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MONTEREY COUNTY ELECTIONS  

ELECTION DAY 

WHAT 
TO DO IF. . . 

 
 

        
 
 
 
 
 



 
PROVISIONAL VOTING 
You will issue a provisional ballot because the voter: 

• Is registered with one party and wants to vote the ballot of another party  
• Is not in the Roster of Voters. 
• Cannot go to his/her assigned Polling Place.  
• Cannot surrender a vote by mail ballot. 
• Moved within Monterey County and did not re-register (following the VOTER MOVED 

section). 
• Does not have identification and “ID REQUIRED” is on the signature line. 
• Already cast a ballot and demands to vote again. 
• Is in the Pink Roster. 
NEVER MODIFY THE ROSTER BY ADDING A VOTER!  
PROVISIONAL VOTERS DO NOT SIGN THE ROSTER! 
If a provisional voter mistakenly signs the Roster, provide details on the notes page (white sheet located 
at the back of the Roster) including voters name and page number, and a report on whether or not this 
voter first cast a qualified ballot. 

 
Issuing a Provisional Envelope:  
COMPLETENESS CAN BE THE DIFFERENCE BETWEEN COUNT AND DON’T COUNT!  
Both you and the voter must complete, even if the voter chooses to vote on the machine! 

1. You complete your section  
a. Front of envelope upper right-hand square you write  

i. Ballot Type Number (Ballot Type is the number located on the voter’s 
information line in the Roster of Voters under the column heading BLT Type 
and matches the Ballot Type Number of the issued ballot). 

ii. Party (Of the ballot that will be in the envelope) 
b. Back of envelope you check the reason you are issuing a provisional ballot.  

i. If you marked B, F, G OR H as a reason, or if the voter wants to change 
party, have the voter complete a registration form and include it in the back 
pocket of the provisional envelope. 

c. Write your name at the bottom of the envelope 
2. Give the voter the envelope to complete all of the “Voters Declaration” on the front side – 

INCLUDING SIGNATURE & CURRENT RESIDENTIAL ADDRESS - OR IT WILL NOT 
BE COUNTED.   

a. Voter returns the envelope when done 
b. Check the envelope for completeness  
c. Then issue the ballot  

Issuing a Provisional PAPER Ballot:  
1. On the back of the envelope, check the box “Paper Ballot”  
2. Remove the stub from the envelope, hand to voter and explain it has information on how to 

check if their ballot was counted or not and the reason why.  
3. Remove ballot from pad and remove stub from ballot.  
4. Fold the ballot so that it will fit in the envelope. Hand envelope, with ballot inside, and stub to 

voter. 
5. Tell the voter a single line connecting the head and tail of the arrow is all that’s needed; there 

are contests on the backside. 
6. Tell the voter when done to fold the ballot and put it in the pink envelope and return location 
7.  The Election Officer in charge of the ballot bag will deposit the Provisional Ballot Envelope in       
      the blue Ballot Bag with the matching precinct number. 



Issuing a Provisional ELECTRONIC Ballot:  
 
Provisional Voting on the Touch-Screen Voting Machine 
Any individual who is voting a provisional ballot may elect to use the Touch-Screen Voting Machine 
(TSVM). In order to activate the provisional function of the TSVM follow the steps below: 
Activate a Voter Card for Provisional Voting 
 

Ballot Codes 
are on the  

Card Activator 

(1) Insert voter card in the Card Activator 
(2) If you are prompted with “Enter Ballot Code:” 

a. Enter the code and press 
Yes

 
(3) You will then be prompted with “Activate this card?” 

a. Press 0  
(4) You will then be prompted with “Provisional Voter?” 

a. Press 
Yes

 
(5) You will be prompted with “Copy ID, press Enter xxxxxx-yyy” 

a. X Touch-screen Ballot and Copy the ID number on the back of the provisional 

envelope.  

b. Press    
(6) The voter card will eject  
(7) Give the card to the voter, instructing 

him/her to return the card outside of the 
envelope to an Election Officer 

 Paper Ballot 
Touch-Screen Ballot 
    Copy ID:_______ 
    (ID From Card Activator Screen) 

Back of Provisional Envelope 
under the Receipt/Stub 

(8) The Election Officer will deposit the completed 
envelope, with nothing inside of it, in the blue 
ballot bag.   

(9) The Election Officer will return the voter card to 
you.  

 
 



Print Your Name Here 
Mark as applicable 

  Election 
Officer  

checks off as  
many as  

applicable 

Provide detailed explanation 

Detach  
envelope  
stub and  
give to 
voter 

 
 

BACK OF PROVISIONAL ENVELOPE 
 
 
 
 

 
 
 



 

Voter Prints Name 

VOTER SIGNS 

Voter’s Current Residential Address                                                                       

Today’s Date Date of Birth 

CA Driver’s License or State ID Social Security Number 

Phone Number 

Voter’s Former Address (if applicable) 

Date of Move (if applicable)              

Election Officer 
Completes This 

Section 

Voter Completes This Section 

FRONT OF PROVISIONAL BALLOT ENVELOPE 



VOTE BY MAIL VOTER (CEC § 3015, 3016, 3017) 
VOTE BY MAIL VOTER WANTS TO DROP OFF:  

 Can come from anywhere in Monterey County 
 Goes straight to the ballot bag 
 DO NOT SEND THIS VOTER TO THE ROSTER.   
 THIS PERSON DOES NOT SIGN THE ROSTER.  
 Make sure the voter filled out and signed the envelope 
 You deposit the enveloped ballot in the bag 

 
 DO NOT MARK THE ROSTER TO INDICATE THIS PERSON ARRIVED 

VOTE BY MAIL VOTER WITH BALLOT WANTS TO SURRENDER: 
 This person goes to the Roster of Voters 
 Voter states name and address out loud 
 You find the voter in the Roster and repeat the information; is it correct? 
 Take the envelope with the ballot inside 

o No envelope, no problem: Use an envelope from your supplies 
 Write “SURRENDERED” on the envelope and place in Plastic Bag D “Surrendered Ballots”  
 VOTER SIGNS THE ROSTER over the vote by mail message 
 Issue the ballot according to the voter’s listed party.  If “DS” is listed, the voter may choose from one 

of the following:  “NP”, “DEM”, “REP”.   
 
WHAT IF THE VOTE BY MAIL VOTER WHO WANTS TO SURRENDER IS NOT IN MY 
ROSTER? 

 Refer to the Street Poll Place Look-up or call 796-1499 to find out where the voter should be 
 The voter can go to the correct polling place, the elections office or vote provisional at your precinct 
 Inform the voter, only the contests that are shared with the ballot at their assigned precinct will count 
 If voter votes provisional at your precinct, take the Vote By Mail envelope containing the ballot and 

write “SURRENDERED” on the envelope.   
 Check the party abbreviation on the back bottom portion of the envelope to issue the correct ballot 

o If “DS” the voter may surrender for one of the following: “NP”, “DEM”, “REP” 
 Place in Plastic Bag D “Surrendered Ballots” (canary/light yellow) 
 Process as provisional voter write “surrendered/not in roster” in the comments field of the provisional 

envelope 
 
VOTE BY MAIL VOTER DOES NOT HAVE BALLOT TO SURRENDER or DROP-OFF: 

 Give the voter options and let him/her choose 
 Voter can go get it, vote it and drop it off anywhere, or  
 Surrender it at the assigned polling place, or 
 Voter can go to the Elections Office to vote, or 

 
 Voter can vote a provisional ballot now 

SOMEONE WANTS TO DROP OFF A VBM BALLOT FOR SOMEONE ELSE: 
 Make sure the voter filled out the envelope and signed it 
 Check that the person dropping off is a: Spouse, parent, child, sibling, grandparent, grandchild, or 

resident of the same household 
 Person dropping off signs the outside 

 
 You deposit in the blue ballot bag 

VOTE BY MAIL VOTER WANTS TO DROP-OFF HAS BALLOT BUT NO ENVELOPE: 
 Give the voter one of the vote by mail envelopes in your supplies 
 Make sure the voter completes all sections of the envelope or we cannot open it!    
 Voter writes address and name legibly and signs on the envelope 
 Ballot goes in the envelope, envelope goes in the blue ballot bag 
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Provisional
voting must
be offered to
voters. It’s

the law.

Provisional Voting

Provisional voting is a process, by law, that allows voters to cast a
ballot under the following circumstances:

 Voter’s name is not on the roster.

 Voter is shown on roster as Vote-by-Mail (VBM) but is
unable to surrender their mailed VBM ballot.

 Voter is unable to provide ID when it is required. (During a
federal election only)

 Voter wants a ballot different from what is on the roster. (During a primary election
only)

With provisional voting, voters should never be refused the right to vote!

Provisional Process

 The pRoster Clerk will check the reason box on the provisional envelope and note what
party ballot is shown on the roster.

The envelope is given to the voter and the voter is directed to the Inspector to complete the
process.

 Confirm the reason with the voter and assure the voter they can vote.

For example “Although we weren’t able to find your name in the roster, you can still
vote today.” Or “You weren’t able to bring in your vote by mail ballot but you can still
vote.”

(Rep)
17005
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 Explain the provisional process to the voter.

For example, “You’ll need to complete some paperwork then I can issue you a
ballot. Once you have voted the ballot, it will be forwarded to the Register of
Voters Office to determine if it shall count.”

 Give the voter the required forms.

First, have the voter sign provisional sign-in sheet. For example, say” Please print
and sign your name on the provisional sign-in.”
Next, give voter a provisional envelope and ask “Can you complete the part
designated for the voter?”
If the voter is not registered, he/she must complete a Voter Registration Card (VRC) also.
Say “Please complete this registration form so we are sure to have you registered for
the next election.”

 Review all forms before issuing ballot.

Ensure the envelope and VRC (if required) are completed thoroughly and signed by the
voter before issuing provisional ballot. Don’t forget your precinct number.

 Give the voter a provisional ballot.

Give the voter the ballot that the Roster Clerk has noted on the envelope. If voter is
noted as a Decline-to-State (DS), give voter their 3 choices. The ballot that is given
must be noted on the provisional envelope by the Inspector.

The ballot is placed in a secrecy sleeve. Tell voter, “After you mark your ballot,
please seal it in the envelope, and returned the envelope to me.”

 Give voter their receipt and place ballot in Official Ballot Box.

(Rep)
17005

Inspector Completes This Line
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Let’s Review

1. Provisional voting is required by law. True ______ False _______

2. Poll workers determine if a provisional ballot will count. True ______ False______

3. The pRoster Clerk keeps the provisional envelopes. True ______ False______

4. The Inspector issues provisional ballots to voters. True ______ False______

5. The two items marked on the envelope by the pRoster clerk are the ___________________

and the______________________ listed in the roster.
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INSTRUCTIONS FOR PROCESSING
 
VOTE BY MAIL VOTERS
 

(for more detailed instruction see
 
“Special Circumstances at  the Polls”)
 

� A Vote by Mail voter may return  his or her own 
voted ballot, or anyone may return the voted 
ballot of his or her spouse, child, parent, 
grandparent, grandchild, sibling, or person 
residing in the household, to any Polling Place 
in Sonoma County. 

1. If voted ballot is in original ID envelope, confirm 
that ID envelope has been signed by voter. If 
person delivering ballot is not the voter, verify 
“Authorization Statement” on ID envelope is 
completed. Ask voter or person delivering ballot 
to print and sign his or her name and print 
name of voter for whom ballot is being 
returned (if same write “self”), on blue Vote 
by Mail Sign In  Sheet. Drop voted ballot sealed 
in ID envelope into Ballot Box. 

2. If person delivering the voted ballot does not 
have the original ID envelope with the voted 
ballot, provide a blank ID envelope from 
supplies. Ask if person delivering ballot is the 
voter. If  so, ask voter to insert ballot into 
envelope, print his/her name on ID envelope  
and sign envelope. Ask voter to print name 
and sign on blue Vote by Mail Sign In Sheet. 
Drop voted ballot sealed in ID envelope 
into Ballot Box. If person delivering ballot is 
not the voter, ask person to return ballot 
(inside ID envelope) to the voter so voter 
may print his/her name and address on 
ID envelope and sign the envelope and 
“authorization statement.” 

3. If voter has his or her Vote by Mail  ballot but 
wants to vote at polls, write “surrendered” on 
ID envelope or ballot and place in plastic 
envelope with yellow Spoiled/Canceled label (in 
“Supplies for Closing” folder). Process voter as a 
regular voter (see previous page). 

4. If Vote by Mail voter wants to vote at polls,
 
but does not have Vote by Mail ballot to
 
surrender, issue a “Provisional” ballot.
 

INSTRUCTIONS FOR PROCESSING
 
PROVISIONAL VOTERS
 

(for more detailed instruction see
 
“Special Circumstances at  the Polls”)
 

� A voter may be issued a Provisional Ballot if his 
or her eligibility cannot be determined at the 
polls. Some examples of this are: 

1. A voter whose name  does not appear on the 
Alpha Index or List of Inactive Voters. 

2. A Vote by Mail voter who wished to vote at the 
polls but who does not have his or her 
Vote by Mail ballot to surrender. 

3. A voter who claims to be registered with a 
political party other than that shown on 
Alpha Index. 

4. A voter who moved within the county but 
failed to reregister. 

� Take a pink Provisional ballot envelope  out 
of your supplies. Remove attached 
voter information slip and give to voter. 

� Complete precinct and reason for issuing.  Fill in 
political party (in Primary election only). 

� Ask voter to complete voter’s information on pink 
Provisional ballot envelope and  have voter sign 
envelope. 

� Ask voter to print name and sign on pink 
Provisional Sign In  Sheet. 

� When voting booth is available, issue Official 
Ballot card(s), Mark-A-Vote pen (without cap), 
pink secrecy envelope and pink Provisional ballot 
envelope to voter. NOTE: in a Primary Election, 
provide party ballot requested by voter if you are 
unable to verify voter’s party information. 

� After voter returns with ballot card(s) enclosed 
in pink secrecy envelope, retrieve Mark-A-Vote 
pen and replace cap. 

� Ask voter to insert ballot into pink Provisional 
ballot envelope. 

� Check to be sure all information on pink 
Provisional ballot envelope is complete and drop  
into Ballot Box. 
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