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Absentee Processing

Absentees
▪ Process no earlier 

than 7 a.m.
▪ Process in same 

room votes are cast
▪ Invite observers to 

watch from 3 feet 
away
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Page 2 of Absentee Inspectors’ Statement

1 839572 x 9:00 abc

2 852021 x 10:15 MGF

3 472937
x 11:25 KSE

Document 
each 
absentee 
carrier 
envelope 
seal and 
time 
opened.

1. Check Ward

Wrong polling place?
▪ Notify Clerk’s Office
▪ Set aside for Clerk’s 

Office to deliver
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2. Check Certificate
▪ Voter signature
▪ Witness signature
▪ Witness name
▪ Witness address

✓ Enough information for Clerk to know 
where to contact witness

✓ May be an out-of-state address or 
overseas address

▪ Date of birth for military & permanent 
overseas voters
✓ Brown envelope with “Temporarily” or 

“Regular” on label does not require date 
of birth

Certificate Not Printed 
on Envelope

▪ May be attached to envelope
▪ Absentees with no certification 

get set aside for rejection

5

6



10/17/2024

4

Incomplete Certificate

▪ Set aside to reject at 8 pm
▪ Voter and witness may come 

to polls to complete envelope

Federal Write-In 
Absentee Ballot 
(FWAB) Certificate

Voter signs here

Voter name

Address on poll book

Overseas (non-U.S. or active duty) address

Witness signs here

▪ Back-up ballot for overseas 
and military voters

▪ Set aside to process at 8 
p.m.

▪ If voter’s official ballot 
arrives, count official ballot 
and reject FWAB
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Voter deceased?

Reject absentee
1. Document on Incident Log 

Rejected absentee of 
Fred Anderson - 
Deceased

2. Envelope stays sealed
3. Put in rejected absentee 

envelope

3. Check Ineligible List

If on ineligible list, use 
challenge procedure
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4. Check absentee 
voters into poll book

▪ Three at a time
▪ Announce voter’s name 

and address
▪ Voter slip written in poll 

books and on envelope, 
followed by an A

Already Checked 
Into Poll Book?
Reject absentee

1. Document on Incident Log 
Rejected absentee of 
Brad Smith – already 
voted

2. Envelope stays sealed
3. Put in rejected absentee 

envelope
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5. Open and Count
▪ Open absentee envelopes only 

after a voter number is 
assigned at the poll book

▪ We do not keep track of who 
marked which ballot

▪ Flatten ballots
▪ Check that tabulator will be 

able to read ballots
▪ Do not rush through tabulator

Two Ballots in 
Envelope
▪ If both ballots are marked, 

reseal them in envelope and 
reject

▪ If only one ballot is marked, 
count marked ballot and 
leave blank ballot in envelope
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Absentee Ballot 
Missing Clerk Initials
▪ Document on Incident Log

Absentee ballot was 
missing Clerk’s initials. 
Processed ballot.

Ward 1

mlw

Absentees that need 
to be Remade
▪ Marked with red or green pen
▪ Creatively marked
▪ Printed on copy paper
▪ Torn when opening envelope
▪ Ballots with overvotes
▪ Braille ballots
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Remaking Absentees
▪ Two poll workers work as a 

team
▪ Bring ballot that needs remade 

to ballot table to get 
replacement ballot and 
good/bad stickers

▪ Invite observers to watch
▪ Determine voter intent

Good/Bad Stickers

▪ Use stickers for sequential 
numbering

▪ Put on ballot blank space
▪ Do not cover any ballot 

markings
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Official Use Section

x

1

x

m
rb

m
ee

mrb mee

▪ Reason for remaking
▪ Original/Duplicate ballot 

number (number on Good 
Ballot/Bad Ballot stickers)

▪ Initials of two officials 
remaking ballot

Original Ballot 
Marked by Voter

Envelope of ballots that were 
remade gets sealed in ballot 
bag on election night
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Remake ballots spit 
out by tabulator

▪ Tabulator does not have the 
power to reject 

▪ Only poll workers can reject 
absentees, and only based on 
certificate

▪ Assigning a voter slip number 
is accepting the ballot

Document
1. Sequential number
2. Why ballot was remade
3. Whether voter intent could be 

determined

Remade Ballot #1. Absentee 
voter circled candidate names 
instead of filling in ovals. 
Determined voter intent.
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Ballots Set Aside to Reject

▪ Reject at 8 p.m.
▪ Envelope stays sealed.
▪ Do not assign a voter slip 

number.
▪ Number sequentially (Rejected 

#1, Rejected #2)

Rejection Documentation

1. Rejected absentee number

2. Name of voter (because we’re 
talking about a certificate envelope, 
not about the ballot itself)

3. Why absentee was rejected

Rejected absentee 
#1. Absentee for 
John Johnson 
missing voter 
signature.
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Hand-Delivered Absentees
▪ Ask, “Are you the voter?” 
▪ Do not ask for ID. 
▪ If voter is delivering their own ballot, check that envelope is 

complete and sealed.
▪ Document delivery

Not the Voter
▪ We ask, “Are you delivering this ballot 

because the voter determined they 
need help returning it due to their 
disability?”

▪ If yes, then: “Are you someone other 
than the voter’s employer, an agent of 
that employer, or an officer or agent 
of their union?”  If yes, accept ballot.
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