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Overview 
 
The Official Canvass is conducted by the Registrar of Voters (ROV) to complete the official 
counting of qualified precinct and Vote by Mail ballots, including provisional, and write-in 
votes and to verify the accuracy and validity of the results through the reconciliation of voter 
signatures with ballots cast.  Any discrepancies are resolved through canvassing of official 
election materials and the voting systems used in the county.  A manual tally of 1% of the 
total number of precincts in every contest and 100% of the Voter Verifiable Paper Audit Trail 
tapes are also conducted as part of the Canvass. 
 
Time for Conducting Canvass 
 
The Canvass shall commence no later than the Thursday following the election, shall be 
open to the public, and, for state or statewide elections, shall result in a report of results to 
the Secretary of State.  The Canvass shall be continued daily, except the holidays and 
weekends, for not less than six hours each day until completed (Elections Code Section 
15301).   
 
Upon completion, the ROV prepares a certified statement of the election results and submits 
it to the Board of Supervisors, the governing board(s) and/or the Secretary of State, as 
required. 
 

Tasks of the Official Canvass 
 
The Official Canvass includes, but is not limited to, the following tasks (Elections Code 
Section 15302): 

 
1. An inspection of all materials and supplies returned by Election Officers. 
 
2. A reconciliation of the number of signatures on Roster Indexes with the number of 

ballots recorded on ballot statements. 
 
3. In the event of a discrepancy in the reconciliation required by subdivision (b), the 

number of ballots received from each polling place shall be reconciled with the 
number of ballots cast, as indicated on the ballot statement. 

 
4. A reconciliation of the number of ballots counted, spoiled, canceled, or invalidated due 

to identifying marks, over-votes, or as otherwise provided by statute, with the number 
of votes recorded, including Vote by Mail and provisional ballots, by the vote counting 
system. 

 
5. Processing and counting any valid Vote by Mail and provisional ballots not included in 

the semifinal official canvass. 
 
6. Counting any valid write-in votes. 
 
7. Reproducing any damaged ballots, if necessary. 
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8. Reporting final results to the Board of Supervisors, the governing board(s) and/or the 
Secretary of State, as required. 
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Canvass Preparation 
 
 
Pre-Election 
 
Approximately four weeks prior to the election, the Canvass Manager (CM) creates the 
canvass schedule and timelines for the canvass period, subject to approval by the Registrar 
of Voters (ROV). The CM also creates appropriate canvass forms. The Mapping Division 
manager creates a voting precinct file and provides it to the CM. The Precinct Operations 
Division provides the CM with the list of all multiple-boarded precincts. The CM enters the 
precinct information on the Precinct Canvass Report (PCR) (see Attachment # 2). 
 
Election Night 
 
Election Night Workers remove Envelopes: 

 Envelope #1 Roster Index, Technical & Procedural Exception Log, Tally Sheet, Voting 
Machine Opening & Closing Audit Form, Payroll Form, FI/PI Checklist 

 Envelope #2 Completed Provisional Envelopes 
 
Orange Ballot Bags containing Voted Optical Scan Ballots 
Envelopes containing the Roster Index (#1), Provisional ballots (#2), Blue Ballot Bags, and 
Orange Ballot Bags are immediately distributed to the appropriate division for processing. 
See the diagram below for more information: 
 

Post Election 
 
Daily meetings are held with the ROV and all managers working on the canvass. Regular 
updates are provided by all divisions regarding the quantity of inventory processed, quantity 
of inventory pending, and anticipated timeline for completion. 
 
Per the CM’s direction, the Election Materials Processing (EMP) Division will organize and 
sort through the precinct supplies for any material pertinent to the canvass process and 
remove the tapes from all VeriVote printers assigned to the current election (used and 
unused).  A list of any missing Roster Index, payroll sheets, Provisional, and Vote by Mail 
envelopes is provided to the Elections Materials Processing Supervisor for further search. 
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Ballot Tallying 
 
Official ballots are tallied from election night up to the certification of the election. There are 
two types of ballots: Optical Scan paper ballots and DRE electronic ballots. The DRE 
electronic ballots come from the DRE early voting machines and the DRE precinct machines. 
The tallying for these different types of ballots is handled differently. 

DRE Ballot Tally 

After all of the DRE cartridge bags have been gathered from the polling precincts and the 
DRE early voting machines, the Election Night (EN) staff provide them to the IS Manager for 
tallying. 

1. The IT staff open the cartridge bags and remove the DRE cartridges. The empty bags 
are placed in a hamper and sent to EMPD for storage. 

2. The IS staff insert the DRE cartridges into the cartridge adapter in the DRE Tally 
Station computers, one cartridge at a time. 

3. The IS Manager adds the DRE ballot tally to the total votes cast for voting and VBM 
precincts. 

Paper Ballot Tally 

In the Auditorium, EN staff remove the paper ballots from the ballot bags that came back 
from polling place precincts. The EN staff places the precinct header card on top of the 
precinct ballot stack and rubber-bands the ballots together by precinct. EN staff deliver the 
paper ballots, in teams of two, by cart to the computer room for tallying. 

1. The IS Tally team member removes the rubber-band and inserts the precinct header 
card into the 400C machine to start tallying the precinct ballots. 

2. He or she continues inserting the precinct paper ballots to tally. 

3. If there is write-ins on the ballot, the machine will direct the ballot into the write-in bin 
for manual verification and tallying of the write-in vote(s). 

a) The IS Tally team member removes the ballot and places it in the write-in tray. 

4. If there is a damaged ballot, the machine will direct the ballot into the outstacked bin. 

a) The IS Tally team member places the ballot in the To Be Duplicated ballot tray. 

5. If there is a ballot that needs to be duplicated because the ballot is torn, blank, or the 
voter made some type of correction on their ballot, the ballot is also placed in the To 
Be Duplicated ballot tray. 
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Ballot Duplication 
 
There are many reasons why an Optical Scan ballot may require duplicating in order to be 
properly tallied by the 400C Scanning Machines. When ballot duplication is required, the task 
is always done in teams of two, following specific duplication guidelines. 
 
Damaged Ballots 
 
Sometimes ballots arrive damaged in the mail or from precincts on Election Night. In the 
tallying process, ballots that cannot be read are out-stacked into a separate bin by the 400C 
Scanning Machine. At the conclusion of tallying, all the ballots potentially requiring 
duplication are marked with a "D" and are set aside for further processing.  
 
Once the ballots are duplicated, they are returned to the Information Systems Division for 
tallying. The original, damaged ballots are kept in secured storage. 
 
 
Contingency Ballot Duplication 
 
If valid contingency ballots, such as the sample ballot found in the sample ballot pamphlet, 
are voted during an election, these ballots are manually duplicated onto optical scan ballots 
and added to the election results. The Canvass Team works together in pairs, duplicating the 
ballots by precinct, and submits the duplicated ballots to the Ballot Tally Team. The Ballot 
Tally Team adds them to the total election results during a ballot count update. 
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VOID 
Precinct #  1001 

Serial #      02/14-1 

EL/WW 

DUPLICATE 
Precinct #    1001 

Serial #        02/14-1 

KS/LO 

 

Duplicating Precinct & VBM Ballots 
 
Ballots that need to be duplicated should be marked with a "D": 
 

1. First, the duplication team puts all the Original ballots into precinct order, then 
completes the Duplication Log.  

 
2. Once all the ballots are logged, the team leader provides this information to the 

Canvass management team while members of the duplicating team proceed to pull 
the appropriate ballot types from the Vote by Mail ballot stock. 

 
3. The duplicating team matches a precinct's Original 

ballots and the appropriate blank ballots to use in 
duplication (must match the Original ballot type).  The 
team stamps the Original ballot with the "VOID" stamp 
and enters the precinct number where indicated.  Make 
sure that stamps are outside of the voting target area. 

 

4. The team places their initials and a "serial number", consisting of the date and a 
sequential number, where indicated on the Original ballot. The sequential number 
should be 1 for the first ballot, 2 for the next, and so on, restarting with 1 for each new 
precinct. Example:  If a precinct has one A card and one B card to be duplicated on 
February 14, the serial numbers would be 02/14-1 
and 02/14-2, respectively. 

 

5. The team then stamps the ballots to be used for 
duplication with the "DUPLICATE" stamp and 
enters the precinct number, their initials and the 
appropriate serial numbers that correspond to the 
Original ballots. 

 

6. Once the ballots are serialized, the duplication team copies the voter's choices from 
the Original ballot to the Duplicate ballot. To do this, one team member reads aloud 
the Original ballot's precinct number, ballot type, serial number, and each of the 
voter's choices, while the second team member visually verifies this information. The 
second team member records this information onto the Duplicate ballot, while the first 
team member visually verifies this. 

 

7. The Duplicate ballot should exactly match the Original ballot, including overvotes, 
undervotes, and write-ins (whether valid or invalid). The exception is if a voter 
attempted to correct a mistake, such as by crossing out or circling a selection, then 
the Duplicate should reflect the way the voter intended to vote. Refer to the 
Duplication Vote Count Guidelines. Any invalid marks that are not duplicated 
should be indicated with an “I” on the Original ballot. 

 

8. This process continues until all the required ballots for the precinct have been 
duplicated. Then, the Original ballots are rubber-banded together and placed in 
precinct order in the designated box or tray. The Duplicated ballots are rubber-
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banded together with the appropriate precinct header card, are placed in precinct 
order in the designated box to be given to Information Systems for tallying.   

 
 
The Original ballots are placed in the secured storage area. 
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Vote/No Vote 
 

In order to comply with Elections Code 15278, polling place voters who signed the Roster 
Index are recorded through the Vote/No Vote process.  Roster Indexes are placed in trays on 
racks by precinct groupings.  

The followings are the Vote/No Vote procedures: 

1. In EIMS, under Election Workspace Module: 

a. Select Vote/No Vote Processing Menu. 

b. Select Barcode Vote/No Vote processing. 

2. Select the Roster Index Generation Date which can be found at the bottom of 
the roster page. 

3. Select “Retrieve Precincts.” 

4. Select the corresponding voting precinct from the drop-down list. 

5. Select Process Voting Precinct to generate list of voters from the roster for the 
voting precinct you selected.  

a. If Supplemental Roster is to be processed, a check mark is inserted in the 
“Supplemental Index” checkbox. 

6. For each voter signature in the Roster Index, scan the barcode on the name’s 
Roster Index line or check the check box next to the voter’s name to record their 
voting history.  

a. Confirm that the voters name on the Roster Index matches the Vote/No 
Roster Index list.  

7. When the precinct is complete, or if pausing the processing of a Roster Index, 
select the “Save” icon to save your work.   

8. When closing the precinct, there will be a prompt that will ask if the precinct is 
completed.  If yes, select “Yes,” to complete the precinct. 
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Voter History Process 
 
In order to comply with California Elections Code sections 2191, 15278 and 17300, starting 
the day after the election, the Voter File is updated to record all voters who signed the Roster 
Index at their polling place on Election Day.  Voter entries in the Roster Index are identified 
with a unique barcode, which is scanned in order to record the voter’s history. 
 
Upon completing the Vote/No Vote process and after all returned Vote by Mail ballots have 
been entered into the Election Information Management System (EIMS), the Voter 
Registration Division Manager generates a report of voters who voted twice, the report is 
generated by following the steps below: 
 

1. In EIMS Workspace/Election Workspace Checklist/Post Election Processing section, 
double click on the check space to check off task. 
 

2. In Election Workspace Reports, run EWMR021 – Voters Who Voted Twice, and print 
the report. 

 
3. Verify reported double voters against the appropriate Roster Indexes.   

a. If a voter record was flagged in error, correct the record. 
b. If a voter record was flagged correctly, make a copy of the Roster Index page and 

highlight the voter’s entry on the Roster Index page. 
 

4. Run EWMR021 – Voters Who Voted Twice and print the corrected report. 
 

5. The report and the Roster Index page copies of possible double voters are turned 
over to the Vote by Mail Division Manager for referral to the District Attorney’s Office. 

 
6. In Election Workspace/Election Workspace Checklist/Post Election Processing section 

double click on the check space of Apply Voter History and save.  
 

7. Provisional Ballot verification may begin. 
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100% VVPAT Manual Tally 
 

One hundred percent of all precincts that have votes cast using Direct Recording Electronic 
(DRE) voting machines will be manually tallied using the Voter Verified Paper Audit Trail 
(VVPAT) generated by the VeriVote printers.  Precinct Canvass Teams of two people must 
work together on each precinct. 
 
Pull All VVPAT tapes 
 
The day after the Election, the Election Material Processing Division (EMPD) will allocate all 
available staff members, including permanent and extra help employees, to process all 
available VeriVote printers that were utilized on Election Day.  EMPD will retrieve the VVPAT 
tapes from the printers, using a check off list, in order of Precincts, to ensure proper entry for 
chain of custody and accountability.  Working in teams of two, the VeriVote printers will be 
opened, the paper tape will be removed from its spool, and rubber banded by Precinct.  The 
banded precinct paper tape rolls will be transported, by no less than two staff members, to 
the main Canvass processing area.  All VeriVote Printers recovered during the Post-Election 
Drayage process will be processed in the same manner by two staff members as outlined 
above. 
 
Conduct of the Manual Tally 
 

 
1. The Canvass Manager (CM) prepares Manual Tally Forms in order by contests to be 

counted for the 100% Manual Tally. (see Attachment # 4) 
 
2. Information System (IS) Division will provide a preliminary list of precincts that used 

their VeriVote printers and provide to the CM.  This list will be generated based on the 
results cartridges and will serve as a reference log for the 100% tally to ensure all 
VVPATs are accounted for. 

 
3. IS Division will print out an Edge Voter Blocks Report showing the aggregate totals for 

each DRE machine used in the election.  List will include the candidates and number 
of votes received per contest and candidate or measure but does not include 
provisional votes. 

 
4. Precinct Canvass Teams will sort VVPAT tapes into used and unused categories.  

Unused tapes will be folded, placed in envelopes, and labeled with the precinct 
number. 

 
5. Using the Manual Tally Forms, the Precinct Canvass Teams will add the votes 

received, by contest, from each of the VVPAT tapes.  If more than one tape exists for 
a single machine, the manual tallies from each tape will be added together to obtain 
an aggregate total for the machine. 

 
6. The Manual Tally Forms will be submitted to a Manual Tally Audit Team, who will 

compare the results of the manual tally for each precinct to the Edge Voter Blocks 
Report. 
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7. If the results match, the Manual Tally Forms and VVPAT tapes will be fastened 
together and prepared for storage. 

 
8. If the results do not match, steps 5 and 6 will be repeated until the discrepancy is 

resolved.  The Precinct Canvass Team will prepare all Manual Tally Forms for that 
machine along with the VVPAT tapes and notations explaining the discrepancy per 
step 5. 

 
9. If a VVPAT tape for a precinct appears to be partially or wholly missing, the Precinct 

Canvass Team will search the unused VVPAT tapes for the missing tape.   
 
10. If the missing tape still cannot be found, or if a tape has been damaged or is otherwise 

unavailable for manual tally, EMPD will print the ballot records from the internal 
memory of the DRE machine.  IS will provide a reference list for ballot record codes.  
The Precinct Canvass Team will proceed with the manual tally using the procedures 
outlined above. 

 
11. Upon completion of the 100% Manual Tally, all used and unused VVPAT tapes will be 

boxed, labeled, and stored for 22 months.  
 

The CM will prepare a report of the results of the 100% DRE Manual Tally and submit to the 
Secretary of State.  
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Vote by Mail Canvass 
 
Before the election is certified all voted Vote By Mail (VBM) ballots received by 8 pm Election 
Day must be processed and tallied. The VBM Canvass includes the following activities: 
 
Sorting Machine, 1st Pass 
 
Returned ballots are run through the Reliavote sorting machine to scan the barcode, capture 
an image of the signature, and sort the ballots into groups. After sorting, ballots are moved to 
a secure holding area. 
 
Signature Checking 
 
The scanned return envelope signatures are verified against the scanned signatures on file 
from the voter registration cards. Automated Signature Verification (ASV) software identifies 
the close matches. The remaining signatures are manually verified by staff. 
 
Sorting Machine, 2nd Pass 
 
Ballots are run through the Reliavote sorting machine again to sort them down to the precinct 
level, separate out challenged ballots, and slice open the return envelope. After sorting, 
ballots are moved either directly to the Opening & Flattening process or to a secure holding 
area. 
 
Opening & Flattening  
 
Ballots are extracted from the return envelopes and prepared for tallying. Envelopes are kept 
face-down so the signatures are not visible. Ballots are reviewed to identify any that need to 
be duplicated or enhanced. After sorting, ballots are moved either directly to the Ballot Tally 
process or to a secure holding area. Empty return envelopes are kept separate from the 
ballots in a secure holding area. 
 
Ballot Tally  
 
Ballots are given to the IS division to be tallied. Tallied ballots are received back from IS and 
either moved into a secure holding area, forwarded to Duplication & Enhancement, or 
forwarded to Write-In Tallying. 
 
Duplication & Enhancement 
 
VBM ballots are duplicated and enhanced according to the same procedures as precinct 
ballots. Duplicated and enhanced ballots are returned to the Ballot Tally process. Voided 
original ballots are moved into a secure holding area. 
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Write-In Tallying 
 
VBM ballots with Write-In votes are processed according to the same procedures as precinct 
ballots. Write-In totals are forwarded to the Candidate Services division for inclusion in the 
Statement of Vote. Ballots are moved into a secure holding area. 
 
1% Manual Tally  
 
See 1% Manual Tally Procedures on the following page. VBM division conducts the 1% 
manual tally for both VBM & precinct ballots according to the same procedures. 
 
Storage Preparation 
 
Upon conclusion of the Canvass, all VBM materials, including tallied ballots, empty return 
envelopes, challenged and voided ballots, undeliverable ballots, and unused blank ballots, 
are moved out of their secure holding areas, packaged, palletized, and shrink-wrapped for 
storage. VBM materials are retained for 6 months or 22 months depending on the election, 
per Elections Code §17300 et seq. 

 
Mailed Vote-By-Mail Ballots – Last Day to be Counted (Postmark +3)  
 
Per Elections Code section 3020 (b) Any vote-by-mail ballot, including vote by mail ballot 
cast by a military or overseas voter shall be deemed timely if it is received by the elections 
official via the United States Postal Service or a bona fide private mail delivery company no 
later than three days after Election Day and either of the following satisfied:  
 

1) The ballot is postmarked on or before Election Day or is time stamped or date 
stamped by a bona fide private mail delivery company on or before Election Day. 

2) If the ballot has no postmark, a postmark with no date, or an illegible postmark, the 
vote-by-mail ballot identification envelope is date stamped by the elections official 
upon receipt of the vote-by-mail ballot from the United States Postal Service or a bona 
fide private mail delivery company, and is signed and dated pursuant to Section 3011 
on or before Election Day. 

3) This process will continue collecting VBM return ballots from the US Post Office after 
election E +1, E +2, & E +3 during business hours. 
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Provisional Vote Process 
 
After the polls close, the Election Officers place all completed Provisional (PV) Ballot 
Envelopes in Envelope #2; write the number of PV Envelopes enclosed on front of envelope; 
and deliver to their assigned Return Center or Courier Team with all election materials.  The 
numbers of PV Envelopes collected at each precinct are recorded at the Registrar of Voters’ 
office on election night. 
 
Preparation 
 
The Voter Registration Division prepares the returned PV Ballot Envelopes by: 
 

1. Removing the pink PV Ballot Envelopes from the large envelopes identified as 
“Envelope # 2” and logging the number of forms/envelopes returned by each precinct 
in the PV Assessment Log for the precinct canvass. 

 
2. Completing Section A of the Provisional Voter Worksheet for each precinct 

Provisional Ballot Envelopes and attaching the worksheet to the forms with a rubber 
band. 

 
Provisional Voter Verification 
 
The Voter Registration Division researches each PV Ballot Envelope to verify the voter was 
eligible to vote, did not vote by another process, voted the appropriate ballot type (equal to or 
less than what they should have voted on), and in a Presidential Primary Election, the voter 
voted the correct party ballot. Eligibility of Provisional Voters is verified in the EIMS/Election 
Workspace/Provisional Failsafe Ballot Processing module and the envelope shall be marked 
of the determination of validity.   
 
The following shall be determined for each PV Ballot Envelope: 

1. Voter is registered to vote. 

2. Voter signed the envelope and the signature matches the voter’s signature on their 
registration form. 

3. Whether or not voter cast a Vote by Mail ballot. 

4. Voter voted on the correct ballot type. If not, write correct voting precinct number and 
ballot type on envelope in order to count eligible contests. 

5. In Presidential Primary Elections, verify if voter voted the correct party ballot.  If not, 
write the correct party in the For Office Use section of the PV Ballot Envelope in order 
to count eligible contests.   

When verifying the PV Ballot Envelope, the Provisional Voter Identification (PVID) Number 
will be entered into EIMS.  This unique identification number was provided to the voter at the 
polls so they may access the confidential results of their PV ballot. 
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Provisional Ballot Tally Preparation 
 
When the verification process is completed, the Voter Registration Division Manager and 
staff prepare the PV Ballots for tally.    
 

1. Working one precinct at a time, the Provisional Ballot Envelopes are sorted into 
“Count,” “Do Not Count” or “Partial Count” stacks.  

 
2. The envelopes marked “Count” are prepared for the 400C tally.  The empty envelopes 

are kept with all the envelopes from the precinct. 
 

3. The envelopes marked “Partial Count” are kept with the rest of the envelopes from the 
precinct and the precinct bundle is place in a “Duplication” tray. 
 

4. The envelopes marked “Do Not Count” are kept with the rest of the envelopes from 
the precinct.  If there are no “Partial Count” ballots in the precinct, the precinct bundle 
is placed in a Processed Precincts tray. 

 
5. Ballots marked “Partial Count” are duplicated. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

PVs are sorted by 
precinct number 
range listed on 
envelope and then 
counted

Partial Count (the voter voted 
the incorrect ballot type or 
party (presidential primary 
elections only) shall be 
duplicated 

 “Count” (Active, 
Inactive or pending 
voters that have not 
voted via another 
method) 

Compare signatures, 
addresses and precinct 
information (Flag for 
outreach if new address 
and no new registration 
was provided) 

Compare signatures, 
addresses and precinct 
information (Flag for 
outreach if new address 
and no new registration 
was provided) 

Compare signatures, addresses, 
precinct and party information 
(Flag for outreach if new address 
and no new registration was 
provided) 

“Don’t Count” 
(Cancelled, not 
registered on time, or 
registered in another 
county/state) 

EIMS
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Reasons for Provisional Ballot Duplication 

1. Valid Provisional Ballots that are damaged or marked in a manner that will cause them 
to be incorrectly read. 

2. Ballots to be partially counted because the voter voted the incorrect ballot type or 
party (Presidential Primary Elections only).  These ballots shall be marked with the 
correct ballot type and/or party ballot. Only the contests for which the voter was 
eligible will be duplicated. The ballot will be duplicated onto the same ballot type used 
in the precinct where the voter originally voted.  

 
Electronic Ballot Release 
 
Once the Provisional Envelopes have been verified and all checks/validations made, Voter 
Registration Manager will release all valid electronic provisional votes into the total tally of 
votes in WinEDS. Electronic provisional votes cast in incorrect precincts will be flagged in 
WinEDS with the correct precinct number which will allow WinEDS to tally votes in contests 
in which the voter is eligible to vote. Eligible paper ballots will be prepared for Tally on 400C. 
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VOID 
PV PCT #  1001 

Serial #      02/14-1 

EL/WW 

DUPLICATE 
PV PCT#    1001 

Serial #        02/14-1 

KS/LO 

 
Duplicating Provisional Ballots 

 
Provisional optical scan ballots are duplicated in the same manner as indicated in the 
previous section. If, however, the provisional ballot requires duplication because the voter 
cast their ballot on the wrong ballot type or the wrong party, there are more steps in the 
process. 
 

1. The Provisional Ballot duplication team puts all the ballots into precinct order and logs 
the precincts, ballot types, and appropriate party information. NOTE:  Provisional 
ballots are duplicated on the ballot type of the precinct the voter voted at, not 
the ballot type the voter should have voted on.   

 
2. Once the information is logged, the team proceeds to pull the appropriate ballot types 

from the Vote by Mail ballot stock.   
 

3. The duplicating team selects a precinct's Original 
ballots and the blank ballots to use in duplication 
(should match the Original ballot). The team stamps 
the Original ballot with the "VOID" stamp and enters 
the precinct number where indicated. 

 
4. The team places their initials and a "serial number", consisting of the date and a 

sequential number, where indicated on the Original ballot. The sequential number 1 is 
used for the first ballot, 2 for the next, and so on, restarting with 1 for each new 
precinct. Example:  02/14-1 is the serial number for the first ballot of the precinct on 
February 14.   

  
5. The team then stamps the ballots to be used for 

duplication with the "DUPLICATE" stamp and enters 
the precinct number, their initials and appropriate 
serial numbers that correspond to the Original 
ballots. 

 
6. Once the ballots are serialized, the duplication team analyzes the provisional ballot to 

determine what steps to take in duplicating it. One team member reads aloud the 
Original ballot's precinct number, ballot type, serial number, and each of the voter's 
choices that they were eligible while the second team member visually verifies this 
information. The second team member records this information onto the Duplicate 
ballot, while the first team member visually verifies this.   

 
7. The Duplicate ballot should exactly match the Original ballot, including overvotes, 

undervotes, and write-ins. Exceptions to this include when a voter has voted for a 
contest they were not eligible to vote on, or when the voter attempted to correct a 
mistake (refer to Duplicating Ballots and the Duplication Vote Count Guidelines). 
Any invalid mark not duplicated should be indicated with an "I" on the Original ballot. 
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8. This process continues until all ballots for the precinct have been duplicated.  Then, 
the Original ballots are rubber-banded together and placed in precinct order in the 
designated receptacle. The Duplicated ballots are rubber-banded together with the 
appropriate provisional precinct header card, are placed in precinct order in the 
designated box, and are given to Information Systems for tallying.   

 
9. The Original provisional ballots are placed in the secured storage area. 
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Write-Ins 
 
On Election Day, voters have the option of voting for “Qualified Write-In” candidates. DRE 
write-in votes are stored on the cartridge and loaded into the election database during the 
tally. Once the cartridges are tallied, write-ins are verified by printing out a “Write-in by 
precinct” report.    
 
Write-ins cast on optical scan ballots are out-stacked by the 400-C to be physically reviewed. 
Vote by Mail ballots with write-in votes are tallied by the Vote by Mail Canvass Team. 
Precinct optical scan ballots with write-in votes are tallied by the Precinct Write-In Tally 
Canvass Team. Once the optical scan ballots are out-stacked, the appropriate canvass team 
tallies the number of write-in votes for "qualified" candidates by office and precinct. 
 
 
Manual Count of Write-In Votes 
 
Qualified write-in votes, cast on DRE machines, are tallied manually by the Canvass Team. 
The Information Systems Division provides a DRE Write-In report, printed from the WinEDS 
program, of all the write-in votes cast on Election Day. The write-in Canvass Team sorts the 
spreadsheet by precinct number and write-in name. The spreadsheet is then printed and the 
team manually compares it to the list of qualified write-in candidates, highlighting valid votes. 
The write-in Canvass Team tallies all votes for qualified candidates (write-in or on the ballot) 
and provides an official report by precinct.  See attachments for Write-In candidates 
duplication guidelines. 
 
A report of all qualified Vote by Mail and Precinct write-in votes cast is included in the Official 
Statement of Vote. 
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Precinct Canvass 
 
Stage 1 
 
The objective of this stage is to verify the number of ballots issued to a precinct equals the 
number of ballots returned from the precinct, and to reconcile the number of signatures on 
the Roster Index with the number of cast ballots recorded on the Official Ballot Statement 
(OBS) (see Attachment # 3). 

 
1. Canvass Workers print their initials and start time next to “Office Use Only S1” on the 

OBS and the S1 on the Roster Index cover.   

2. The precinct numbers on the Roster Index and Envelope 1 are confirmed. 

3. The Roster Index is examined: 

a. Canvass Workers confirm the required signatures on the Declaration of Election 
Officers and the Certificate to Roster are present.  If signatures are missing, the 
precinct number is added to the Precinct Canvass Report (PCR). 

b. The Challenge List, located in the roster index is reviewed.  If signatures are 
present, then a copy is made. 

 
Official Ballot Statement 

 
Canvass Workers write in the “Office Use Only” column of the OBS.  No marks or 
changes are made to the sections completed by Election Officers.  Pencils should be 
used to write on OBS and Roster Index pages. 
 
First, the Canvass Worker confirms that the OBS is present and completed.  If a 
precinct’s OBS is missing and cannot be found, a blank OBS marked “duplicate” will be 
used. 

 
Canvass Worker OBS Evaluation Instructions 

  
1. Confirm that the OBS is complete. If complete, continue to step 2. If it is blank or 

partial, notify the CM, who will put the precinct number on the Precinct Canvas Report 
(PCR).  Then count the signatures, log the number of signatures on the OBS and 
return the Roster Index to Envelope 1 for OBS Reconciliation under stage 2. 

 
2. Confirm that the number of Voted Paper Ballots (Box 4) matches the total Optical 

Scan Ballots (“Opti”) counted on the IS Canvass Report. 
  

3. Confirm that the number of Voted Provisional Paper Ballots (Box 5) matches the 
number of paper provisional votes in the PV Assessment Log.  

 
4. Confirm the number of Qualified and Provisional Electronic Ballots (Box 6) matches 

the sum of “DRE” and “PV” votes on the IS Canvass Report. 
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5. If any totals from steps 2 through 4 do not match, ask a CM to confirm the IS Canvass 

Report numbers with the updated PV Assessment Log. 
 
6. Confirm that the Total Machine and Optical Scan Votes cast (Box 7) equal the number 

of voter signatures in roster (Box 8).  If not, count the signatures in the roster and log 
the number of signatures on each page.  Include all signatures from the supplemental 
and blank roster pages.  Check the exception logs, assisted voters list, OBS notes, 
and Optical Scan Closing Worksheet for any additional information. 

 
7. Canvass Workers print their end time next to their initials on the Roster Index cover. 

 
If the OBS information balances, the Canvass Worker submits the roster to a CM to verify 
and update the PCR. 
 
If the roster does not balance, the Roster Index is returned to Envelope 1 along with all of its 
contents and placed in the appropriate box for Stage 2.    

 
Stage 2 – Researching the Precinct Bins 

 
Canvass Staff OBS Reconciliation Instructions 

 
1. Canvass Workers print their initials and start time next to “Office Use Only S2” on the 

OBS and the S2 on the Roster Index cover. 

2. Search bins for any ballots, VBM or Mail Ballot envelopes, PV envelopes, missing 
roster pages, payroll sheets, exception logs, and other pertinent information.  Within 
72 hours after the Election Day, all precinct supply bins and unused ballot boxes will 
be checked and cleared for voted ballots, provisional, VBM, and MB envelopes.   

 
3. Verify the numbers of the unused Ballots set on the OBS.  Using the Unused 

Optical Scan Ballots form, verify that the number entered in the OBS matches the 
number entered in the Unused Optical Ballots form.  If not, count the unused ballots.  
If the sets are not complete, enter the count of the “A” optical scan ballot as number of 
the unused ballot sets. 

4. Count the spoiled ballots sets.  Do not include surrendered Vote by Mail ballots in 
the count.  Log the count on the corresponding line of the OBS in the “S2 – For 
Office Use Only” columns.  

 
5. If the OBS does not balance, the Canvass Worker repeats the OBS Evaluation steps 

in Stage 1, using any new information that is available. 
 

If the OBS information balances, the Canvass Worker submits the roster to a CM to verify 
and update the PCR. 
 
If the OBS does not balance, the Roster Index is returned to Envelope 1 along with all of 
its contents and placed in the appropriate box for further review and/or disposition. 
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Disposition of Precinct Supplies 
 
Canvass Workers search precinct bins for ballots, VBM or Mail Ballot envelopes, PV 
envelopes, missing roster pages, payroll sheets, exception logs, and other pertinent 
information.   As precinct bins are searched, they will be marked for the EMPD group to 
process following certification. 
 
All roster binders are removed from Envelope 1 and prepared for storage.  All materials 
recovered from Envelope 1 or the precinct bins will be distributed appropriately. 
 
Final OBS Review 
 
CM examines all unbalanced precincts, reviewing S1 & S2 findings and all reports to 
determine disposition. 
 
If required, Canvass Workers check the tallied ballots for precincts out of balance looking 
for misfiled ballots.  If ballots are found, the ballots are removed and the affected 
precincts are re-tallied.  Ballots removed from the incorrect precinct are applied to the 
correct precinct (by updating the precinct count).  All information is recorded on the 
Unbalanced Precincts Log prior to counting. 
 
CM determines when the investigation into each precinct ceases.   
 
Final Canvass Reconciliation 
 
Precincts remaining out of balance at the conclusion of the OBS reconciliation process 
are updated on the PCR with a notation indicating if they are over or under in ballots 
along with any other supporting notes.  
 
Final Report of Precinct Canvass to the Registrar 
 
CM prepares a summary of the Precinct Canvass, including information on the provisional 
and regular ballots, votes cast, and other supporting documents.  The Registrar will be 
provided the completed Precinct Canvass Report and the summary for review and 
approval. 

 
Filing and Retention of Canvass Log and materials 
 
Canvass materials are kept in the designated location in properly identified storage 
boxes. They will be stored for duration of applicable election laws. 
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1% Manual Tally – VBM & Precinct 
 
 
Ballot Pulling & Preparation 
 

1. IS Division will generate a list of randomly-ordered precinct numbers (see Attachment 
A).  This is typically done on E+1.  

 
2. VBM Manager runs two reports from EIMS, EWMR024 (Contest to Ballot Types Xref) 

and EWMR024 (Voting Precincts to Contests Xref). 
 
3. Using the reports and random precinct list, the VBM Manager determines which 

precincts and contests are included in the Manual Tally: 
 

a. The first 1% of precincts appearing on the random list must be included in the tally 
(example, for 1,000 precincts, the first 10 precincts on the randomly-ordered list 
are included). Every contest appearing on the ballot must be tallied for this initial 
group of precincts. 
 

b. For any contest not included in the initial group of precincts, the first precinct with 
that contest that appears on the random list will also be included in the Manual 
Tally; however, only that specific contest in question will be tallied for that precinct. 

 
4. VBM Manager will release the final list of precincts to be included in the Manual Tally 

to ROV staff as well as any observers of the random precinct drawing.   After all VBM 
and PV ballots have been tallied, the VBM Manager obtains a Track-It Box List (see 
attachment B) and the Semifinal Official Results by precinct Report (see Attachment 
c).  
 

Precinct 
Number Box ID1 Box ID2 Box ID3 Box ID4 Box ID5 

3602 A11 A32 A41 A47 A50 

2313 A05 A34 A40 A45 A50 

4731 A16 A38 A43 A48 NULL 

4050 A24 A33 A43 A48 A49 

 
5. A team from the VBM Division uses the Box List to locate and pull the counted ballots 

for the Manual Tally precincts. The ballots should be grouped into trays by precinct.  
Keep VBM ballots & polling place ballots separate. Ballots are placed in a secure 
holding area.  

 
6. VBM Manager prepares the Manual Tally Form (see Attachment #4). 
 
7. IS Division prints the Semifinal Official Results by Precinct Report. 

 
 

 
 



 32

 
 

Manual Tally 
 

 
 
 
 
 
 
 

 
 

 
Each Manual Tally Team must consist of at least two people. Each Team works on one 
precinct at a time and tallies VBM and precinct ballots separately. The Team completes one 
Manual Tally Form (See Attachment D) per contest per precinct. Teams are not given the 
machine results prior to tallying. A Manual Tally Verifier will check the Team’s tallies against 
the machine results. 
 

1. Begin a new precinct by counting the total number of ballots. If the election includes 
sets of multiple cards (ex: A cards, B cards, C cards, etc…), then do two counts: one 
count of only A cards and another count of all cards together (total of A + B + C).  
Check your total with the Manual Tally Verifier to confirm that all ballots are accounted 
for. 

 
2. Begin a new contest by entering the precinct number, contest name, and ballot 

quantity on a new Manual Tally Form and signing the names of all team members. 
 
3. Sort the ballots into stacks according to a candidate was selected. Make separate 

stacks for ballots with overvotes, undervotes, and write-ins. 
 

a. The purpose of the 1% Manual Tally is to verify the machine results. Therefore, 
if there’s a question about a voter’s intent, the Team should interpret all marks 
like a counting machine would. 
 

b. If a stray mark falls within the voting target area (arrow), it should usually be 
considered a vote. It may cause the contest to be overvoted. 

 
c. If a voter marks more candidates than allowed, but tries to cross one out, it 

should usually be considered an overvote. 
 

d. If a voter selects a candidate but the mark falls outside of the voting target area 
(arrow), it should usually be considered an undervote. 

 
e. When in doubt about how to interpret a mark, ask a lead, supervisor, or 

manager. 

1% 
Manual 

Tally 
starts 

All ballots 
for the 
selected 
Manual 
Tally 
precincts 
are pulled 

Each Manual 
Tally Team 
will process 
one precinct 

Each contest 
that is on ballot 

is read and 
tallied 

Manual Tally 
results are 

compared to a 
report of ballot 

cast 

VBM Manager 
reviews 
results for any 
discrepancies 

Finish
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4. Count the number of votes for the first candidate. Count each ballot one-by-one so 

that all members of the Manual Tally Team can count along and see the marks.  Keep 
the tallied ballots groups in stacks of 20. Mark the total number of votes for that 
candidate onto the Manual Tally Form. 

 
5. Proceed to the next candidate and continue until the votes for each candidate have 

been tallied. 
 

a. If you are tallying a contest where multiple candidates can be selected, you 
may need to stop between each candidate to re-distribute those ballots to the 
stacks for any additional candidates marked. 

 
6. Count the number of ballots where the contest was overvoted (the voter marked more 

choices than allowed). Tally one overvote for each possible selection allowed for the 
contest. 

 
a. Example: For a “Vote for 1” contest, tally one overvote for every ballot where 

the contest was overvoted. For a “Vote for 2” contest, tally two overvotes for 
each ballot. 

 
7. Count the number of ballots where the contest was undervoted (the voter marked less 

choices than allowed). Tally one undervoted for each possible selection that was not 
marked. 
 

a. Example: For a “Vote for 2” contest where only one choice was selected, tally 
one undervote. For a “Vote for 2” contest where no choices were selected, tally 
two undervotes. 

 
8. Tally one write-in for each write-in arrow marked. For the purpose of this manual tally, 

do not worry about the actual names written in. 
 

a. If the write-in arrow is marked, tally one write-in vote whether the name written 
is a qualified write-in candidate, a listed candidate, or an unqualified candidate. 
 

b. If an arrow is marked but there is no candidate written-in, still tally the write-in. 
 

c. If a candidate’s name is written in but the arrow is not marked, do not tally the 
write-in. 

 
d. In a contest where more than one candidate can be chosen, tally one write-in 

vote for each arrow marked (assuming the contest is not overvoted). 
 
9. When all votes for the contest have been tallied, add up the total number of votes for 

all candidates plus overvotes, undervotes, and write-ins. The total votes should equal 
the total number of ballots for the precinct. If it is a contest with multiple selections, the 
total votes should equal the number of ballots multiplied by the number of choices 
allowed. 
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a. Example: For a “Vote for 2” contest in a precinct with 100 ballots, the total 
number of votes should be 200. For a “Vote for 3” contest in that same precinct, 
the total number of votes should be 300. 
 

b. If the totals do not agree, see step #10 for resolving discrepancies. 
 
10. Show your Manual Tally Form to the supervisor to make sure your tally matches the 

machine results. If they match, move on to the next contest or precinct. If they do not 
match, you must review your work to resolve the discrepancy. 

 
a. Check your math. Sometimes discrepancies are caused by simple errors. 

 
b. Re-count the ballots. This is where grouping ballots in stacks of 20 saves time. 

If you find a stack with more or less than 20, it may resolve your discrepancy. 
 

c. Examine the ballots for stray marks or faint marks within the voting target areas 
(arrows). Remember to tally like the machine would. If a mark is too faint, it 
may not be read. If a stray mark passes through an arrow, it might be read. 

 
d. Make notes about how discrepancies are resolved on the Manual Tally Form. 

 
e. If required, the IS division may re-tally the ballots by machine. 

 
Storage & Retention 
 

1. Prior to the 1% Manual Tally, counted ballots are kept in a secure holding area. 
 

2. After the ballots for the manual tally precincts are pulled and organized, they are 
returned to a secure holding area until the tally begins. 

 
3. The manual tally is performed inside the secure VBM processing area of the ROV 

office. Ballots are moved from the holding area to the VBM processing at the 
beginning of the day, and then returned to the holding area at the end of the day. 
While the tally is conducted, the ballots will be in the presence of at least two ROV 
employees at all times. 

 
4. Upon completion of the manual tally, all Manual Tally Forms and machine results will 

be compiled by the VBM Manager for reporting to the Secretary of State. All manual 
tally documentation stored for the duration of the statutory retention period. 

 
5. Upon completion of the manual tally, all ballots will be returned to the secure holding 

area. After the Canvass is complete, they will be packaged and stored with all other 
VBM materials for the statutory retention period. 
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Certification 
 
 
Certification is the final process of canvassing, it consists of compilation of the Statement of 
Votes reports and issuance of certificate. 
 
The Statement of Votes (SOV) reports the votes cast for candidate and measure on the 
ballot for the election.  The dataset includes the summary reports and the aggregate data by 
precinct of individual contest. 
 
The summary reports of the SOV are: 
 (a) precinct total (vote cast at the polling place); 

(b) voting by mail total; 
(c) grand total [sum of (a) and (b)]; 

 
Certificate of Election Results will be issued to jurisdictions in the election, send together with 
the Statement of Votes, and the 3-colum summary result. 
 
Certification of election happens within 30 days after the election or as require by election 
law. 
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Recount 
 
A recount is conducted by the Registrar’s Office for the purpose of verifying the number of 
votes counted for any office or measure in the election. California Elections Code Chapter 9, 
Sections 15620 through15634 govern voter requested recounts. 
 
Who can request 
 Any voter of the state may file a request. (E.C. § 15620) 
 
Timing of Request 
 
 The request must be filed within five (5) calendar days, after the completion of the official 
canvass. The Registrar’s office is not open on weekends or holidays. (E.C. § 1562) 
 
Format of request 

 The request must be in writing. (E.C. § 15620) 
 Must specify the contest to be recounted. (E.C. § 15620) 
 Must state on behalf of which candidate, slate of electors, or position on a measure 

(affirmative or negative) it is filed. (E.C. § 15620) 
 May specify the order in which precincts shall be counted. (E.C. § 15622) 
 May specify the method of counting to be used (computer, manual or both). (E.C. § 

15627) 
 Additional costs for examining relevant material may apply beyond the cost of 

recounting ballots. 
 May specify any other relevant material to be examined. (E.C. § 15630) 

 
Place of filing 
 

With the county elections official responsible for conducting the election, if the contest is 
not voted upon statewide. (E.C. § 15620) Requests are acceptable via fax or email. Call 
(408) 299-VOTE for fax or email contact information. 
 
Notice of recount 
 

A notice stating the date and place of the recount will be posted by the Registrar’s Office 
at least one day prior to the recount and the following persons will be notified in person or by 
telegram. (E.C. § 15628) 

 All candidates for the office being recounted. 
 Proponents of any initiative or referendum or persons filing ballot arguments for or 

against any initiative, referendum or measure to be recounted. 
 
Process of recount 

 The recount is open to the public. (E.C. § 15629) 
 Recount must start no later than seven calendar days following the receipt of the 

request and shall be continued daily, Saturdays, Sundays, and holidays excepted, for 
not less than six hours each day until completed. (E.C. § 15626) 
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 A manual recount must be conducted under the supervision of the Registrar’s Office 
by recount boards, consisting of four voters of the county, appointed by the elections 
official. (E.C. § 15625) 
 

Result of Recount 
 The results of a recount are declared null and void unless every vote in which the 

contest appeared is recounted. (E.C. § 15632) 
 Upon completion of a recount, if a different candidate, slate of electors, or position on 

a measure receives a plurality of votes, the results of the official canvass will be 
changed and the election results re-certified. (E.C. § 15632) 

 A copy of the results of any recount conducted shall be posted conspicuously in the 
office of the elections official. (E.C. § 15633) 
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Observers 
 
 

Observers will be provided an Observer Instructions form (see Attachment # 1). 
 
Observers may view all aspects of the Canvass, may ask questions to the employee(s) 
designated by the ROV, and may take notes of the proceedings.  The ROV determines the 
number and placement of observers.  Observers are issued identification badges and are 
escorted throughout the office.  They may not interfere, interrupt, or delay the conduct of the 
Canvass.  No person, except an employee designated by the Registrar of Voters (or 
authorized deputy), shall touch any voting system, ballot container, Vote by Mail or 
provisional ballot or their envelope.  Conversations should be kept to a minimum.   
 
Questions should be addressed to ROV, Assistant ROV, or employee designated by the 
Registrar of Voters (or authorized deputy).  Observers shall not assist in the operations of the 
Canvass.  The ROV determines and establishes a reasonable observation distance.  Failure 
of an observer to follow the Observer Rules may lead the ROV (or authorized deputy) to take 
appropriate action. 
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ATTACHMENT # 1 
 
ELECTION OBSERVER GUIDELINES 
 

 
Please read and follow these Election Observer Guidelines. Violation of these instructions 
may result in an Observer being asked to leave the work area for the remainder of the day. 
 
The California Election Code provides for the public, candidates, committees and parties to 
observe ballot counting, Vote By Mai, and Provisional Ballot verification (California Elections 
Code Sections: 19320 (Machine Preparation) 15104, 15204 and 15350).  Additionally, the 
public is always welcome to observe our operation throughout the year in addition to the 
above election-specific processes, provided that: 
 
 Observers may not disrupt the working environment of the Registrar of Voter’s staff: 

o Keep all conversations to a minimum, at the lowest possible tone. 
o Keep at arm’s length from the staff at all times and never touch a staff member. 
o May not speak directly to staff. All questions and concerns must be addressed 

to the division manager, Assistant Registrar of Voters, or designated lead. 
 

 Whenever possible persons or groups wishing to observe should contact our office at 
least 24 hours in advance.  To avoid disrupting any election process, the Registrar of 
Voters may limit the number of observers. 
 

 Observers must sign in and out with the department, daily, and wear department 
badges for security purposes, turning them in each day before leaving the ROV. 
 

 Radios, cameras, tape recorders or recording devices of any type are not allowed. 
 

 Observers may not use cell phones inside the department. Please set the ring on 
silent or turn off the phone. Department phones are not for public use. 
 

 The Office of the Registrar of Voters is strictly non-partisan. Please avoid partisan 
comments and discussions while in the department. 
 

 Observers cannot touch any paper ballot or electronic ballot (cartridge). 
 

 Observers cannot enter restricted areas unless accompanied by an election official, 
with appropriate security level. 
 

 If an observer challenges a ballot, they are permitted to ask the staff to stop. The 
observer must then address their challenge to the division manager, the Assistant 
Registrar of Voters or designated lead. 
 

 Challenging a ballot: “…because the voter is not present, the challenger shall have the 
burden of establishing extraordinary proof of the validity of the challenge at the time 
the challenge is made.” (Elections Code 15106). 
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ATTACHMENT # 2 
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ATTACHMENT # 3 
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ATTACHMENT # 4 
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ATTACHMENT A  |  Sample List of Randomly-Ordered Precinct Numbers 
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ATTACHMENT B  |  Sample Track-It Box List 
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ATTACHMENT C  |  Sample 400C Precinct Results 
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ATTACHMENT D  |  Sample Manual Tally Form 
 

 
 


