCULATING PETITION

The validity of signatures placed on this petition may be affected if the following is not observed.

Complete the heading of the petition before circulating it.

• Enter the city, township or village and county where the petition will be circulated. Indicate whether the jurisdiction listed
is a "city", "township", or a "village".  Do not list more than one city, township or village.

• Enter the officer's complete name and the office he or she holds. Include the district number of the office if there is one.

• Enter the reason(s) why the recall election is being sought. The language entered must be exactly as approved by the
County Election Commission or Board of State Canvassers.

Make sure that all signers properly complete the petition.

• Each signer must be registered to vote in the city, township or village listed in the heading.

• Each signer must sign and print his or her first and last name.1

• Each signer must enter his or her full address. A rural route number is acceptable. A post office box is not acceptable.

• Each signer must enter his or her Zip Code.2

• Each signer must date his or her signature with the month, day, and year.

Complete the circulator's certificate after circulating the petition.

•  Sign and print your full name and enter the month, day, and year.1  Signatures on the petition which are dated
after the date on the circulator's certificate are invalid.

• Enter your complete residence address (street and number or rural route - do not enter a P.O. Box), city or township,
state and zip code.2

• If you do not reside in Michigan, enter your county of registration if you are registered to vote in your home state, and
make a cross or check mark in the box that precedes the final paragraph of the circulator certificate statement on the
left side of the form.

Circulate the petition properly.

• Do not fail to question signers on their city or township of registration.

• Do not complete the heading of the petition after signatures have been affixed on the petition.

• Do not fill in a signer's address or a signer's signature date. Both entries must be in the signer's own handwriting. Ditto marks  
are not acceptable in these two entries.

• Do not leave the petition unattended.

1 The failure of the circulator or an elector who signs the petition to print his or her name or to print his or her 
 name in the proper location does not affect the validity of the circulator's or signer's signature. However, a 
 printed name located in the space designated for printed names does not constitute the signature of the  
circulator or elector.

 2  The failure of the circulator or an elector who signs the petition to enter a Zip Code or to enter his or her 
 correct Zip Code does not affect the validity of the circulator's or signer's signature. 

(Enter Number)

Michigan Election Resources - Form No. 2011 - 2015 Revision - Approved by State Director of Elections
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SUPPLEMENTAL FILING RECEIPT 

DATE:_____________________________

Received of: Candidate Name (if different than person 
submitting supplemental filing): 

_____________________________________ __________________________________ 

_____________________________________

Office: ______________________________ District/Circuit: ____________________ 

Petition Sheets: _______________________ Estimated Signatures: _______________ 

Signature of person submitting supplemental  Received by: 
filing:

____________________________________ ____________________________________ 
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PRIMARY ELECTION 

TO VOTE:  Completely darken the oval opposite each choice as shown: [insert graphic here]. 

--OR— 

TO VOTE:  Completely darken the box opposite each choice as shown: [insert graphic here]. 

IMPORTANT:  To mark your ballot, use only a black or blue ink pen.  DO NOT USE ANY OTHER INK COLOR! 

PARTISAN SECTION:  There may be multiple party sections on the ballot.  Select the party section of your choice.  YOU MAY 
VOTE IN ONE PARTY SECTION ONLY; YOU CANNOT “SPLIT YOUR TICKET.”  IF YOU VOTE IN MORE THAN ONE PARTY 
SECTION, YOUR PARTISAN BALLOT WILL BE REJECTED. 

DO NOT vote for more candidates than indicated under each office title. 

WRITE-IN CANDIDATES: To vote for a candidate whose name is not printed on the ballot, write or place the name of that 
candidate in the blank space provided and completely darken the voting target area.  Do not cast a write-in vote for a 
candidate whose name is already printed on the ballot for that office.   

CHECK BOTH SIDES OF BALLOT: This ballot has two sides.  Be certain to check the reverse side of the ballot. 

WHEN YOU HAVE COMPLETED VOTING:  Place the ballot in the secrecy sleeve so that votes cannot be seen and the numbered 
stub is visible.  Return the ballot to the election official stationed at the tabulator.  (If voting by absentee ballot, follow the 
instructions provided by the clerk for returning the ballot.) 

NOTE: If you make a mistake, return your ballot to the election official and obtain a new ballot.  Do not attempt to erase or 
correct any marks made in error. 
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GENERAL ELECTION 

TO VOTE:  Completely darken the oval opposite each choice as shown: [insert graphic here]. 

-- OR -- 

TO VOTE:  Completely darken the box opposite each choice as shown: [insert graphic here]. 

IMPORTANT:  To mark your ballot, use only a black or blue ink pen.  DO NOT USE ANY OTHER INK COLOR! 

PARTISAN SECTION:  To vote the partisan section of the ballot, you may cast a “straight ticket,” a “split ticket” or a “mixed 
ticket.”   

Straight Ticket:  Vote the party of your choice.  Nothing further need be done in the partisan section. 

Split Ticket:  You may vote a straight ticket AND vote for individual candidates of your choice. 

Mixed Ticket:  Vote for the individual candidates of your choice in each office. 

NONPARTISAN and PROPOSAL SECTIONS of the ballot (if any) must be voted separately.  

DO NOT vote for more candidates than indicated under each office title. 

WRITE-IN CANDIDATES: To vote for a candidate whose name is not printed on the ballot, write or place the name of that 
candidate in the blank space provided and completely darken the voting target area.  This must be done even if you cast a 
straight party vote.  Do not cast a write-in vote for a candidate whose name is already printed on the ballot for that office.   

CHECK BOTH SIDES OF BALLOT: This ballot has two sides.  Be certain to check the reverse side of the ballot. 

WHEN YOU HAVE COMPLETED VOTING:  Place the ballot in the secrecy sleeve so that votes cannot be seen and the numbered 
stub is visible.  Return the ballot to the election official stationed at the tabulator.  (If voting by absentee ballot, follow the 
instructions provided by the clerk for returning the ballot.) 

NOTE:  If you make a mistake, return your ballot to the election official and obtain a new ballot.   Do not attempt to erase or 
correct any marks made in error. 
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NONPARTISAN ELECTION 

TO VOTE:  Completely darken the oval opposite each choice as shown: [insert graphic here]. 

-- OR -- 

TO VOTE:  Completely darken the box opposite each choice as shown: [insert graphic here]. 

IMPORTANT: To mark your ballot, use only a black or blue ink pen.  DO NOT USE ANY OTHER INK COLOR! 

DO NOT vote for more candidates than indicated under each office title. 

WRITE-IN CANDIDATES:  To vote for a candidate whose name is not printed on the ballot, write or place the name of that 
candidate in the blank space provided and completely darken the voting target area.  Do not cast a write-in vote for a 
candidate whose name is already printed on the ballot for that office.   

CHECK BOTH SIDES OF BALLOT: This ballot has two sides.  Be certain to check the reverse side of the ballot. 

WHEN YOU HAVE COMPLETED VOTING:  Place the ballot in the secrecy sleeve so that votes cannot be seen and the numbered 
stub is visible.  Return the ballot to the election official stationed at the tabulator.  (If voting by absentee ballot, follow the 
instructions provided by the clerk for returning the ballot.) 

NOTE:  If you make a mistake, return your ballot to the election official and obtain a new ballot.   Do not attempt to erase or 
correct any marks made in error. 
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SPECIAL ELECTION 

TO VOTE:  Completely darken the oval opposite each choice as shown: [insert graphic here]. 

-- OR -- 

TO VOTE:  Completely darken the box opposite each choice as shown: [insert graphic here]. 

IMPORTANT: To mark your ballot, use only a black or blue ink pen.  DO NOT USE ANY OTHER INK COLOR! 

CHECK BOTH SIDES OF BALLOT: This ballot has two sides.  Be certain to check the reverse side of the ballot. 

WHEN YOU HAVE COMPLETED VOTING:  Place the ballot in the secrecy sleeve so that votes cannot be seen and the numbered 
stub is visible.  Return the ballot to the election official stationed at the tabulator.  (If voting by absentee ballot, follow the 
instructions provided by the clerk for returning the ballot.) 

NOTE:  If you make a mistake, return your ballot to the election official and obtain a new ballot.   Do not attempt to erase or 
correct any marks made in error. 
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INSTRUCTIONS: For the office of President, you may vote for a candidate or you may vote “uncommitted.” 

TO VOTE:  Completely darken the oval opposite each choice as shown: [insert graphic here]. 

--OR-- 

TO VOTE:  Completely darken the box opposite each choice as shown: [insert graphic here]. 

IMPORTANT:  To mark your ballot, use only a black or blue ink pen.  DO NOT USE ANY OTHER INK COLOR! 

PARTISAN SECTION:  There are three (3) separate party ballots:  Republican Party, Democratic Party and Libertarian Party.  
YOU MAY VOTE ONE PARTY BALLOT ONLY.   

DO NOT vote for more candidates than indicated under each office title. 

WRITE-IN CANDIDATES: To vote for a candidate whose name is not printed on the ballot, write or place the name of that 
candidate in the blank space provided and completely darken the voting target area.  Do not cast a write-in vote for a 
candidate whose name is already printed on the ballot for that office.   

WHEN YOU HAVE COMPLETED VOTING:  Place the ballot in the secrecy sleeve so that votes cannot be seen and the numbered 
stub is visible.  Return the ballot to the election official stationed at the tabulator.  (If voting by absentee ballot, follow the 
instructions provided by the clerk for returning the ballot.) 

NOTE: If you make a mistake, return your ballot to the election official and obtain a new ballot.  Do not attempt to erase or 
correct any marks made in error. 

Election Officials' Manual Appendix 
Michigan Bureau of Elections 

Updated September 2020

38



Filed ______________________, 20 ________ Received Ballots Herein Described

Ballot No. _____________________________ ________________________, 20 ________  

Mailed ____________________, 20 ________ 

Returned __________________, 20 _________ ___________________________________  
       (Chairman, Board of Election Inspectors)

___________________________________  ___________________________________ 
Clerk (Ward) (Precinct)

=====================================================================
Emergency Application for Absent Voters Ballot

FOR THE ELECTION HELD ON ____________________________________, 20 ________

I, _____________________________________________, a duly qualified and registered elector 

of the ______________ Ward _________________ Precinct of the ______________________________  
(Give number of Ward and Precinct if more than one precinct in jurisdiction) (City, Township, Village)

of ________________________________ in the County of ______________________ and State of
  (Name of City, Township or Village) 

Michigan, hereby make an emergency application for an official ballot, or ballots, to be voted by me at 
such election. 

THE STATUTORY GROUNDS ON WHICH I BASE MY REQUST ARE AS FOLLOWS: 
(Check Applicable Reason) 

I have become physically disabled. 

Sickness or a death have occurred in my family which will result in my being absent from 
the city or township on election day. 

These grounds occurred at a time which made it impossible to apply for an absent voter’s ballot by the 
statutory deadline or vote in person. 

If it is impossible for you or your assistant to deliver the ballots to me at 

_____________________________________________________________________________________  
(Number) (Street) (City)

please deliver them to __________________________________________________________________
(Name of Person)

My registered address is _________________________________________________________________
(Number) (Street)

I hereby declare the forgoing statements to be true. 

X__________________________________________________  Date______________________  
  (Signature of Voter) 

WARNING:  Any person intentionally making a false statement in such application is guilty of a felony.  Any person aiding or 
abetting any person to make a false statement on such application is guilty of a felony. 
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ABSENTEE BALLOTS 
INFORMATION POSTING 

DATE OF ELECTION: _____________________

NAME OF JURISDICTION: _________________

COUNTY OF:  ____________________________

Complete and post before 8:00 a.m. on election day. 

Number of absent voter ballots distributed to absent voters: ______ 
Number of absent voter ballots returned before election day: ______ 
Number of absent voter ballots delivered for processing: ______ 

Complete and post before 9:00 p.m. on election day. 

Number of absent voter ballots returned on election day: ______ 
Number of absent voter ballots returned both before and 
on election day:  ______
Number of absent voter ballots returned both before and 
on election day which were delivered for processing:             ______ 

Complete and post immediately after all precinct returns are delivered. 

Number of absent voter ballots returned by voters:                ______ 
Number of absent voter ballots received at the precincts 
or absent voter counting board(s) for processing:                 ______ 
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ABSENT VOTER COUNTING BOARD AFFIDAVIT

STATE OF MICHIGAN 

COUNTY OF: _________________________________________ 

(Check one)
City Township or Village of: _____________________________________ 

AV Counting Board Precinct #: ______________ 

Any person in attendance at an absent voter counting board after the processing of ballots has 
begun shall take and sign the following Oath and shall not leave the counting place after the 
tallying has begun until the polls close. 

I Do Solemnly Swear, (or affirm) that I shall not communicate in any way any information 
relative to the processing or tallying of votes that may come to me while in this counting place 
until after the polls are closed. 

Signature of Persons Taking Oath 

Taken, subscribed and sworn to before me on this 
________ day of _____________________, 20_____    ________________________________________  

   Signature of Chairperson or  
   Member of Counting Board Administering Oath 

NOTE:  Only the local election official who established the absent voter counting board, the deputy or 
employee of that local official, or an employee of the State Bureau of Elections may enter and leave the 
counting board for the purpose of responding to an inquiry from an election inspector or a challenger to 
provide instructions on the operation of the counting board after the tally has begun but before the polls 
close.

INSPECTOR:  Please return this form in Envelope #3 addressed to the Local Clerk. 

WARNING:  A person who enters an absent voter counting board and who discloses an election 
result or in any manner characterizes how any ballot being counted has been voted in a precinct 
before the polls can be legally closed on Election Day is guilty of a felony. 
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ELECTION COMMISSION CERTIFICATION 
PUBLIC ACCURACY TEST 

(to be completed if same vendor has completed both tabulator programming and testing) 

NOTE:  This certification form must be completed as an addendum to the TABULATOR PROGRAM 
TESTING AND SECURITY CERTIFICATION FORM (both forms are required when a vendor is used 
to complete both tabulator programming and testing) 

_______________________________________  ___________________________
   Name of City or Township County 

Primary  General Special Regular Date of Election:___________________ 

In jurisdictions that have used the same vendor to conduct testing as the county used to program memory 
devices, election officials must take extraordinary care and exercise the necessary level of oversight 
during the entire testing process.  The Election Commission bears the ultimate responsibility for 
certifying that the testing process complies with applicable laws, is rigorous, and yields reliable 
results; clerks remain solely and completely responsible for the proper conduct of the election.   

We, the Election Commission certify: 

that we examined the test deck chart created by the vendor and verified that it was prepared in
compliance with the “Test Procedure Manual for Tabulators and Voter Assist Terminals” manual
issued by the Bureau of Elections; and

that we personally compared the predetermined totals from the test deck chart prepared by the
vendor with the tabulator totals for each candidate, write-in position, and proposal, and verified
that all totals agree; and

that an errorless test was successfully completed; and

that the Public Accuracy test was performed using tabulator(s) owned by our jurisdiction that will
be used on Election Day.

Our vendor’s name and contact information is: _____________________________________________ 

__________________________________________________________________________________ 

Signed:  

____________________________________________________  
Clerk or authorized assistant*

_____________________________________________________
Member of Election Commission or authorized assistant* 

_____________________________________________________
Member of Election Commission or authorized assistant* 

_______________________________ 
Date 

*Note:  A vendor is not an authorized assistant within the meaning of the Election Law or corresponding
administrative rules.
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Voter Assist Terminal (VAT)
TESTING & SECURITY CERTIFICATION FORM 

___________________________________  ____________________ Election Date:_______________
  Jurisdiction                         County

VAT ACCURACY TEST: (This test is the responsibility of the Election Commission.  The Election Commission may 
delegate the administration of the test to an authorized assistant.)   The undersigned certifies that the listed terminals 
were properly tested as required by Promulgated Rule and prescribed by the Bureau of Elections.  Further, the 
program was completely tested for each ballot style and matches the official ballot, the hardware was found to be fully 
functioning, and the Vote Position Test results agree with the predetermined results.  Finally, the proper program was 
installed into each terminal using the seal number recorded below and on the Clerk’s Preparation Certificate in the Poll 
Book of the precinct to which the terminal was assigned.   

Precinct # Terminal Serial # Memory Device Seal # Date of Prelim Test 

Further the test deck(s) were secured and sealed in an approved ballot container with seal number ______________
on ____/____/____.

____________________________/_____________________________/___________________________ 
   Member(s) of Election Commission or Authorized Assistant(s)
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Procedure for Handling Ballots Rejected in the Polls
It is improper for an election official or any member of a board of election inspectors to view a voter’s marked ballot 
if the identity of the voter is known. Issues regarding ballot secrecy typically involve the mishandling of ballots that 
are rejected by the tabulator. To ensure the secrecy of all marked ballots, the election inspector assigned to monitor 
the tabulator must remain at least 10 feet away from the tabulator whenever it is in use. This policy is referred to as 
the “10-foot rule.”  

In addition, it is important that the instructions and options that are offered to a voter whose ballot is rejected by 
the tabulator are accurate and consistent. The following scripts are offered to ensure uniformity in the interactions 
that take place between election inspectors and voters whose ballots have been rejected by the tabulator. The 
script is designed to be read to any voter who experiences the rejection of his or her ballot due to a voting error.  
Once the rejected ballot is secure in a secrecy sleeve, the election inspector may approach the tabulator to give the 
following instructions. 

STEP I: An election inspector reads one of the following statements to a voter whose ballot has been rejected by 
the tabulator due to a voting error: 

Overvoted Statement – The voter has overvoted one or more offices or proposals on the ballot: 
The tabulator has rejected your ballot because it is improperly marked. According to the tabulator, you
have cast more votes for an office or proposal than allowed.
If you wish to correct this error, we will be happy to provide you with a replacement ballot.
If you do not wish to correct this error, your ballot may be accepted as presented. Please be aware, 
however, that any invalid marks on your ballot will not be counted.

Crossover Statement – The voter has crossover voted in a partisan primary: 
The tabulator has rejected your ballot because it is improperly marked. According to the tabulator, you
have cast votes for candidates of more than one political party.
If you wish to correct this error, we will be happy to provide you with a replacement ballot.
If you do not wish to correct this error, your ballot may be accepted as presented. Please be aware, 
however, that any invalid marks on your ballot will not be counted.

Blank Ballot Statement – The voter has not cast any votes (blank ballot): 
The tabulator has rejected your ballot because it appears that you did not cast any votes.
If you wish to re-mark your ballot, you may return to the voting station. Instructions on the voting process 
will be provided upon your request.
If you do not wish to re-mark your ballot, your ballot may be accepted as presented. Please be aware, 
however, that no votes will count.

Ambiguous Mark Statement – The voter has not made complete marks: 
The tabulator has rejected your ballot because it does not fully detect all the votes on the ballot.
You must return to the voting station and fill the ovals in completely.  Instructions on the voting process 
will be provided upon your request.

STEP II: If the voter requests that his or her ballot be accepted as presented (this is not an option for ambiguous 
marks), the election inspector should re-emphasize that one or more votes will not be counted and offer the 
voter a second opportunity to obtain a replacement ballot: 

Overvoted Statement – The voter has overvoted one or more offices or proposals on the ballot: 
If your ballot is accepted as marked, no votes cast for any office or proposal that is overvoted will count.
Are you certain that you do not wish to receive a replacement ballot?

Crossover Statement – The voter has crossover voted (voted for candidates of more than one political party): 
If your ballot is accepted as marked, no votes which appear in the partisan section of your ballot will
count. Are you certain that you do not wish to receive a replacement ballot?

Blank Ballot Statement – The voter has not cast any votes (blank ballot): 
If your ballot is accepted as marked, no votes will count for any offices or proposals. Are you certain that 
you do not wish to return to the voting station? 
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Application to Vote – Poll List 

Picture identification requirement:  All Michigan voters must show a Michigan driver’s license, a Michigan 
personal identification card or some other acceptable form of picture identification before voting.  A voter who 
is unable to show picture identification can vote after signing an affidavit attesting that he/she is not in 
possession of picture identification.  

Date of Election _______________________________ Precinct

ELECTION 
INSPECTOR 
COMPLETES 

AFFIDAVIT ON 
REVERSE 
COMPLETED 

ELEC. INSP. INITIAL 

BALLOT STYLE 

BALLOT NO. 

VOTER NO. 

-----------------------------------------------------------------------------------------------------------------------------------------------------------------  
AFFIDAVIT OF VOTER NOT IN POSSESSION 

OF PICTURE IDENTIFICATION 

I,  hereby affirm that I am  
(Print Name)

not in possession of a driver’s license, a state-issued personal identification card or any other acceptable form of picture 
identification and wish to vote. 

By signing this affidavit, I swear/affirm that the statements made above are true.   

SIGNATURE OF VOTER:  

Penalty:  Making a false statement in this affidavit is perjury, punishable by a fine up to $1,000.00 or imprisonment for up 
to 5 years, or both. 

To be completed by Election Inspector 

Sworn and subscribed to before me this  day of  , 

I certify that the elector named above has completed the above affidavit in my presence. 

 
Signature of Election Inspector 

PRINT NAME:    ________________________________________________________________________ 

DATE OF BIRTH:____________________________ 

RESIDENCE ADDRESS:_________________________________________________________________ 

I certify that I am a United States citizen and a registered and qualified 
elector in this precinct, and hereby make application to vote at this election.

SIGN HERE X_________________________________________ 
SIGNATURE OF VOTER 
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Does the voter 
have a receipt 
issued in the last 
14 days from the 
local Clerk?

•YES
Follow the 
instructions 
provided on 
the receipt

Is the voter in the 
correct precinct?

•NO
Direct the voter to 
the correct precinct

Does the voter 
claim to have 
registered to 
vote?

•NO
Tell the voter he/she may register 
to vote at the local Clerk’s Office 
with proof of residency

Was the registration 
transaction 15 days 
or more before the 
election?

•NO
Tell the voter he/she may register to 
vote at the local Clerk’s Office with 
proof of residency

Does the voter 
have proof of the 
registration 
(receipt)?

•YES
Add the voter to the Unlisted tab in the EPB, 
have them complete a voter registration 
form, and issue a regular ballot

Does the voter 
have a picture ID 
with his/her 
current address 
on it?

•YES
Go through the Provisional Ballot 
process  - this voter qualifies for the 
Affidavit ballot that will be tabulated

Does the voter want a 
Provisional Ballot that 
will go into an 
envelope and possibly 
not count?

•YES
Go through the Provisional Ballot process 
– this voter qualifies for an Envelope 
ballot - it will not be tabulated

Tell the voter he/she 
may register to vote at 
the local Clerk’s Office 
with proof of residency

No 

Yes 

Yes 

Yes 

No 

No 

No 

Election Officials' Manual Appendix 
Michigan Bureau of Elections 

Updated September 2020

55



St
at

e 
of

 M
ic

hi
ga

n 
Pr

ov
is

io
na

l B
al

lo
t F

or
m

  
an

d 
Vo

te
r R

eg
ist

ra
tio

n 
Fo

rm
 

 At
te

nt
io

n 
vo

te
r: 

 If
 y

ou
r n

am
e 

w
as

 n
ot

 fo
un

d 
on

 th
e 

lis
t o

f r
eg

ist
er

ed
 

vo
te

rs
 a

nd
 y

ou
 w

er
e 

un
ab

le
 to

 p
ro

du
ce

 a
 re

ce
ip

t v
er

ify
in

g 
re

gi
st

ra
tio

n,
 y

ou
 

m
us

t c
om

pl
et

e 
th

e 
fo

llo
w

in
g 

af
fid

av
it 

an
d 

vo
te

r r
eg

is
tr

at
io

n 
fo

rm
 in

 th
e 

co
rr

ec
t p

re
ci

nc
t. 

vo
te

r a
ffi

da
vi

t (
re

qu
ire

d)
 

 I, 
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

, a
ffi

rm
 

th
at

 I 
am

 a
 re

sid
en

t o
f: 

 

ci
ty

 
to

w
ns

hi
p 

 at
 th

e 
ad

dr
es

s p
ro

vi
de

d.
  I

 a
ffi

rm
 th

at
 I 

su
bm

itt
ed

 a
 v

ot
er

 re
gi

st
ra

tio
n 

ap
pl

ic
at

io
n 

on
 o

r b
ef

or
e 

th
e 

cl
os

e 
of

 re
gi

st
ra

tio
n 

fo
r t

he
 e

le
ct

io
n 

at
 

ha
nd

.  
By

 si
gn

in
g 

th
is 

af
fid

av
it,

 I 
sw

ea
r/

af
fir

m
 th

at
 th

e 
ab

ov
e 

st
at

em
en

ts
 a

re
 tr

ue
.  

 Si
gn

at
ur

e 
of

 V
ot

er
: 

   Si
gn

at
ur

e 
of

 E
le

ct
io

n 
In

sp
ec

to
r w

itn
es

sin
g:

 
 

  An
 in

di
vi

du
al

 w
ho

 p
ro

vi
de

s f
al

se
 in

fo
rm

at
io

n 
in

 th
is

 a
ffi

da
vi

t i
s 

gu
ilt

y 
of

 p
er

ju
ry

, w
hi

ch
 is

 p
un

is
ha

bl
e 

by
 a

 fi
ne

 o
f u

p 
to

 $
1,

00
0 

an
d/

or
 im

pr
is

on
m

en
t f

or
 u

p 
to

 5
 y

ea
rs

.  
 

 I r
eg

ist
er

ed
 to

 v
ot

e 
on

: 
  

 at
 th

e 
lo

ca
tio

n 
or

 w
ith

 th
e 

fo
llo

w
in

g 
fo

rm
 b

el
ow

: 
   

 
 M

ai
l-i

n 
re

gi
st

ra
tio

n 
fo

rm
 

   
 

 S
ec

re
ta

ry
 o

f S
ta

te
 b

ra
nc

h 
of

fic
e 

   
 

 S
ec

re
ta

ry
 o

f S
ta

te
 “

Re
ne

w
al

 b
y 

M
ai

l”
 

   
 

 E
xp

re
ss

SO
S.

co
m

 
   

 
 D

es
ig

na
te

d 
vo

te
r r

eg
ist

ra
tio

n 
ag

en
cy

 
   

 
 C

ou
nt

y,
 c

ity
 o

r t
ow

ns
hi

p 
cl

er
k’

s o
ffi

ce
 

 

N
ex

t, 
co

m
pl

et
e 

th
e 

vo
te

r r
eg

is
tr

at
io

n 
ap

pl
ic

at
io

n 
to

 th
e 

rig
ht

. 
 

 

qu
al

ifi
ca

tio
ns

 Ar
e 

yo
u 

a 
ci

tiz
en

 o
f t

he
 U

ni
te

d 
St

at
es

 o
f A

m
er

ic
a?

 
 y

es
 

 n
o 

W
ill

 y
ou

 b
e 

at
 le

as
t 1

8 
ye

ar
s o

f a
ge

 o
n 

or
 b

ef
or

e 
el

ec
tio

n 
da

y?
 

 y
es

 
 n

o 
 

If 
yo

u 
ar

e 
no

t a
 U

S 
ci

tiz
en

, d
o 

N
O

T 
co

m
pl

et
e 

th
is

 fo
rm

 
M

ic
hi

ga
n 

dr
iv

er
 li

ce
ns

e/
st

at
e 

pe
rs

on
al

 ID
 #

 
 

-
   

   
   

   
   

   
 - 

   
   

   
   

   
   

   
  -

- 
 If 

yo
u 

do
 n

ot
 h

av
e 

a 
M

ic
hi

ga
n 

dr
iv

er
 li

ce
ns

e 
or

 p
er

so
na

l I
D 

ca
rd

, p
ro

vi
de

 th
e 

la
st

 fo
ur

 
di

gi
ts

 o
f y

ou
r S

oc
ia

l S
ec

ur
ity

 n
um

be
r: 

 x 
x 

x 
– 

x 
x 

– 
 

 

 I 
do

 n
ot

 h
av

e 
a 

va
lid

 M
ic

hi
ga

n 
iss

ue
d 

dr
iv

er
 li

ce
ns

e,
 a

 M
ic

hi
ga

n 
pe

rs
on

al
 ID

 c
ar

d,
 o

r a
 

So
ci

al
 S

ec
ur

ity
 n

um
be

r. 
pe

rs
on

al
 in

fo
rm

at
io

n 
   

*r
eq

ui
re

d 
in

fo
rm

at
io

n 
 

 
 

 

la
st

 n
am

e*
 

fir
st

* 
m

id
dl

e 
su

ffi
x 

 
 

 m
al

e 
  

 fe
m

al
e 

ad
dr

es
s w

he
re

 y
ou

 li
ve

 –
 h

ou
se

 n
um

be
r a

nd
 st

re
et

/r
oa

d*
   

   
   

   
   

   
   

   
   

  A
pt

/L
ot

 #
 

 / 
   

   
/ 

  
 

ci
ty

* 
zip

 
   

   
  d

at
e 

of
 b

irt
h*

 
 

 
 

 

ph
on

e 
em

ai
l 

 
 

 
 

 
 

m
ai

lin
g 

ad
dr

es
s (

if 
di

ffe
re

nt
 th

an
 re

sid
en

tia
l a

dd
re

ss
) 

  
 

 
 

ci
ty

 
st

at
e 

zip
 

 
si

gn
at

ur
e 

 I c
er

tif
y 

th
at

: 
I a

m
 a

 c
iti

ze
n 

of
 th

e 
U

ni
te

d 
St

at
es

. 
I a

m
 a

 re
sid

en
t o

f t
he

 S
ta

te
 o

f M
ic

hi
ga

n 
an

d 
w

ill
 

be
 a

t l
ea

st
 a

 3
0-

da
y 

re
sid

en
t o

f m
y 

ci
ty

 o
r 

to
w

ns
hi

p 
by

 e
le

ct
io

n 
da

y.
 

  
I w

ill
 b

e 
at

 le
as

t 1
8 

ye
ar

s o
f a

ge
 b

y 
el

ec
tio

n 
da

y.
 

I a
ut

ho
riz

e 
th

e 
ca

nc
el

la
tio

n 
of

 a
ny

 p
re

vi
ou

s 
re

gi
st

ra
tio

n.
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

 

Th
e 

in
fo

rm
at

io
n 

I h
av

e 
pr

ov
id

ed
 is

 tr
ue

 to
 th

e 
be

st
 o

f m
y 

kn
ow

le
dg

e 
un

de
r p

en
al

ty
 o

f p
er

ju
ry

.  
If 

I h
av

e 
pr

ov
id

ed
 

fa
lse

 in
fo

rm
at

io
n,

 I 
m

ay
 b

e 
su

bj
ec

t t
o 

a 
fin

e 
or

 im
pr

iso
nm

en
t o

r b
ot

h 
un

de
r f

ed
er

al
 o

r s
ta

te
 la

w
s.

 
 X    

   
   

  s
ig

na
tu

re
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

da
te

 

N
ex

t, 
el

ec
tio

n 
in

sp
ec

to
r c

om
pl

et
e 

th
e 

re
vi

ew
 ch

ec
kl

ist
 o

n 
th

e 
ot

he
r s

id
e.

  
 

   
ap

pr
ox

im
at

e 
da

te
 

  r
eg

is
tr

at
io

n 
in

fo
rm

at
io

n 
 (r

eq
ui

re
d)

 

 
St

ar
t  

Election Officials' Manual Appendix 
Michigan Bureau of Elections 

Updated September 2020

56



el
ec

tio
n 

in
sp

ec
to

r r
ev

ie
w

 c
he

ck
lis

t 
 Re

vi
ew

 th
e 

in
fo

rm
at

io
n 

pr
ov

id
ed

 b
y 

th
e 

vo
te

r f
or

 
co

m
pl

et
en

es
s.

 V
er

ify
 th

e 
vo

te
r: 

    
   

 
   

co
m

pl
et

ed
 th

e 
af

fid
av

it 
&

 v
ot

er
 re

gi
st

ra
tio

n 
fo

rm
 o

n 
th

e 
ot

he
r s

id
e 

of
 th

is 
en

ve
lo

pe
 

is 
in

 th
e 

co
rr

ec
t p

re
ci

nc
t o

r r
ef

us
es

 to
 g

o 
to

 th
e 

co
rr

ec
t 

pr
ec

in
ct

 
re

gi
st

er
ed

 p
rio

r t
o 

th
e 

cl
os

e 
of

 re
gi

st
ra

tio
n 

(s
ee

 d
at

e 
bo

x 
   

   
 o

n 
th

e 
ot

he
r s

id
e)

 
      

 If
 a

ny
 o

f t
he

 a
bo

ve
 a

re
 n

ot
 c

he
ck

ed
, t

he
 v

ot
er

 c
an

no
t 

vo
te

 a
 p

ro
vi

sio
na

l b
al

lo
t. 

 D
o 

no
t c

on
tin

ue
. 

  
 As

k 
th

e 
vo

te
r f

or
 p

ic
tu

re
 ID

 a
nd

 p
ro

of
 o

f t
he

ir 
cu

rr
en

t a
dd

re
ss

.  
Th

en
 a

ns
w

er
 th

es
e 

qu
es

tio
ns

: 
 1.

Di
d 

th
e 

lo
ca

l c
le

rk
 c

on
fir

m
 th

e 
vo

te
r i

s n
ot

   
   

   
 

Ye
s 

N
o 

 
re

gi
st

er
ed

 in
 a

no
th

er
 p

re
ci

nc
t i

n 
th

e 
ju

ris
di

ct
io

n?
   

  
 

2.
Di

d 
th

e 
vo

te
r p

ro
vi

de
 a

n 
ap

pr
ov

ed
 p

ic
tu

re
 ID

   
  

th
at

 c
on

fir
m

s h
is

 o
r h

er
 a

dd
re

ss
 in

 th
e 

pr
ec

in
ct

? 
Ye

s 
N

o 
 

3.
  W

er
e 

 a
ll 

 a
ns

w
er

s  
ab

ov
e 

 Y
es

? 
   

 
Ye

s 
N

o 
 

  N
ex

t, 
co

m
pl

et
e 

th
e 

ap
pr

op
ria

te
 b

al
lo

t s
ec

tio
n 

to
 th

e 
rig

ht
.  

 
      

el
ec

tio
n 

in
sp

ec
to

r -
 is

su
in

g 
a 

ba
llo

t –
 d

et
er

m
in

in
g 

th
e 

co
rr

ec
t t

yp
e 

 If 
yo

u 
an

sw
er

ed
 Y

ES
 to

 Q
ue

st
io

n 
3,

 is
su

e 
an

 A
ffi

da
vi

t b
al

lo
t :

 

 

En
te

r I
D 

ty
pe

 a
nd

 #
:  

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

_ 
Pr

ep
ar

e 
th

e 
ba

llo
t a

s C
ha

lle
ng

ed
  b

y 
w

rit
in

g 
an

d 
co

nc
ea

lin
g 

th
e 

ba
llo

t n
um

be
r o

n 
 

th
e 

ba
llo

t 
En

te
r v

ot
er

 a
nd

 is
su

e 
th

e 
ba

llo
t i

n 
th

e 
(e

)P
ol

lb
oo

k 
as

 a
n 

Af
fid

av
it 

ba
llo

t 
Co

m
pl

et
e 

th
e 

el
ec

tio
n 

in
sp

ec
to

r r
ec

or
d 

be
lo

w
 

G
iv

e 
vo

te
r t

he
 N

ot
ic

e 
to

 V
ot

er
 

Al
lo

w
 v

ot
er

 to
 m

ar
k 

th
e 

ba
llo

t &
 p

ut
 th

ei
r b

al
lo

t i
n 

th
e 

ta
bu

la
to

r 
Pl

ac
e 

th
is 

em
pt

y 
en

ve
lo

pe
 in

 th
e 

Pr
ov

isi
on

al
 B

al
lo

t S
to

ra
ge

 E
nv

el
op

e 
 

 
 If 

yo
u 

an
sw

er
ed

 N
O

 to
 Q

ue
st

io
n 

3,
 is

su
e 

an
 E

nv
el

op
e 

ba
llo

t: 
 

En
te

r I
D 

ty
pe

 a
nd

 #
 _

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

_ 
or

  
 N

ot
 p

ro
vi

de
d 

En
te

r r
es

id
en

cy
 p

ro
of

 (c
ur

re
nt

 u
til

ity
 b

ill
, b

an
k 

st
at

em
en

t, 
pa

yc
he

ck
, o

r a
ny

 o
th

er
  

   
 g

ov
er

nm
en

t d
oc

um
en

t)
 : 

 _
__

__
__

__
__

__
__

__
__

__
__

__
__

__
 o

r  
N

ot
 p

ro
vi

de
d 

Pr
ep

ar
e 

th
e 

ba
llo

t a
s C

ha
lle

ng
ed

 b
y 

w
rit

in
g 

an
d 

co
nc

ea
lin

g 
th

e 
ba

llo
t n

um
be

r o
n 

 
   

 th
e 

ba
llo

t 
En

te
r v

ot
er

 a
nd

 is
su

e 
th

e 
ba

llo
t i

n 
th

e 
(e

)P
ol

lb
oo

k 
as

 a
n 

En
ve

lo
pe

 b
al

lo
t 

Co
m

pl
et

e 
th

e 
el

ec
tio

n 
in

sp
ec

to
r r

ec
or

d 
be

lo
w

 
Gi

ve
 v

ot
er

 th
e 

N
ot

ic
e 

to
 V

ot
er

 
In

st
ru

ct
 v

ot
er

 to
 p

la
ce

 th
e 

ba
llo

t i
n 

th
e 

se
cr

ec
y 

sle
ev

e 
an

d 
th

en
 th

is 
en

ve
lo

pe
 a

fte
r 

vo
tin

g,
 th

e 
ba

llo
t m

us
t N

O
T 

be
 p

ut
 in

 to
 th

e 
ta

bu
la

to
r t

od
ay

 a
nd

 m
us

t b
e 

re
tu

rn
ed

 to
 

an
 e

le
ct

io
n 

in
sp

ec
to

r 
Al

lo
w

 v
ot

er
 to

 m
ar

k 
th

e 
ba

llo
t &

 se
al

 th
e 

ba
llo

t i
ns

id
e 

th
is 

en
ve

lo
pe

 
Pl

ac
e 

th
is 

en
ve

lo
pe

 in
 th

e 
Pr

ov
isi

on
al

 B
al

lo
t S

to
ra

ge
 E

nv
el

op
e 

 
 

el
ec

tio
n 

in
sp

ec
to

r r
ec

or
d 

 Is
su

ed
:  

 A
ffi

da
vi

t b
al

lo
t  

O
R 

 E
nv

el
op

e 
ba

llo
t  

   
  V

ot
er

 #
 _

__
__

__
__

  P
ct

 # 
__

__
__

__
__

__
__

__
 El

ec
tio

n 
da

te
: _

__
__

__
__

__
__

 In
iti

al
s o

f i
ns

pe
ct

or
 se

al
in

g 
en

ve
lo

pe
 (i

f b
al

lo
t e

nc
lo

se
d)

  _
__

__
_

  Co
m

m
en

ts
: _

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
_ 

 
Fo

r C
le

rk
’s

 U
se

 O
nl

y:
 

 N
ot

 C
ou

nt
ed

:  
Re

as
on

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

 
 

 C
ou

nt
ed

:  
Re

as
on

 
Ac

tio
n 

   
   

  
 O

rig
in

al
 a

pp
lic

at
io

n 
re

je
ct

ed
   

   
   

 N
o 

ID
 p

ro
vi

de
d 

w
/in

 6
 d

ay
s  

   
   

   
   

   
   

   
  

 
 

 R
ea

ct
iv

at
ed

 
 R

eg
ist

er
ed

 
 R

eg
ist

ra
tio

n 
af

te
r d

ea
dl

in
e 

   
   

   
  

 N
o 

re
sid

en
cy

 c
on

fir
m

at
io

n 
w

/in
 6

 d
ay

s  
   

 
 

 
 R

eg
ist

er
ed

 
 

 N
ot

ic
e 

se
nt

 o
n 

__
__

__
__

__
_ 

 C
an

ce
lle

d 
   

   
   

   
   

   
   

   
   

   
   

   
   

   
 V

ot
ed

 o
ut

 o
f p

re
ci

nc
t 

   
   

   
   

   
   

   
   

   
 

 
 P

ro
vi

de
d 

ID
 

 
In

iti
al

s o
f p

ro
ce

ss
or

: 
 U

nr
ea

da
bl

e/
In

co
m

pl
et

e 
 

   
   

   
   

   
   

   
   

   
 

 
 R

es
id

en
cy

 c
on

fir
m

ed
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

 _
__

__
__

__
__

__
 

Co
m

m
en

ts
:

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__

ST
OP

ot
he

r e
nv

el
op

e 
ba

llo
t r

ea
so

ns
 –

 a
ffi

da
vi

t a
nd

 v
ot

er
 re

gi
st

ra
tio

n 
fo

rm
 N

O
T 

re
qu

ire
d 

– 
do

 n
ot

 u
se

 th
is 

bo
x 

un
le

ss
 in

st
ru

ct
ed

 b
y 

th
e 

lo
ca

l C
le

rk
  

Vo
te

r N
am

e 
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

_ 
Vo

te
r #

__
__

__
__

_ 
El

ec
to

r s
ub

je
ct

 to
 fe

de
ra

l I
D 

re
qu

ire
m

en
t u

na
bl

e 
to

 p
ro

du
ce

 a
n 

ac
ce

pt
ab

le
 fo

rm
 o

f I
D 

El
ec

to
r p

ro
du

ce
d 

pi
ct

ur
e 

ID
 to

 sa
tis

fy
 th

e 
M

ic
hi

ga
n 

vo
te

r i
de

nt
ifi

ca
tio

n 
re

qu
ire

m
en

t; 
qu

es
tio

ns
 o

ve
r t

he
 e

le
ct

or
’s

 id
en

tit
y 

re
m

ai
ne

d 
af

te
r i

ns
pe

ct
io

n 
of

 th
e 

pi
ct

ur
e 

ID
 

   
   

 

Election Officials' Manual Appendix 
Michigan Bureau of Elections 

Updated September 2020

57



NOTICE TO VOTERS WHO DO NOT
APPEAR ON THE PRECINCT’S REGISTRATION LIST

(Notice must be issued to any voter who 1) does not appear on the precinct’s registration list
2) completed the attached Provisional Ballot Form and 3) was issued a provisional ballot.)

As explained by the election workers, special procedures were followed when issuing you a ballot as
your name did not appear on the registration list where you offered to vote. Please be advised of the
following:

If the election workers directed you to place your ballot in the precinct’s tabulator, all valid votes
appearing on your ballot will count. You have voted!

If the election workers directed you to place your ballot in a Provisional Ballot Form envelope, the
clerk will determine if your ballot can be counted within six calendar days after the election. If your
ballot can be counted, all valid votes appearing on your ballot will count. If your ballot cannot be
counted, no votes appearing on your ballot will count.

IMPORTANT: MAKING SURE YOUR BALLOT COUNTS

If the election workers placed your ballot in a Provisional Ballot Form envelope because you were unable
to satisfy the identification and/or residency verification steps, your ballot will be counted if you provide
your local city or township clerk with required document(s) no later than the sixth calendar day after the
election. You can appear in person in your city or township clerk’s office to show the document(s), fax
the document(s) to the clerk or mail a copy of the document(s) to the clerk. If you do not satisfy the
identification requirement and/or the residency verification requirement within six calendar days after
the election, your ballot will not count. The following lists the types of documents you can use to satisfy
the requirements:

Documents which satisfy identification requirement: A Michigan Driver License; a Michigan Personal
Identification Card; any other type of government issued identification card which shows your picture;
or an identification card issued by a Michigan university or college which shows your picture.

Documents which satisfy residency requirement: A Michigan Driver License; A Michigan Personal
Identification Card; government issued picture identification card; picture identification issued by a
Michigan university or college; current utility bill; current bank statement; current paycheck or
government check; or any other government document. The document must show your name and
your address. The address shown on the document must be in the precinct where you voted.

NEED MORE INFORMATION?

For additional information, contact your city or township clerk’s office in person or by phone. If your
ballot cannot be counted, the clerk will explain why. Contact information:

Contact your local city or township clerk if you wish to obtain information on the government documents which can be used
to satisfy the requirement.
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NOTICE TO VOTERS UNABLE TO SATISFY
STATE AND/OR FEDERAL IDENTIFICATION REQUIREMENT

(Notice must be issued to any voter who is required to vote a Provisional Envelope ballot
because he or she is unable to satisfy Michigan’s voter identification requirement

and/or the federal voter identification requirement.)

Check applicable box below:

As questions over your identity remained after an inspection of the picture identification you
produced to satisfy Michigan’s voter identification requirement, special procedures were
followed when issuing you a ballot.

As you are subject to the federal voter identification requirement and have not satisfied the
requirement to date, special procedures were followed when issuing you a ballot. The federal
voter identification requirement applies to voters who 1) have never previously voted in
Michigan 2) registered to vote by mail and 3) are not exempted from the ID requirement under
federal law.

IMPORTANT: MAKING SURE YOUR BALLOT COUNTS

To ensure that your ballot counts, you must provide your local city or township clerk with an
appropriate identification document no later than the sixth calendar day after the election. Except as
noted below, you can appear in person in your city or township clerk’s office to show the document, fax
the document to the clerk or mail a copy of the document to the clerk. If you do not satisfy the
identification requirement within six calendar days after the election, your ballot will not count. The
following lists the types of documents you can use to satisfy the identification requirement:

Documents which satisfy federal voter identification requirement imposed on first time mail
registrants who have never previously voted in Michigan: A copy of any current and valid picture
identification or a copy of a paycheck, government check, utility bill, bank statement or a government
document which lists your name and address.

Documents which satisfy Michigan voter identification requirement imposed on all voters who attend
the polls to vote: A Michigan Driver License; a Michigan Personal Identification Card; driver’s license or
personal identification card issued by another state; a federal or state government issued picture
identification; a U.S. passport; a military identification card with picture; a student identification with
picture from a high school or an accredited institution of higher education; or a tribal identification with
picture. In all cases, the picture identification must be current. To satisfy the Michigan voter
identification requirement, you must appear in person in your city or township clerk’s office.

NEED MORE INFORMATION?

For additional information, contact your city or township clerk’s office in person or by phone. If your
ballot cannot be counted, the clerk will explain why. Contact information:

Contact your local city or township clerk if you wish to obtain information on the government documents which
can be used to satisfy the requirement.
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Page 1 of 3 

November 2015 

Within 6 days after the election, the city or township clerk must evaluate each Provisional 
Envelope ballot voted by the jurisdiction’s voters to determine if the ballot can be counted.
When making this determination, the city or township clerk is not permitted to open the 
Provisional Ballot Form envelope holding the ballot.

I. MISSING REGISTRATION:  Determining the validity of a Provisional
Envelope ballot issued to an elector whose name did not appear in the
ePollbook or on the QVF Precinct List

All of the information needed to determine the validity of a Provisional Envelope ballot issued to 
such an elector is recorded on the Provisional Ballot Form completed by the precinct board. 

THE PROVISIONAL ENVELOPE BALLOT CAN BE COUNTED IF: 

A valid voter registration application for the elector is located and the registration
application was submitted by the elector on or before the “close of registration” for the
election at hand;

OR
The elector completed the Provisional Ballot Form properly by:

Signing the affidavit and confirming registration prior to the close of registration

Completing a the voter registration form portion of the Provisional Ballot Form

Showing an acceptable form of photo ID1

Showing an acceptable form of proof of residency2

In either case, ensure that the Provisional Envelope ballot was voted in the proper precinct.
Only Provisional Envelope ballots processed in the proper precinct are valid. 

Submission of picture ID and residence confirmation document during 6-day evaluation 
period permitted.

1 Acceptable IDENTIFICATION documents include:  Michigan Driver’s License, Michigan Personal Identification 
Card, other government-issued photo identification card or a photo identification card issued by a Michigan 
university or college. 
2 Acceptable proof of RESIDENCY documents include: Any of the above identification documents OR a current 
utility bill, current bank statement, current paycheck or government check or any other government document. 

Procedure for Handling Provisional Envelope 
Ballots Returned to Clerk’s Office for Review
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In an instance where the elector was unable to identify himself or herself with acceptable
form of picture ID1 and/or an acceptable form of proof of residency2 (see above), the ballot
can be counted if the voter is able to produce the required document(s) during the 6-day
evaluation period.  The voter can appear in person in the city or township clerk’s office to
show the document(s), fax the document(s) to the clerk or mail a copy of the document(s)
to the clerk.  The document(s) must reach the city or township clerk no later than the sixth
calendar day after the date of the election.

In any instance where a Provisional Envelope ballot is counted because the voter was able
to produce the required picture ID1 and/or residence confirmation2 document(s) during the
6-day evaluation period, the clerk must enter a notation on the Provisional Ballot Form
completed when the voter was issued the Provisional Envelope ballot in the polls.

THE PROVISIONAL ENVELOPE BALLOT CANNOT BE COUNTED IF: 
The elector was unable to identify him or herself at the polls or during the 6-day evaluation
period by showing an acceptable form of picture ID1 and/or an acceptable form of proof of
residency2.  Both ID and residency must be verified before a Provisional Envelope ballot
can be counted.

IMPORTANT NOTE REGARDING ELECTORS WHO VOTED IN WRONG PRECINCT:

In any situation where a Provisional Envelope ballot has been issued to a voter who 1) 
appeared to vote in the wrong precinct and 2) declined to travel to his or her proper precinct to 
vote, you must make every effort to accurately confirm that the voter did, in fact, vote in the 
wrong precinct before rejecting the Provisional Envelope ballot as invalid.  The evaluation must 
include a check of the QVF street index to verify that the voter was not assigned to the wrong 
precinct in error.  If a check of the street index reveals that a voter in this situation actually 
voted in the proper precinct, the Provisional Envelope ballot must be counted. 

II. FEDERAL ID REQUIREMENT:  Determining the validity of a Provisional
Envelope ballot issued to an elector subject to the federal identification
requirement

The Provisional Envelope ballot can be counted if during the 6-day Provisional Envelope
ballot evaluation period the elector provides an acceptable form of picture ID1 OR an
acceptable form of proof of residency2 (see above).  Only one of these forms is necessary
to meet the federal ID requirement. The voter can appear in person in the city or township
clerk’s office to show the required ID, fax the required ID to the clerk or mail a copy of the
required ID to the clerk. In an instance where a Provisional Envelope ballot is counted
because the voter was able to produce the required ID during the 6-day evaluation period,
the clerk must enter a notation on the Provisional Ballot Form.

The Provisional Envelope ballot cannot be counted if the voter fails to provide the proper
identification to satisfy the federal ID requirement during the 6-day evaluation period.
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III. MICHIGAN VOTER IDENTIFICATION REQUIREMENT:  Determining the
validity of a Provisional Envelope ballot issued to a voter because
questions over the voter’s identity remained after an inspection of the
picture identification produced by the voter

The Provisional Envelope ballot can be counted if the elector appears in person and
provides a Michigan Driver’s License or a Michigan Personal Identification Card during the
6-day evaluation period.  Voters can also show any of the following forms of picture
identification as long as they are current:  a driver’s license or personal identification card
issued by another state; a federal or state-government issued photo identification; a U.S.
passport; a military identification card with photo; a student identification with photo from a
high school or an accredited institution of higher education; or a tribal identification with
photo.  In all cases, the picture identification must resolve the questions over the voter’s
identity which prompted the issuance of a Provisional Envelope ballot to the voter.

The Provisional Envelope ballot cannot be counted if the voter fails to personally appear in
the clerk’s office during the 6-day evaluation period and provide an acceptable form of
picture ID.

IV. Processing & Tabulating of Valid Provisional Envelope Ballots
Using two people of differing political parties: 

If the Provisional Envelope ballot can be counted, remove the ballot from the Provisional
Ballot Form and remove the stub from the ballot.  Do not remove the ballot from its secrecy
sleeve during this step.

Place the ballot in a ballot container.

After you have placed all of the valid Provisional Envelope ballots that can be counted in
the container, remove the ballots and count the valid votes on the ballots.

After counting the valid votes on the ballots, document the votes cast using a tally sheet.
After completing the tally sheet, submit it to the county canvassing board.  The form must
be transmitted to the canvassing board no later than the 7th day after the election so the
valid votes can be added to the canvass.

After recording the valid votes on the ballots that can be counted, seal the counted ballots
into an approved ballot container, attaching a ballot tag to the seal which indicates that the
container holds the provisional envelope ballots returned after the election which were
determined valid and counted.  Retain the Provisional Ballot Forms in a separate secure
place in your office.

Register each voter who completed a Provisional Ballot Form regardless if the ballot was
determined valid or invalid, envelope or affidavit, and associate voter history as necessary.

Election Officials' Manual Appendix 
Michigan Bureau of Elections 

Updated September 2020

62



PROVISIONAL BALLOT / NOT IN POSSESSION of ID WORKSHEET

Use this worksheet as a tool to help gather your data before typing into the online form in the Elections eLearning Center. 
County offices have immediate access through the eLearning Center to the reports submitted online.  

Within 7 days after the election, cities and townships must report totals by precinct of voters appearing at the poll who:
were not listed in the ePollbook or Precinct List and completed a Provisional Ballot Form
signed the Affidavit of Voter Not in Possession of Picture ID (back of the Application to Vote)
No Absentee Ballots are included in this report

NOTE - This report is different from the actual vote totals of provisional envelope ballots determined to be valid after the 
election. Those still need to be sent to your county office to be included in the canvass. 

City or Township Jurisdiction Code:
# of In-person Precincts in this election:

Jurisdictions with many precincts can upload a spreadsheet of these numbers into the online form in the eLearning 
Center. Please use the BOE formatted PVB ID Spreadsheet to ensure your data can be imported into our system.  

Enter A to E for each precinct on the next page.
No Absentee Ballots are included.

Enter your 5 digit jurisdiction code for each line in the online form; this allows the numbers to be tallied correctly.
A) Precinct number or name

B) Affidavit Ballots - after a voter completes the Provisional Ballot Form and they were deemed able to have their
ballot tabulated on election day. These are NOT Absentee ballots.

Provisional Envelope Ballots - ballots secured in Provisional Ballot Storage Envelopes after the voter completes a
Provisional Ballot Form and information is reviewed after election day:

C) # of Envelope Ballots that were determined valid and counted

D) # of Envelope Ballots that were determined invalid and not counted

Reasons Envelope Ballots were Not Counted
(as listed on the Provisional Ballot Form) 

Complete this section with Totals 
for the whole jurisdiction

No ID provided w/in 6 days
No residency confirmation w/in 6 days
Voted out of precinct
Original application rejected
Registered after deadline
Cancelled
Unreadable/Incomplete

E) For each precinct, the number of voters who signed the Affidavit of Voter Not in Possession of Picture ID (on
the back of the Application to Vote)
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PROVISIONAL BALLOTS / NOT IN POSSESSION of IDS BY PRECINCT
A) Precinct Name

or # 
B) # of Provisional

Affidavit Ballots
Tabulated in Precinct

C) # of Envelope Ballots
Reviewed after Election
deemed Valid -  Counted

D) # of Envelope Ballots 
Reviewed after Election

deemed Invalid –  
Not Counted

E) # of Voters 
Not in Possession of 
Picture ID Affidavit

Jurisdictions with many precincts can upload a spreadsheet of these numbers into the online form in the eLearning 
Center. Please use the BOE formatted PVB ID Spreadsheet to ensure your data can be imported into our system.  
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Precinct List Notes

Code Status Description

1 CH AGE

2 CH BUSINESS ADDRESS

3 CH CITIZENSHIP

4 CH ID CARD RETURNED

5 CH RESIDENCY

6 CH REGISTERED BY MAIL + NOT 60 YEARS OLD

21 V CONFIRM ADDRESS

22 V CORRECT ADDRESS

23 V DOB

24 V SIGN REGISTRATION CARD

25 V CONFIRM CITIZENSHIP

30 V SURRENDERED LICENSE

ID

MVIP

Other Abbreviations:
MUST SHOW ID BEFORE VOTING

MUST VOTE IN PERSON

av-s VOTER HAS BEEN SENT AN AV BALLOT

av-r AV BALLOT HAS BEEN RECEIVED FROM A VOTER
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AFFIDAVIT OF VOTER NOT IN POSSESSION 
OF PICTURE IDENTIFICATION

I, hereby affirm that I reside at 
(Print Name) 

,
(Present Street Address) 

I further affirm that I am not in possession of a driver’s license, a state-issued personal identification 
card or any other form of picture identification and wish to vote. 

By signing this affidavit, I swear that the statements made above are true.

SIGNATURE OF VOTER: 

Penalty:  Making a false statement in this affidavit is perjury, punishable by a fine up to $1,000.00 or 
imprisonment for up to 5 years, or both. 

To be completed by Election Inspector 

Sworn and subscribed to before me this  day of  ,

I certify that the elector named above has completed the above affidavit in my presence. 

Signature of Election Inspector 

Return this form in Local Clerk Envelope 
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STATE OF MICHIGAN 
BUREAU OF ELECTIONS 

LANSING

1

Picture Identification in the Polls:
Questions and Answers

Revised:  June 2013

Background: In 2007, the Michigan Supreme Court ruled that a provision of Michigan election 
law which requires voters to either present picture identification or sign an affidavit if they do 
not have picture identification with them is constitutional and enforceable.  (See MCL 168.523 
for picture identification requirement.)  While this requirement was originally enacted by the 
State Legislature in 1996, the requirement was not implemented until 2007due to a prior ruling 
issued through the Attorney General’s office.  Instructions for the administration of the picture 
identification requirement are provided below.

1) What does the 2007 Supreme Court ruling mean for Michigan’s election officials and
voters?

Every Michigan voter who offers to vote at the polls must show picture identification or sign an 
affidavit attesting that he or she is not in possession of picture identification.  (A copy of the 
affidavit form is attached for reference.) 

2) How must the picture identification requirement be administered?

The election inspector responsible for administering the requirement will ask each voter who 
completes an Application to Vote to show picture identification. If the voter states that he or she 
does not have picture identification, the election inspector will give the voter an affidavit to sign 
attesting that he or she is not in possession of picture identification.  A ballot cannot be issued to 
the voter unless the voter displays picture identification or signs the affidavit. 

3) What type of check is the election inspector required to perform when viewing a voter’s
picture identification?

The election inspector will check the photo and name appearing on the identification to verify 
the voter’s identity.  As a part of this check, the election inspector will confirm that the name 
appearing on the picture identification matches the name entered by the voter on the Application 
to Vote.
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4) Does the name appearing on the picture identification have to exactly match the name
entered by the voter on the Application to Vote or the manner in which the voter’s
name appears on the precinct’s QVF list?

No – however, the names must be similar enough to verify the voter’s identity. For example, 
commonly used abbreviated names are acceptable such as Bill for William, Kathy for Kathryn.  
Initials that are representative of the voter’s first name are also acceptable.  

5) What types of picture identification can voters display to satisfy the requirement?

Voters can satisfy the picture identification requirement by showing a Michigan driver’s license 
or a Michigan personal identification card.   

Voters who do not possess either document may show any of the following forms of picture 
identification as long as they are current: 

Driver’s license or personal identification card issued by another state.

Federal or state government-issued photo identification. 

U.S. passport.

Military identification card with photo.

Student identification with photo – from a high school or an accredited institution of higher 
education.

Tribal identification card with photo. 

6) What actions should an election inspector take if the photo appearing on the picture
identification displayed by a voter does not resemble the voter closely enough to verify
the voter’s identity?

As a first step, the election inspector should take into account the age of the photo and any 
explanations the voter may wish to offer (weight gain or loss, hair style or facial hair alterations, 
different eyeglass frames, etc.).  If such considerations resolve the matter, the election inspector 
should issue a ballot to the voter.  If questions over the voter’s identity remain, the election 
inspector should ask to view any other acceptable forms of picture identification that the voter 
may have in his or her possession.  If the matter cannot be resolved with a second piece of 
picture identification or if the voter is unable to produce a second piece of picture identification, 
the election inspector should issue a provisional ballot to the voter and contact the clerk. 

When issuing a provisional ballot in such a situation, the election inspector must preserve the 
provisional ballot as an “envelope” ballot.  In addition, the completion of the Four-Step 
Procedure Form is not necessary.  (The completion of the Four-Step Procedure Form is only 
necessary in instances where a voter’s name does not appear on the precinct’s QVF list.)

Election Officials' Manual Appendix 
Michigan Bureau of Elections 

Updated September 2020

69



3

7) Does the identification displayed by the voter have to show the voter’s residential
address?

No.  A picture identification card that does not show the voter’s residential address is acceptable. 

8) What happens if a voter offering to vote states that he or she has picture identification
– but did not bring it to the polls?

Such voters can vote by signing the Affidavit of Voter Not in Possession of Picture Identification
form.  The affidavit can be used by 1) voters who do not have acceptable picture identification 
and 2) voters who have picture identification – but do not bring it to the polls. 

9) Where can election officials obtain the affidavit form?

The Affidavit of Voter Not in Possession of Picture Identification form can be found on the 
Bureau of Elections website (www.michigan.gov/elections; under Information for Election
Administrators; Voter Identification Requirements). A direct link to the form is below: 

Affidavit of Voter Not in Possession of Picture Identification

The form is also available through commercial vendors who market election-related forms.  The 
affidavit form is also attached to this document.

An adequate quantity of the forms must be supplied in every precinct supply kit.  We 
recommend that the affidavit be printed on the reverse side of the Application to Vote.  Below is 
a link to a combined Application to Vote / Affidavit of Voter not in Possession of Picture 
Identification form, also available on the Bureau of Elections website: 

Application to Vote - Poll List

10) What happens to the affidavit forms which are completed and submitted by voters?

The completed affidavit forms must be secured by the precinct board and forwarded to the clerk 
after the polls close.  The clerk must retain the completed affidavit forms for a period of six 
years.

11) Are there any other records associated with the picture identification requirement that 
Michigan election administrators need to create or maintain?

Yes. City and township clerks must report the number of voters that signed an Affidavit of Voter 
Not in Possession of Picture Identification to the County Clerk within 7 days after the election.  
Counties must report these totals to the Secretary of State within 14 days after the election.  
Provisional Ballot Report forms now include a column for reporting these totals. 

12) Can a challenger or an election inspector challenge a voter just because he or she does 
not have picture identification or did not bring it to the polls and signs an affidavit?
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No.  A voter cannot be challenged just because he or she is not in possession of picture 
identification or did not bring picture identification to the polls and signs the affidavit in order to 
vote.  Of course, as is the case with any voter, a voter who is unable to show picture 
identification can be challenged if a challenger or an election inspector has “good reason to 
believe” that the person is not qualified to vote in the precinct. 

13) Under what circumstances can a challenge related to the picture identification
requirement be issued?

As a challenger may challenge election procedures that are not being properly performed, a 
challenge may be made if an election inspector attempts to issue a ballot to a voter who has not 
shown picture identification or signed an affidavit.  Also, a challenger may challenge the ballot 
of a voter if the challenger has “good reason to believe” the person is not properly registered.  
Consequently, a challenge may be issued if a voter provides picture identification with an 
address that is different than the address on the precinct’s QVF list.

14) Does the picture identification requirement impact the absentee voting process in any 
way? 

Yes.  As a result of legislation enacted in 2012 (PA 523 of 2012), voters who obtain an absent 
voter ballot in person are also required to comply with the picture identification requirement.  If 
these voters are not in possession of picture ID, they may sign the same Affidavit of Voter not in 
Possession of Picture Identification form that is used in the polls on Election Day.  AV ballots 
from voters that obtain ballots in person, do not provide picture identification and sign the 
affidavit form must be processed as a challenged ballot on Election Day.   

15) What actions should a precinct board take if a voter who does not possess picture 
identification refuses to sign the affidavit form?  Would such a voter be eligible to 
receive a provisional ballot?

A voter not in possession of picture identification who refuses to sign the affidavit form cannot 
vote and should be referred to the local clerk.  This is the same procedure used for voters who 
refuse to complete an Application to Vote:  no ballot is issued.  Such a voter would not be 
eligible for a provisional ballot. 

16) What actions should a precinct board take if a voter claims to have picture 
identification but refuses to show it?  Should such a voter be offered the opportunity to 
sign the affidavit form?  Would such a voter be eligible to receive a provisional ballot?

A voter who claims to have picture identification but refuses to show it cannot vote and should 
be referred to the local clerk.  The voter does not have the option of signing the affidavit form as 
the affidavit is designed for voters not in possession of picture identification.  Such a voter would 
not be eligible for a provisional ballot. 

17) Does picture identification have to be requested in an instance where the voter is well
known to the election inspector handling the picture identification requirement?
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Yes.  The consistent application of the picture identification requirement is important to avoid 
any appearance that the requirement is being selectively enforced.  In addition, the law makes no 
exceptions for such situations. 

18) Does a voter well known to the election inspector handling the picture identification
requirement have to sign the affidavit if the voter is not in possession of picture 
identification?

Yes.  As noted above, any practice which would make it appear that the picture identification 
requirement is being selectively enforced must be avoided.  Also, the law makes no exceptions 
for such situations. 

19) How does the picture identification requirement impact the federal identification 
requirement imposed under the Help America Vote Act (HAVA) on new Michigan
voters who register to vote by mail?

If a voter subject to the federal identification requirement did not meet the requirement when 
registering to vote, the voter must present one of the following documents before voting in the 
first election in which he or she wishes to participate:  1) an acceptable form of picture 
identification or 2) a paycheck, government check, utility bill, bank statement or a government 
document which lists the voter’s name and address. 

Given the above, three situations could emerge when a voter is subject to the federal 
identification requirement: 

Voter displays picture identification:  Satisfies both the federal identification requirement 
and Michigan’s picture identification requirement.

Voter displays paycheck, government check, utility bill, bank statement or a 
government document which lists his or her name and address:  Satisfies the federal 
identification requirement.  Voter must display picture identification to satisfy Michigan’s 
picture identification requirement.  If voter does not possess picture identification, he or she 
must sign the affidavit form developed for voters who do not possess picture identification 
before voting. 

Voter does not possess picture identification and is unable to produce a paycheck, 
government check, utility bill, bank statement or a government document which lists 
his or her name and address:  Voter must sign the Affidavit of Voter Not in Possession of
Picture Identification form.  As the voter is unable to satisfy the federal identification 
requirement, the voter must be issued a provisional ballot as provided under current
procedure.  The required provisional balloting notices must be given to the voter with the 
ballot.  After the voter has completed the voting process, the provisional ballot must be 
secured as an “envelope” ballot.  The voter is then extended a 6-day period to satisfy the 
federal identification requirement.  If the voter fails to satisfy the federal identification 
requirement during the 6-day period, the ballot is not counted. 
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State of Michigan Election Inspector Application 
 (Complete in your own handwriting and return to your local City/Township Clerk - find your local Clerk at mi.gov/vote) 

personal information

Full Name ____________________________________________________________________________ 

Date of Birth ________/________/_______  Email Address _____________________________________ 

Home Address  ________________________________________________________________________  

Phone #’s Home: _____________________ Work: ____________________ Cell: ___________________ 

Registered in   City or Township of _________________________  Pct # _______  Ward # ________ 

County of ___________________________________________   

Political Party Affiliation (REQUIRED; must be a recognized state party & may not be Independent): 
 Republican   Democratic   Libertarian  U.S. Taxpayers  Green   Natural Law  Working Class 

Have you ever been convicted of a felony or election crime? Yes       No 

 

education and experience information
 

Education Background (include highest grade completed or degree held)  ____________________________ 

_________________________________________________________________________________________ 

Employment Background (include current or last place of employment and type or work performed)   

_________________________________________________________________________________________  

_________________________________________________________________________________________ 

Languages other than English that you speak (if any) ______________________________________________  

Please rate your computer experience (data look-up, database processing, creating .pdfs, etc.): 
1 = not experienced, 5 = very experienced 

 1  2  3  4  5 

Past experience as an election inspector, if any (include name of jurisdiction) __________________________  

_________________________________________________________________________________________ 

Do you have transportation?                Yes     No 
Will you work at any polling place?     Yes     No If not, explain:  _________________________________ 
_________________________________________________________________________________________ 

signature and certification
I CERTIFY THAT I am not a member or a known active advocate* of a political party other than the party identified 
above.  I FURTHER CERTIFY THAT the foregoing statements are true to the best of my knowledge and belief. 

________________________________________________     ________/________/________  
        Signature of Applicant                 Date 

* A “known active advocate” of another political party is defined to mean a person who 1)  is a delegate to the convention or an officer of 
another party; 2)  is affiliated with another party through an elected or appointed government position or; 3)  has made documented public
statements specifically supporting by name another political party or its candidates in the same calendar year as the election at which the
person will serve as an inspector.  “Documented public statements” means statements reported by the news media or written statements 
with a clear and unambiguous attribution to the applicant.

ANY FALSE STATEMENTS MADE ON THIS APPLICATION WILL DISQUALIFY THE APPLICANT.

Approved by State Director of Elections (June 2015)
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Receiving Board Guide 
Provided by the Michigan Bureau of Elections 

Updated as of 10.17.2012 

Receiving Boards 
Introduction
A Receiving Board is an independent board established to ensure the recountability of election 
precincts.  The Election Commission of a jurisdiction must establish the Receiving Board by 
resolution and must appoint the Receiving Board inspectors.  Members must be qualified election 
inspectors and the board must have an equal number of Receiving Board inspectors from each 
major political party.  As of August 15, 2012, Receiving Boards are required by Michigan election 
law, MCL 168.679a. 

Appointment
The Receiving Board must be established by resolution of a jurisdiction’s Election Commission.  
The resolution may establish the Receiving Board one time for all future elections. 

The Receiving Board inspectors must be appointed by the jurisdiction’s Election Commission.  
Each inspector must be qualified to be an election inspector and have an election inspector 
application on file.  Inspectors appointed to serve in an Election Day precinct or absent voter 
counting board may be appointed to serve as Receiving Board inspectors as well. 

Responsibilities
Under oath, the Receiving Board inspectors receive the sealed ballot container, the Poll Book and 
the Statement of Votes from each precinct after the polls close.  Two election inspectors (one 
from each major political party) deliver those items properly sealed to the Receiving Board 
inspectors after their closing duties have been completed.  Election inspectors must remain 
present until Receiving Board inspectors have completed the verification. 

The Receiving Board inspectors verify: 

the Poll Book and/or Statement of Votes are not sealed into the ballot container 
the ballot container is properly sealed and the seal number is accurately recorded 
the number of names entered in the Poll Book balances with the number of ballots counted 

After verifying these items, the Receiving Board inspectors put the Poll Book and Statement of 
Votes back into the appropriate envelopes and reseal with a red paper seal, initialing and dating 
the seal. 

Corrective Action
If the Receiving Board inspectors find the Poll Book and/or Statement of Votes sealed in the 
ballot container or the ballot container improperly sealed and/or recorded, they should direct the 
election inspectors to take necessary actions to correct the mistake and fully document those 
actions in the Remarks section of the Poll Book.  The remarks must be signed by both the 
election and Receiving Board inspectors.   

If the number of names entered into the Poll Book does not balance with the number of ballots 
counted by the tabulator, a full explanation must be recorded in the Remarks section of the Poll 
Book.  If no explanation was provided, the Receiving Board inspectors should assist the election 
inspectors in determining the cause of the imbalance and instruct the election inspectors to fully 
document the cause in the Remarks section of the Poll Book.  The remarks must be signed by 
both the election and Receiving Board inspectors. 

e-Pollbook
Receiving Board inspectors may be utilized to print the final reports of the precinct and assist the 
election inspectors in completing the Poll Book and Statement of Votes.  The Receiving Board 
inspectors would print the List of Voters, Ballot Summary and the Remarks Reports from the 
encrypted flash drive. 
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Receiving Board Guide 
Provided by the Michigan Bureau of Elections 

Updated as of 10.17.2012 
Frequently Asked Questions 

1. Can the Clerk serve as a Receiving Board inspector? 
The Clerk serves on the Election Commission and is thus responsible for the 
appointment of election inspectors.  This presents a conflict of interest and thus prevents 
the Clerk from being an appointed Receiving Board inspector.  Other Clerk’s office staff 
members may be appointed as Receiving Board inspectors, a long as they are a qualified 
election inspector and have an election inspector application on file. 

2. Can the Receiving Board inspectors count, handle, or retabulate ballots? 
No.  The Receiving Board inspectors may not count, handle or retabulate the ballots.

3. Can the Receiving Board perform other administrative tasks like checking in supplies 
and reviewing the Poll Book? 

Yes, the Receiving Board inspectors may perform other tasks assigned by the Clerk.  
However, it’s important to place priority on those items listed under Responsibilities as 
those items will ensure a precinct is recountable.

4. How many inspectors must the Receiving Board have? 
At least two inspectors must be appointed to the Receiving Board, one from each major 
political party.  Larger jurisdictions may want to appoint additional multiples of two to 
accommodate the larger volume of precincts to be received. 

5. What if election inspectors sealed other supplies inside the ballot container, may they 
open it under the direction of the Receiving Board inspectors? 

The ballot container should only be opened in a case where the container was not sealed 
properly or the Poll Book and/or Statement of Votes was sealed inside. 

6. What if the Container Certificate was not included under seal with the ballot container? 
The ballot container should only be opened in a case where the container was not sealed 
properly or the Poll Book and/or Statement of Votes was sealed inside. 

7. What if no explanation can be found to account for an imbalance between the number 
of names in the Poll Book and the number of ballots processed by the tabulator? 

A remark should be made by the election and Receiving Board inspectors to alert the 
County Board of Canvassers. 

8. Do the Poll Book and Statement of Votes still have to be delivered to the County Clerk 
on election night? 

Yes, the Poll Book and Statement of Votes must be delivered to the County Clerk on 
election night.  For State and Federal elections another copy of the Statement of Votes 
must be delivered to Probate Judge on election night.  For other elections these 
documents shall be delivered by 11 a.m. the following day. 

9. Can the Receiving Board inspectors place Poll Books and Statement of Votes for 
multiple precincts in a single envelope? 

Yes, if permitted by the County Clerk, the Poll Book and Statement of Votes for more 
than one precinct may be included and delivered in a single sealed envelope. 
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Receiving Board Guide 
Provided by the Michigan Bureau of Elections 

Updated as of 10.17.2012 
Receiving Board Checklist 

Jurisdiction_____________________________ Precinct______  Election Date ______________

Required: 

Confirm the Poll Book and Statement of Votes are not sealed in the ballot container. 

Confirm the ballot container is sealed properly

Confirm the seal number was recorded properly 

Confirm the number of names listed in the Poll Book equals the number of ballots tabulated on
the tabulator tape and recorded on the Statement of Votes 

Correction of any of the above items requires the Receiving Board to direct the election inspectors 
returning the items to make the necessary corrections.  Once corrections are made, full documentation 
of the corrective action must be written in the remarks of the Poll Book, signed by the election 
inspectors and witnessed by the Receiving Board inspectors. 

Other beneficial items to review for a successful Canvass: 

Poll Book 
Clerk’s Preparation Certificate completed 
and signed 
Election Inspectors Preparation 
Certificate completed and signed by 
inspectors present when polls opened 
All inspectors subscribed to the 
Constitutional Oath of Office 
Oath administrator signed 
No lines skipped on the List of Voters 
All spoiled, affidavit, envelope, 
challenged, and AV ballots noted 
Ensure proper recording of write-in votes 
or a notation of none when applicable 
Ensure proper recording of challenges 
Ensure remarks were recorded 
Certificate of Election Inspectors 
completed and signed by inspectors 
present when polls closed 
Ballot summary is completed and totals
are accurate 
Ballot container seal number is properly 
recorded

Ballot Container Certificate 
Dated and signed by two election 
inspectors of differing party affiliation 
Seal number properly recorded 

Program Container Certificate 
Dated and signed by two election 
inspectors of differing party affiliation 
Seal number properly recorded 

Statement of Votes (3 copies required) 
Totals tape signed by inspectors present 
when poll closed 
Text of proposals attached 
Write-in votes totaled (if necessary) 
Seal number of ballot container recorded 
properly 
Seal number signed by two inspectors of 
differing party affiliation 
Signatures of all inspectors present when
polls closed 

After completion of the above, replace the Poll Book and Statement of Votes into the
appropriate envelopes and initial and seal with a red paper seal.  Then sign below.

We, the undersigned members of the Receiving Board, hereby certify the completion of the items checked above. 

_____________________________________        ____________________________________ 
Republican Receiving Board Inspector             Democratic Receiving Board Inspector
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Receiving Board Guide 
Provided by the Michigan Bureau of Elections 

Updated as of 10.17.2012 

RESOLUTION ESTABLISHING A RECEIVING BOARD FOR ELECTIONS HELD IN [insert 
jurisdiction name] 

WHEREAS, the City Clerk is responsible for conducting elections in [insert jurisdiction name]; and  

WHEREAS, MCL 168.679(a) provides the Election Commission of a city, township, or village 
shall, by resolution, provide that at an election at which the ballots are counted and certified at the 
precinct, 1 or more additional boards of election inspectors be appointed to serve as Receiving 
Boards; and 

WHEREAS, the [insert jurisdiction name] Receiving Board is responsible for the duties as 
outlined in Section 168.679(a) of the Michigan Election Law (Article 116 of 1954); and 

WHEREAS, the board of election commissioners shall appoint two or more election inspectors, 
with an equal number from each major political party to the Receiving Board prior to each 
election; 

NOW THEREFORE, BE IT RESOLVED: 

The Election Commission authorizes the establishment of a Receiving Board and the 
appointment of two or more election inspectors, with an equal number from each major 
political party, for all future elections beginning [insert upcoming election date]. 

Motion by                                          , seconded by       to adopt the Resolution 
authorizing the formation of a Receiving Board for Elections held in [insert jurisdiction name]. 

Ayes:   

Nays:    

Absent:    

RESOLUTION DECLARED ADOPTED. 
__________________________ 
[insert Clerk name], Clerk 

I Do Solemnly Swear (or affirm) that I will support the Constitution of the United States and the 
Constitution of this State, and that I will faithfully discharge the duties of the Office of Receiving
Board Inspector at the Election held on Tuesday, the _____ day of ________, _____, according to 
the best of my ability. 

Signatures of Persons Taking Oath and Certifying Preparation Certificate 

X X
Taken, subscribed and sworn to before me this 
_____ day of _________, _____. X

Signature of Person Administering Oath 

Sample Resolution

Recommended Oath
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Notice of Public Accuracy Test of Voting Equipment 

To the qualified electors of the , State of Michigan:  Notice is hereby 
given that a Public Accuracy Test for the electronic equipment that will be used in Precincts 1 & 2 
for the  Election is scheduled for  the  
located at .  The Public Accuracy Test is conducted to demonstrate that the computer 
programming used to tabulate the votes cast at the election meets the requirements of 
Michigan election law. 

, Clerk 
Township 
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Document Retention Schedule
The following lists the length of time election records and materials must be retained.  It merits note that the 
retention schedules are separated into two categories:  Election Administration, County Records, and 
City/Township/Village Records. This listing follows the State of Michigan’s General Schedule #23 unless a 
new law has changed the retention period.  Changes from General Schedule #23 are highlighted in yellow.

Election Administration

Item # Item Retention Period

100 Bureau of Elections Correspondence  Creation date + 2 years

101 Transitory Correspondence 30 days after receipt

102 Post Election Reports Day after November General Election + 2 years

103 Certification While serving as an election official 

County Records

Item # Item Retention Period

200 Affidavits of Candidacy Until the election is held + 2 years

201 Affidavits of Constitutional Qualification Until the election is held + 2 years

202 Affidavits of Identity Until the election is held + 2 years

203A Applications to Vote Until the election is held + 6 years

204 Apportionment From the first election that the plan was in effect 
+ 11 years

205 Ballots (Select School District Elections) Until 30 days after the canvass of the election is 
completed, or

until a recount is completed,

until a court order or a Secretary of
State order to suspend destruction is
lifted, or

until an investigation into defective
ballots or voting equipment is
completed

206 Board of County Canvassers Meeting 
Materials

Permanent
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207A Campaign Finance Statements of 
Organization – Committees Receiving Less 
Than $50,000

Until the official date of dissolution + 5 years

207B Campaign Finance Statements of 
Organization – Committees Receiving More 
Than $50,000

Until the official date of dissolution + 15 years

208A Campaign Finance Reporting – Committees 
Receiving Less Than $50,000

Creation Date + 5 years

208B Campaign Finance Reporting – Committees 
Receiving More Than $50,000

Creation Date + 15 years

209 Candidate Filing Fee Refunds Until Audit

210 Candidate Listing Until the election is held + 2 years

211 Certificates of Acceptance Until the term of office expires

212 County Election Commission Meeting 
Materials

Permanent

213 County Election Results Permanent

214 Declaration of Intent Until the election is held + 2 years

215 Election Challengers Until the election is held + 2 years

216 Election Inspector Certificates Creation date + 2 years

217 Election Inspector Training Retain the most current training materials 

(older materials may be kept for reference 
purposes)

218 Election Notices Until canvass of the election is completed + 2 
years

219 Electronic Voting Systems 30 days following the canvass and certification 
of the election

220 Nominating and Qualifying Petitions Until January 1 following the election

221 Nominating Petition Record Until petitions are disposed of + 2 years

222 Oaths of Office – Election Officials Until canvass of the election is completed + 2 
years
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223 Poll Books Until canvass of the election is completed + 2 
years

224 Precinct Delegates Until the election is held + 2 years

225 Precinct Tabulation Data Until the election is held + 2 years

226A Preliminary Accuracy Testing – Federal 
Offices

Until the election is held + 2 years

226B Preliminary Accuracy Testing – State and 
Local Offices

Until the election is held + 30 days

227A Proof Ballots – State and Local Offices Until the election is held + 30 days

227B Proof Ballots – Federal Offices Until the election is held + 22 months

228 Proposal Petitions Until canvass of the election is completed + 2 
years

229 Recalls Creation date + 2 years

230 Recounts Until the recount is completed + 2 years

231A Sample Ballots – State and Local Offices Until the election is held + 30 days

231B Sample Ballots – Federal Offices Until the election is held + 22 months

232 School Election Coordinating Committee Expiration + 6 years

233 Statement of Vote Until the election is held + 2 years

234 Tally Sheets/Books Until the election is held + 2 years

235 Tie votes Until the tie vote is broken + 2 years

236 Voting Equipment Acquisition Life of equipment + 6 years
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City and Township Records

Item # Item Retention Period

300 Absentee Ballot Envelopes Until the election is held + 2 years

301 Absentee Voter List Until the election is held + 2 years

302 Application for Absentee Ballot Until the election is held + 6 years

303 Applications to Vote Until the election is held + 6 years

304 Affidavits of Identity Until the election is held + 2 years

305 Affidavit of Voter Unable to Meet Photo ID 
Requirement

Until the election is held + 6 years

306 Ballots – Federal Offices Until canvass of the election is completed + 22 
months 

307 Ballots – State and Local Offices 

(Note: This series also applies to unused 
ballots for federal, state and local offices)

Until 30 days after the canvass of the election is 
completed, or

until a recount is completed,

until a court order or a Secretary of
State order to suspend destruction is
lifted, or

until an investigation into defective
ballots or voting equipment is
completed

308 Candidate Listing Until the election is held + 2 years

309 Declaration of Intent Until January 1 following the election

310 Election Notices Until canvass of the election is completed + 2 
years

311 Election Inspector Applications While the person is eligible for appointment as 
an inspector

312 Election Inspector Certificates Creation date + 2 years

313 Election Inspector Training Retain the most current training materials 

(older materials may be kept for reference 
purposes)
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314 Electronic Voting Systems Until 30 days after the canvass of the election is 
completed, or

until a recount is completed, 

until a court order or a Secretary of 
State order to suspend destruction is 
lifted, or

until an investigation into defective 
ballots or voting equipment is 
completed

315 Federal Post Card Application Creation date + 6 years

316 Local Election Commission Meeting Materials Permanent

317 Local Election Results Permanent

318 Nominating and Qualifying Petitions Until January 1 following the election

319 Nominating Petition Record Until petitions are disposed of + 2 years

320 Oaths of Office – Election Officials Until the election is held + 2 years

321 Precinct Maps Only retain current precinct maps 

(Any outdated maps should be sent to Archives 
of Michigan for permanent preservation)

322A Preliminary Accuracy Testing – Federal 
Offices

Until the election is held + 2 years

322B Preliminary Accuracy Testing – State and 
Local Offices

Until the election is held + 30 days

323 Proposal Petitions Until canvass of the election is completed + 2 
years

324 QVF Precinct Lists Until the election is held + 2 years

325 School Election Coordinating Committee Expiration + 6 years

326 Statement of Vote Until the election is held + 2 years

327 Tally Sheets/Books Until the election is held + 2 years

328 Tie votes Until the tie vote is broken + 2 years

329 Voter Identification Cards – Returned Until the voter’s registration is cancelled
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330A Voter Registration Applications Until the master card is generated

330B Voter Registration Applications of those that 
register in-person with their local clerk in the 
final 14 days before an election, including 
election day, who do not provide residency 
verification with a Driver’s License or Personal 
ID. 

Until the election is held + 6 years

331 Voter Registration Master Cards – Originals Until cancelled + 5 years

332 Voter Registration Master Cards – Duplicates Until cancelled + 2 years

333 Voter Registration Cards – Voided Creation date + 2 years

334 Voter Registration Cards – Change of 
Address

Until the official voter registration record is 
updated

335 Voting Equipment Acquisition Life of the equipment + 6 years

Item #  Title and Description

Administration
   
100  Bureau of Elections Correspondence    
   This correspondence is received from the Bureau of Elections and pertains to 
   policy or housekeeping issues. This correspondence may exist in a variety of 
   formats, including memos, letters, notes, and electronic mail messages. This does 
   not include the Election News and the News You Can Use newsletters that are 
   published and retained by the Bureau.

101  Transitory Correspondence                
   Transitory correspondence is any form of written communication with a short- 
   term interest that has no documentary value. This type of correspondence has 
   limited administrative and evidential value that is lost soon after the 
   communication is received. Transitory messages do not set policy, establish 
   guidelines or procedures, certify a transaction or become a receipt. Examples 
   of transitory correspondence include letters of transmittal that do not add 
   information to the transmitted materials, routine requests for information that 
   require no administrative action, policy decision, special compilation or research. 
   This type of record also includes invitations to work-related events, notifications 
   of an upcoming meeting, and similar records. 

102  Post Election Reports    
  The Secretary of State is required to submit a post election report to the Elections 
  Assistance Commission detailing the State of Michigan’s compliance with the 
  National Voting Rights Act and the Help America Vote Act. Clerks are required 
  to create and maintain data on an ongoing basis that is compiled for this report. 
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103  Certification 
The Bureau of Elections provides training to election officials. Officials take a 
self-administered accreditation exam, and receive a certificate upon successful 
completion of the exam. 

County Records 

200 Affidavits of Candidacy  
These are filed by incumbent judges seeking ballot access for re-election.

201 Affidavits of Constitutional Qualification 
These forms are filed by candidates for judicial positions. 

202 Affidavits of Identity   
These forms are filed by all candidates for elected office, including precinct delegates. 

203 Applications to Vote
These forms are completed and signed by voters at the polls. They are used to confirm that 
the voter has a valid registration in the jurisdiction, and they are used to verify the identity of 
the voter. County clerks only maintain these records for select elections. MCL 168.811

204 Apportionment 
These records document the re-apportionment of the Board of Commissioner district 
boundaries after a census is completed. These files may include correspondence, litigation 
materials, minutes of apportionment commission meetings, maps, district descriptions, 
demographic information, etc. 

205 Ballots (Select School District Elections) 
These records document votes in select school district elections and special elections that are 
administered by the county clerk per an agreement. They include ballots, counted absentee 
ballots, provisional ballots, challenged ballots, unused ballots, spoiled ballots, and ballots 
rejected for exposure, ballot containers containing optical scan ballots, etc.

206 Board of County Canvassers Meeting Materials 
These files include agendas, minutes, and supporting documentation (such as transcripts, 
correspondence, certificates of election, challenges) that were reviewed by the board during 
its meetings.

207A Campaign Finance Statements of Organization—Committees Receiving Less Than 
$50,000  
These records document the creation of committees supporting the election/re-election of 
candidates for local offices (or groups supporting/opposing local ballot questions) whose 
campaign committee received less than $50,000 in the election cycle. 

207B Campaign Finance Statements of Organization—Committees Receiving More Than 
$50,000  
These records document the creation of committees supporting the election/re-election of 
candidates for local offices (or groups supporting/opposing local ballot questions) whose 
campaign committee received more than $50,000 in the election cycle. 

208A Campaign Finance Reporting--Committees Receiving Less Than $50,000  
These records document the campaign finance activities of candidates for local offices (or 
groups supporting/opposing local ballot questions) whose campaign committee received less 
than $50,000 in the election cycle.  They may include campaign finance reports (regular 

Election Officials' Manual Appendix 
Michigan Bureau of Elections 

Updated February 2020

90



reports during the election cycle and annual reports, as required), amendments, receipts for 
late filing fee charges, correspondence, other statements and reports.

208B Campaign Finance Reporting--Committees Receiving More Than $50,000  
These records document the campaign finance activities of candidates for local offices (or 
groups supporting/opposing local ballot questions) whose campaign committee received more 
than $50,000 in the election cycle.  They may include campaign finance reports (regular 
reports during the election cycle and annual reports, as required), amendments, receipts for 
late filing fee charges, correspondence, other statements and reports.

209 Candidate Filing Fee Refunds  
After the primary is held some candidates are eligible for a refund of their filing fee. 

210 Candidate Listing 
This register is used to log when a candidate files an Affidavit of Identity.

211 Certificates of Acceptance  
After a person is elected to a school board they have to file a certificate of acceptance with the 
school district. A copy is sent to the county clerk (MCL 168.309). 

212 County Election Commission Meeting Materials 
These files include agendas, minutes, resolutions and supporting documentation that was 
reviewed by the commission during its meetings.

213 County Election Results 
These records (also known as the “canvass of votes”) document the final outcome of 
elections, as determined by the Board of County Canvassers.

214 Declaration of Intent 
These forms are submitted by individuals who seek nomination or election to an office with 
write-in votes. Votes for write-in candidates who do not file a Declaration of Intent will not be 
counted. 

215 Election Challengers 
An organization or group that intends to appoint election challengers must submit a notarized 
statement to the clerk of the jurisdiction that states the reason why the right to make the 
appointments is claimed. These records will include the statement, a copy of the identification 
card to be used by the challengers, and the approval or denial (and possibly appeal 
documents). 

216 Election Inspector Certificates  
Election inspectors must attend training every two years. These certificates document who 
attended training.

217 Election Inspector Training 
These records include materials developed by the Bureau of Elections and the county clerk to 
train election inspectors.

218 Election Notices  
Clerks must publish a notice in local newspapers notifying the public of the registration 
requirements, of upcoming elections and of public accuracy tests of voting equipment. These 
records will include a copy of the notice, the affidavit of publication and the bill from the 
newspaper.
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219   Electronic Voting Systems 
These systems are used to conduct select school district elections and special elections that 
are administered by the county clerk per an agreement. They include voting devices, ballot 
containers, optical scan ballots, etc. 

220   Nominating and Qualifying Petitions  
All candidates (both partisan and non-partisan) for countywide offices must file nominating or 
qualifying petitions with the clerk. These petitions contain signatures of registered voters living 
within the office’s jurisdiction stating that they want to have the candidate’s name placed on 
the ballot. These records may be returned to the candidate or destroyed as requested by 
candidate at the end of their retention period. 

221   Nominating Petition Record 
This record lists which candidates submitted nominating petitions for each election cycle. It 
contains the office, candidate, filing date, determination date, number of signatures required 
and filed, date the petitions were returned or destroyed, and the date of the election.

222   Oaths of Office—Election Officials 
This affidavit is signed by election officials who serve on Absent Voter Counting Boards, as 
Election Inspectors, etc. who affirm that they will lawfully fulfill the duties to which they have 
been appointed. Poll watchers who observe the action of the absent voter counting board 
must also take and sign an oath of secrecy. 

223   Poll Books 
These books identify which registered voters participated in an election. They identify which 
voters were issued provisional ballots and which voters were challenged. This record includes 
Absent Voter Poll Books that identify which absent voters were mailed ballots. These books 
are received from cities and townships for maintenance by the county clerk. MCL 168.811 

224   Precinct Delegates 
These records document the certification of election results for precinct delegates and 
notification to political parties. They may include tally sheets, certificates of election, lists, etc. 

225   Precinct Tabulation Data  
This data documents the programming (burning) of removable data storage devices for 
precinct tabulators. It will include definitions, vote totals, an audit of voting activity. The data 
may be transferred to other storage media for retention. 

226A  Preliminary Accuracy Testing 
These records document tests of voting equipment prior to the election.  They include data 
containing voting formulas for the election that is used to test the equipment’s accuracy, Voter 
Assist Terminal (VAT)testing, test ballots, test decks, documents and certification, edit listings, 
etc. 

226B   Preliminary Accuracy Testing (State and Local Offices)  
These records document tests of voting equipment prior to the election.  They include data 
containing voting formulas for the election that is used to test the equipment’s accuracy, VAT
testing, test ballots, test decks, documents and certification, edit listings, etc. 
. 

227A   Proof Ballots (State and Local Offices)  
Proof ballots are produced to proofread the wording and formatting of each style of ballot that 
will be used in the election. They are reviewed by the candidates, Bureau of Elections and the 
County Election Commission prior to printing. These records may include hard copy or 
electronic proof ballots (one of each style) and related correspondence. 
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227B Proof Ballots (Federal Offices)  
Proof ballots are produced to proofread the wording and formatting of each style of ballot that 
will be used in the election. They are reviewed by the candidates, Bureau of Elections and the 
County Election Commission prior to printing. These records may include hard copy or 
electronic proof ballots (one of each style) and related correspondence. 

228 Proposal Petitions 
Groups or individuals wishing to place a question on the countywide ballot for an upcoming 
election must also submit petitions. These petitions contain signatures of registered voters 
living within the jurisdiction stating that they want to have the proposal placed on the ballot. 

229 Recalls 
Voters may initiate a recall of elective officers in the state. These records will contain petition 
language submissions, clarity review documents, public meeting notices, signed petitions, 
signature challenges, petition review notices, correspondence, etc.

230 Recounts 
These records document the administration of election recounts. They may include tally 
sheets, application forms, financial documents, petitions, counter petitions, objections, sign-in 
sheets, correspondence, and personnel records for the workers, etc. 

231A Sample Ballots (State and Local Offices) 
These ballots are produced and marked “sample” for posting for public information. 

231B Sample Ballots (Federal Offices)  
These ballots are produced and marked “sample” for posting for public information. 

232 School Election Coordinating Committee  
The school election coordinating committee identifies the duties and responsibilities of parties 
that administer school elections. Their agreements are renewed every two years. These 
records may include meeting records, agreements, maps, resolutions, correspondence, etc.

233 Statement of Vote 
These documents are certified on Election Day by election inspectors.  They summarize the 
votes for write-in candidates and the number of ballots issued (used and unused). The 
statement may be part of the poll book. MCL 168.811 

234 Tally Sheets/Books 
These documents are used to calculate the number of write-in votes.  These sheets may be 
part of the poll book. MCL 168.811 

235 Tie Votes 
These records document that proper procedures were followed when breaking a tie vote. 
These records include notices, sign-in sheets, and the name slips, etc. 

236 Voting Equipment Acquisition  
These records document the acquisition and maintenance of voting equipment. They include 
contracts, HAVA grants, maintenance agreements, serial numbers, resolutions, 
correspondence, etc. 

City, Township and Village Records 

300 Absentee Ballot Envelopes
These envelopes were used to transmit absentee ballots. Envelopes containing valid ballots 
will be opened and emptied so the ballot can be counted (see items #304-305). 
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Invalid/rejected ballots remain inside the envelope, and the envelope may remain sealed. In 
this case, the ballot is not counted. MCL 168.811 

301 Absentee Voter List 
This list identifies which voters in each precinct were mailed absentee ballots. It contains the 
name of the voter, address where the ballot was mailed, date the application was received, 
date the ballot was mailed, date the ballot was received, etc. This record includes the 
absentee ballots information posting. The list may be part of the poll book. MCL 168.811

302 Application for Absentee Ballot 
These applications are submitted by voters wishing to receive an absentee ballot for upcoming 
primary and/or general elections. These records also include “emergency” absentee ballot 
requests. MCL 168.811 

303 Applications to Vote 
These forms are completed and signed by voters at the polls. They are used to confirm that 
the voter has a valid registration in the jurisdiction, and they are used to verify the identity of 
the voter. MCL 168.811

304 Affidavits of Identity 
These forms are filed by all candidates for elected office, including precinct delegates. 

305 Affidavit of Voter Unable to Meet Photo ID Requirements 
This form is signed by voters who do not possess photo identification when attending the polls. 

306 Ballots (Federal Offices) 
These records document votes in elections where the office of U.S. President, U.S. Senate, or 
Representative in Congress appears on the ballot (including proof ballots, sample ballots, 
uncounted ballots, counted absentee ballots, provisional ballots, challenged ballots, spoiled 
ballots, and ballots rejected for exposure). They include optical scan ballots and the programs 
used to tabulate them, and Federal Write-In Absentee Ballots. Optical scan ballots shall be 
stored in sealed ballot bags in a secure place during this retention period, after the retention 
requirements specified under Michigan law have been met (see item #305 and 311).

307 Ballots (State and Local Offices) 
These records document votes in elections for state and local offices, some school district 
elections, and special elections in which candidates for federal offices did not appear on the 
ballot (including proof ballots, sample ballots, uncounted ballots, unused ballots, counted 
absentee ballots, provisional ballots, challenged ballots, spoiled ballots, and ballots rejected 
for exposure). They include voting devices/tabulators, ballot containers containing optical scan 
ballots, programs, edit listings, etc. Note: this series also applies to unused ballots for 
federal, state and local offices.

308 Candidate Listing 
This register is used to log when a candidate files an Affidavit of Identity.

309 Declaration of Intent 
These forms are submitted by individuals who seek nomination or election to an office with 
write-in votes. Votes for write-in candidates who do not file a Declaration of Intent will not be 
counted. 

310 Election Notices 
Clerks must publish a notice in local newspapers notifying the public of the registration 
requirements, of upcoming elections and of public accuracy tests of voting equipment. These 
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records will include a copy of the notice, the affidavit of publication and the bill from the 
newspaper.

311 Election Inspector Applications 
These applications are submitted by people who are interested in serving as election 
inspectors. Inspectors are appointed by the local election commission. 

312 Election Inspector Certificates 
Election inspectors must attend training every two years. These certificates document who 
attended training.

313 Election Inspector Training 
These records may include materials developed by the Bureau of Elections, the county clerk 
and the local clerk to train election inspectors.

314 Electronic Voting Systems 
These records document elections for state and local offices, some school district elections, 
and special elections. They include voting devices, ballot containers, optical scan ballots, 
programs, edit lists, etc. 

315 Federal Post Card Application 
These voter registration/absent voter ballot applications are produced and distributed by the 
federal government to permit eligible individuals to vote while outside of the country.

316 Local Election Commission Meeting Materials 
These files include agendas, minutes, resolutions and supporting documentation that was 
reviewed by the commission during its meetings.

317 Local Election Results 
These records (also known as the “canvass of votes”) document the final outcome of
elections, as determined by the Board of County Canvassers.

318 Nominating and Qualifying Petitions 
All candidates (both partisan and non-partisan) for local offices must file nominating or 
qualifying petitions with the clerk. These petitions contain signatures of registered voters living 
within the office’s jurisdiction stating that they want to have the candidate’s name placed on 
the ballot. These records may be returned to the candidate or destroyed as requested by 
candidate at the end of their retention period. 

319 Nominating Petition Record 
This record lists which candidates submitted nominating petitions for each election cycle. It 
contains the office, candidate, filing date, determination date, number of signatures required 
and filed, date the petitions were returned or destroyed, and the date of the election. 

320 Oaths of Office—Election Officials 
This affidavit is signed by election officials who serve on Absent Voter Counting Boards, as 
election inspectors, etc. who affirm that they will lawfully fulfill the duties to which they have
been appointed. Poll watchers who observe the action of the absent voter counting board 
must also take and sign an oath of secrecy. These oaths may be part of the poll book. 

321 Precinct Maps 
These maps define the boundaries of precincts within a jurisdiction.  Superseded maps should 
be sent to the Archives of Michigan for permanent preservation.
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322A Preliminary Accuracy Testing (Federal Offices) 
These records document tests of voting equipment prior to the election.  They include data 
containing voting formulas for the election that is used to test the equipment’s accuracy, VAT
testing, test ballots, test decks, documents and certification, edit listings, etc. 

322B Preliminary Accuracy Testing (State and Local Offices) 
These records document tests of voting equipment prior to the election.  They include data 
containing voting formulas for the election that is used to test the equipment’s accuracy, VAT
testing, test ballots, test decks, documents and certification, edit listings, etc. 

323 Proposal Petitions 
Groups or individuals wishing to place a question on the local ballot for an upcoming election 
must also submit petitions. These petitions contain signatures of registered voters living within 
the jurisdiction stating that they want to have the proposal placed on the ballot. 

324 QVF Precinct Lists 
These lists are generated from the Qualified Voter File to identify who is registered to vote at 
each precinct within the jurisdiction. MCL 168.811

325 School Election Coordinating Committee 
The school election coordinating committee identifies the duties and responsibilities of parties 
that administer school elections. Their agreements are renewed every two years. These 
records may include meeting records, agreements, maps, resolutions, correspondence, etc.

326 Statement of Vote 
These documents are certified on Election Day by election inspectors.  They summarize the 
votes for write-in candidates and the number of ballots issued (used and unused). The 
statement may be part of the poll book. MCL 168.811  

327 Tally Sheets/Books 
These documents are used to calculate the number of write-in votes.  These sheets may be 
part of the poll book. MCL 168.811 

328 Tie Votes 
These records document that proper procedures were followed when breaking a tie vote.

329 Voter Identification Cards—Returned 
These voter identification cards were returned by the post office as undeliverable. 

330A Voter Registration Applications 
Applications to become a registered voter are received in a variety of ways. The information 
from the application is entered into QVF and a master card is generated.

330B Voter Registration Applications
Applications of those that register in-person with their local clerk in the final 14 days before an 
election, including election day, who do not provide residency verification with a Driver’s 
License or Personal ID, must be retained according to the retention schedule.

331 Voter Registration Master Cards—Originals  
These cards identify who is registered to vote in elections. The signatures on the cards are 
used to verify the identity of the voter. Per MCL 168.514, the registration records, if 
combustible, shall be destroyed by burning.
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332 Voter Registration Master Cards—Duplicates 
These cards identify who is registered to vote in elections. Per MCL 168.514, if the original 
card is reproduced in accordance with the Records Reproduction Act (MCL 24.401-24.406), 
the original becomes the duplicate record, and the reproduction becomes the original. 

333 Voter Registration Cards—Voided 
Clerks will void a voter registration application if the application’s deficiency cannot be 
resolved. A notice of rejection is sent to the applicant. Per MCL 168.514, the registration 
records, if combustible, shall be destroyed by burning.

334 Voter Registration Cards--Change of Address 
Clerks may receive written notice signed by the voter that he/she has changed addresses. The 
address change may need to be communicated to a village clerk. These records also include 
Election Day Change of Address Notices, and Address Confirmation Notices. 

335 Voting Equipment Acquisition 
These records document the acquisition and maintenance of voting equipment. They include 
contracts, HAVA grants, maintenance agreements, serial numbers, resolutions, 
correspondence, etc. 
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Receiving Board Guide 
Provided by the Michigan Bureau of Elections 

Updated as of 7.18.2016 

Receiving Boards 
Introduction 
A Receiving Board is an independent board established to ensure the recountability of election 
precincts.  The Election Commission of a jurisdiction must establish the Receiving Board by 
resolution and must appoint the Receiving Board inspectors.  Members must be qualified election 
inspectors and the board must have an equal number of Receiving Board inspectors from each 
major political party.  As of August 15, 2012, Receiving Boards are required by Michigan election 
law, MCL 168.679a. 

Appointment 
The Receiving Board must be established by resolution of a jurisdiction’s Election Commission.  
The resolution may establish the Receiving Board one time for all future elections. 
 
The Receiving Board inspectors must be appointed by the jurisdiction’s Election Commission.  
Each inspector must be qualified to be an election inspector and have an election inspector 
application on file.  Inspectors appointed to serve in an Election Day precinct or absent voter 
counting board may be appointed to serve as Receiving Board inspectors as well. 
 
Responsibilities 
Under oath, the Receiving Board inspectors receive the sealed ballot container, the Poll Book and 
the Statement of Votes from each precinct after the polls close.  Two election inspectors (one 
from each major political party) deliver those items properly sealed to the Receiving Board 
inspectors after their closing duties have been completed.  Election inspectors must remain 
present until Receiving Board inspectors have completed the verification. 
 
The Receiving Board inspectors verify: 
  
 the Poll Book and/or Statement of Votes are not sealed into the ballot container 
 the ballot container is properly sealed and the seal number is accurately recorded 
 the number of names entered in the Poll Book balances with the number of ballots counted 
 
After verifying these items, the Receiving Board inspectors put the Poll Book and Statement of 
Votes back into the appropriate envelopes and reseal with a red paper seal, initialing, and dating 
the seal. 
 
Corrective Action 
If the Receiving Board inspectors find the Poll Book and/or Statement of Votes sealed in the 
ballot container or the ballot container improperly sealed and/or recorded, they should direct the 
election inspectors to take necessary actions to correct the mistake and fully document those 
actions in the Remarks section of the Poll Book.  The remarks must be signed by both the 
election and Receiving Board inspectors.   
 
If the number of names entered into the Poll Book does not balance with the number of ballots 
counted by the tabulator, a full explanation must be recorded in the Remarks section of the Poll 
Book.  If no explanation was provided, the Receiving Board inspectors should assist the election 
inspectors in determining the cause of the imbalance and instruct the election inspectors to fully 
document the cause in the Remarks section of the Poll Book.  The remarks must be signed by 
both the election and Receiving Board inspectors. 

e-Pollbook 
Receiving Board inspectors may be utilized to print the final reports of the precinct and assist the 
election inspectors in completing the Poll Book and Statement of Votes.  The Receiving Board 
inspectors would print the List of Voters, Ballot Summary and the Remarks Reports from the 
encrypted flash drive. 
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Frequently Asked Questions 
 
1. Can the Clerk serve as a Receiving Board inspector? 

The Clerk serves on the Election Commission and is thus responsible for the 
appointment of election inspectors.  This presents a conflict of interest and thus prevents 
the Clerk from being an appointed Receiving Board inspector.  Other Clerk’s office staff 
members may be appointed as Receiving Board inspectors, a long as they are a qualified 
election inspector and have an election inspector application on file. 
 

2. Can the Receiving Board inspectors count, handle, or retabulate ballots? 
No.  The Receiving Board inspectors may not count, handle or retabulate the ballots.   
 

3. Can the Receiving Board perform other administrative tasks like checking in supplies 
and reviewing the Poll Book? 

Yes, the Receiving Board inspectors may perform other tasks assigned by the Clerk.  
However, it’s important to place priority on those items listed under Responsibilities as 
those items will ensure a precinct is recountable.   
 

4. How many inspectors must the Receiving Board have? 
At least two inspectors must be appointed to the Receiving Board, one from each major 
political party.  Larger jurisdictions may want to appoint additional multiples of two to 
accommodate the larger volume of precincts to be received. 
 

5. What if election inspectors sealed other supplies inside the ballot container, may they 
open it under the direction of the Receiving Board inspectors? 

The ballot container should only be opened in a case where the container was not sealed 
properly or the Poll Book and/or Statement of Votes was sealed inside. 
 

6. What if the Container Certificate was not included under seal with the ballot container? 
The ballot container should only be opened in a case where the container was not sealed 
properly or the Poll Book and/or Statement of Votes was sealed inside. 
 

7. What if no explanation can be found to account for an imbalance between the number 
of names in the Poll Book and the number of ballots processed by the tabulator? 

A remark should be made by the election and Receiving Board inspectors to alert the 
County Board of Canvassers. 
 

8. Do the Poll Book and Statement of Votes still have to be delivered to the County Clerk 
on election night? 

Yes, the Poll Book and Statement of Votes must be delivered to the County Clerk on 
election night.  For State and Federal elections another copy of the Statement of Votes 
must be delivered to Probate Judge on election night.  For other elections these 
documents shall be delivered by 11 a.m. the following day. 
 

9. Can the Receiving Board inspectors place Poll Books and Statement of Votes for 
multiple precincts in a single envelope? 

Yes, if permitted by the County Clerk, the Poll Book and Statement of Votes for more 
than one precinct may be included and delivered in a single sealed envelope. 
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Receiving Board Checklist 
 
Jurisdiction_____________________________ Precinct______  Election Date ______________ 
 
 

Required: 
 

 Confirm the Poll Book and Statement of Votes are not sealed in the ballot container. 
 

 Confirm the ballot container is sealed properly 
 

 Confirm the seal number was recorded properly 
 

 Confirm the number of names listed in the Poll Book equals the number of ballots tabulated on 
the tabulator tape and recorded on the Statement of Votes 

 

Correction of any of the above items requires the Receiving Board to direct the election inspectors 
returning the items to make the necessary corrections.  Once corrections are made, full documentation 
of the corrective action must be written in the remarks of the Poll Book, signed by the election 
inspectors and witnessed by the Receiving Board inspectors. 
 
 
Other beneficial items to review for a successful Canvass: 
 
 

Poll Book 
 

 Clerk’s Preparation Certificate completed 
and signed 

 

 Election Inspectors Preparation 
Certificate completed and signed by 
inspectors present when polls opened 

 

 All inspectors subscribed to the 
Constitutional Oath of Office 

 

 Oath administrator signed 
 

 No lines skipped on the List of Voters 
 

 All spoiled, affidavit, envelope, 
challenged, and AV ballots noted 

 

 Ensure proper recording of write-in votes 
or a notation of none when applicable 

 

 Ensure proper recording of challenges 
 

 Ensure remarks were recorded 
 

 Certificate of Election Inspectors 
completed and signed by inspectors 
present when polls closed 

 

 Ballot summary is completed and totals 
are accurate 

 

 Ballot container seal number is properly 
recorded 

 

 

Ballot Container Certificate 
 

 Dated and signed by two election 
inspectors of differing party affiliation 

 

 Seal number properly recorded 
 
 
Program Container Certificate 
 

 Dated and signed by two election 
inspectors of differing party affiliation 

 

 Seal number properly recorded 
 
 
 

Statement of Votes (3 copies required) 
 

 Totals tape signed by inspectors present 
when poll closed 

 

 Write-in votes totaled (if necessary) 
 

 Seal number of ballot container recorded 
properly 

 

 Seal number signed by two inspectors of 
differing party affiliation 

 

 Signatures of all inspectors present when 
polls closed 

 
 

 

     After completion of the above, replace the Poll Book and Statement of Votes into the   
appropriate envelopes and initial and seal with a red paper seal.  Then sign below. 

 
We, the undersigned members of the Receiving Board, hereby certify the completion of the items checked above. 
 

 
 
_____________________________________        ____________________________________ 
Republican Receiving Board Inspector                               Democratic Receiving Board Inspector 
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RESOLUTION ESTABLISHING A RECEIVING BOARD FOR ELECTIONS HELD IN [insert 
jurisdiction name] 
 
WHEREAS, the City Clerk is responsible for conducting elections in [insert jurisdiction name]; and  
 
WHEREAS, MCL 168.679(a) provides the Election Commission of a city, township, or village 
shall, by resolution, provide that at an election at which the ballots are counted and certified at the 
precinct, 1 or more additional boards of election inspectors be appointed to serve as Receiving 
Boards; and 
 
WHEREAS, the [insert jurisdiction name] Receiving Board is responsible for the duties as 
outlined in Section 168.679(a) of the Michigan Election Law (Article 116 of 1954); and 
 
WHEREAS, the board of election commissioners shall appoint two or more election inspectors, 
with an equal number from each major political party to the Receiving Board prior to each 
election; 
 
NOW THEREFORE, BE IT RESOLVED: 
 

The Election Commission authorizes the establishment of a Receiving Board and the 
appointment of two or more election inspectors, with an equal number from each major 
political party, for all future elections beginning [insert upcoming election date]. 
  

Motion by                                          , seconded by                                   to adopt the Resolution 
authorizing the formation of a Receiving Board for Elections held in [insert jurisdiction name]. 
 
Ayes:   
                           
Nays:    
 
Absent:    
 
RESOLUTION DECLARED ADOPTED. 
       __________________________  
       [insert Clerk name], Clerk 
 
 
 
 
I Do Solemnly Swear (or affirm) that I will support the Constitution of the United States and the 
Constitution of this State, and that I will faithfully discharge the duties of the Office of Receiving  
Board Inspector at the Election held on Tuesday, the _____ day of ________, _____, according to 
the best of my ability. 
 

Signatures of Persons Taking Oath and Certifying Preparation Certificate 
                      
X                                              X                                             
Taken, subscribed and sworn to before me this 
_____ day of _________, _____.   X                                             

    Signature of Person Administering Oath 
 

Sample Resolution  

Recommended Oath  



 
 

 
  

Providing a safe and welcoming, sustainable, prime community. 
 

#4 

To:  Election Commission 

From:  Deborah Guthrie 

Date:  February 18, 2021 

Re:  Temporary Polling Location Changes for the May 4, 2021 Special Election 
 

 

Precinct 12 is located at Wardcliff Elementary and Precinct 17 is located at Kinewa Middle School. 
These are established polling locations that are fully accessible to the elderly and handicapped; 
located in a school building, has an agreement with the Okemos Public School District to conduct 
elections, and has enough space to accommodate additional precincts. Precinct 10 at the Meridian 
Township Service Center and Precinct 15 at the Meridian Senior Center do not offer the same 
accommodations. 

A polling place is composed of a processing/voting area and a public area. When arranging a 
polling place, consideration must be given to the space needed to establish these two areas, the 
need for an orderly flow of traffic and the right of voters to cast their ballots in secrecy.  

The processing/voting area of the polling place contains a table and chairs for the election 
inspectors appointed to work in the precinct. Sufficient room must be available in front of the table 
for electors who are offering to vote to stand. The election inspectors should be positioned so that 
they have a clear view of the polling place. The processing/voting area of the polling place also 
contains the voting stations and the tabulator needed to serve the precinct. Tabulators must be 
positioned in full view and close to the election inspectors so that they can be monitored at all 
times. The processing/voting area is reserved for the precinct inspectors engaged in processing 
voters, the voters applying to vote and in the process of voting, and any challengers qualified to 
serve in the precinct. No other persons have the authority to be present in the processing/voting 
area.  

The public area is reserved for voters entering and exiting the polling place and any persons on 
hand to observe the election who do not have official “challenger” status. Precinct 10 is currently 
located at the Meridian Township Service Center break room. This location has posed problems 
with space needs and privacy for voters. Precinct 15 is located at the Meridian Senior Center and 
has posed issues with the distance from the parking lot and shared space in the center. 

Due to the confined space and wanting to meet the needs of voters and state requirements, I am 
offering the following for consideration: 

Motion to approve the temporary relocation of Precinct 10 from the Meridian Township 
Service Center to Precinct 12; Wardcliff School for the May 4, 2021 Special Election.  

Motion to approve the temporary relocation of Precinct 15 from the Meridian Township 
Senior Center to Precinct 7; Kinewa School for the May 4, 2021 Special Election.  



 
 

 
  

Providing a safe and welcoming, sustainable, prime community. 
 

#5 

To:  Election Commission 

From:  Deborah Guthrie 

Date:  February 18, 2021 

Re:  Set Date for Public Accuracy Test Date 
 

 

As a requirement of an election, a public accuracy test needs to be held. Since a special election has 
been set for May 4, 2021, the public accuracy test needs to be scheduled and I am recommending 
the test be held on Thursday, April 15, 2021. 

 

 

The following motion is being offering for consideration; 

Move to schedule a public accuracy test on April 15, 2021. 
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