BOONSBORO MAYOR AND COUNCIL
TOWN OF BOONSBORO, MARYLAND
TOWN ELECTION PROCEDURES

% ABSENTEE VOTING
» When APPLICATIONS are RECEIVED:

1.
2.

7A.

7B.

Stamp the application with “RECEIVED MMM DD 20YY”, write the time received, and sign your initials.

Check the Preliminary Voter List for the voter’s name.

e If not present, provide the person with a Voter Registration Form and instruct them to complete it and
return it to the Washington County Board of Elections.

o If present, verify and highlight the voter’s name and address. Continue with Step 3.

Fill out the Absentee Ballot Tracking Sheet with the voter’s name and residential address, the date the

application was received, and the absentee reason.

Prepare an absentee voting packet to include one of each of the following, in order, from front to back, and

secure with a paper clip on the left side:

e Absentee Ballot Instruction Sheet, signed by current Town Clerk

e Absentee Ballot

e Absentee Ballot Envelope (white with Oath of Absentee Resident pre-printed on it)

e Absentee Ballot Return Envelope (manila with addresses and “Official Absentee Ballot for the May DD,
20YY Town Election” pre-printed on it)

Print one label for each of the following and affix them to a large manila envelope:

e Boonsboro Election Registrars, 21 N Main Street, Boonsboro, MD 21713
(place in the upper left-hand corner)

e ABSENTEE BALLOT ENCLOSED
(in bold red lettering, place in the lower left-hand corner)

e The voter’s residential (if picking up) or mailing address
(place in the center of the envelope)

Place one absentee voting packet inside one labeled large manila envelope and seal it.

If voter or the authorized agent is present and waiting for pick-up:

i. Write “picked up by voter (or relationship to voter) MM-DD-YY” (pick-up date) in the corresponding box
on the Absentee Ballot Tracking Sheet and in the Preliminary Voter List.

ii. Have the recipient initial in the corresponding box on the Absentee Ballot Tracking Sheet.

iii. Hand the recipient the absentee voting packet.

If the absentee voting packet will be mailed to the voter:

i. Write “mailed MM-DD-YY” (the mailing date) in the corresponding box on the Absentee Ballot Tracking
Sheet and in the Preliminary Voter List.

ii. Write “n/a” in the initials box on the Absentee Ballot Tracking Sheet.

iii. Prepare the packet for Certified Mail with a Return Receipt.

iv. Take the packet to the Boonsboro Post Office, give them the packet, and have them postmark the
Certified Mail Receipt with the mailing date.

v. Paper clip the Certified Mail Receipt to the voter’s Application for Absentee Ballot.

vi. When the Return Receipt comes back, staple it and the corresponding Certified Mail Receipt to the
voter’s Application for Absentee Ballot.

Store in the safe.



» When BALLOTS are RECEIVED:

1.

Stamp the outer (manila) envelope with “RECEIVED MMM DD 20YY”, write the time received, and sign your
initials.

Open the outer (manila) envelope ONLY and take out the inner (white) envelope.

Verify that the signature on the inner (white) envelope matches the signature on the voter’s Application for
Absentee Ballot.

Stamp the inner (white) envelope with “RECEIVED MMM DD 20YY”, write the time received, and sign your
initials. KEEP THIS ENVELOPE SEALED.

Record the date and time received in the corresponding box on the Absentee Ballot Tracking Sheet.

Place the inner (white) envelope back into the outer (manila) envelope

Place in the designated spot in the safe.

¢ VOTING IN-PERSON
» When a voter arrives to vote in-person:

1)

2)

Ask the voter for their name and check the active Voter Authority Cards as well as the active Precinct

Register.

= |f the voter is not found in the active Precinct Register and/or the active Voter Authority Cards, he/she
must vote provisionally (see PROVISIONAL VOTING section below).

= |ffound, verify the address with the voter to ensure the information is still correct. If an in-town address
change occurred, the voter must complete a Voter Update Form and update the address on the Precinct
Register. Continue with Step 2.

Add a tally to the Voter Count Sheet and mark both the Voter Authority Card and under “Issue #” on the

Precinct Register with the corresponding voter number. The voter shall sign both the Voter Authority Card

and under “Indicator” on the Precinct Register. The Registrars will then hand the voter a ballot and refer to

the signs on how to correctly complete his/her ballot. Ballots should be inserted into the Official Ballot Box

when the voter is finished.

» Doors will close promptly at poll closure time. Anyone remaining in the check-in line at poll closure time will be
allowed to complete a ballot.
> PROVISIONAL VOTING

1)
2)

3)

4)

5)

If a voter arrives to vote but cannot be found on the register, the voter must vote provisionally.

Complete the “Election Judge” section on the back of the Provisional Ballot Application.

Have the voter complete Parts 1 and 3 of the Provisional Ballot Application as well as fill out a blank Voter

Authority Card. They must also provide a photo ID or a SSN to register.

Once the voter returns the Provisional Ballot Application and the Voter Authority Card, review both items

for completeness. If finished, turn over a ballot and write “Provisional XXX” with the sequential number

inserted for XXX. Then give the ballot to the voter, instructing them to return the ballot to the Registrars’

table. Place the Voter Authority Card with the other completed Voter Authority Cards.

Provisional ballots MUST be returned to the Registrars upon completion. Insert the completed Provisional

Ballot into the Provisional Ballot Application, seal it, and place it inside the bright orange Provisional Ballots

bag.

After the voter leaves:

a) Remove the Provisional Ballot Application from the bright orange Provisional Ballots bag

b) Call the Washington County Election Commission to verify the voter’s registration status. Complete the
“Election Director” and “Board Action” sections on the back of the Provisional Ballot Application.

c) Detach the Voter Registration Form from the Provisional Ballot Application and attach to the completed
Voter Authority Card.

d) Place the Provisional Ballot Application back in the bright orange Provisional Ballots bag.



» VOTER ASSISSTANCE
e |f a voter has a disability or is unable to read or write English AND requests assistance with voting or

completing a provisional ballot application, use the Voter Assistance Form. Two (2) Registrars shall fill out
Part |, sign Part Ill, and assist the voter together.

+« BALLOT READING & VOTE COUNT
> Shortly before the poll closure time, the Town Clerk and Disinterested Person shall go to Town Hall to retrieve
the Absentee Ballots from the safe and return them to the Community Center in Shafer Park for the ballot
reading and vote count.
» Once all voters have exited the polling place, the candidates and/or their representatives may enter for the
ballot reading and vote count to take place shortly after the closing of the polls.
» The Town Clerk shall read each ballot aloud. The three (3) Registrars shall tally the votes on their individual
sheets and the Disinterested Person shall tally the number of ballots read and validated.
1) For a ballot to be valid:
» Candidates must be selected with a v" or an x only in the box next to his/her name.
= There may not be more than:
¢ One (1) vote for Mayor or Assistant Mayor
¢ Two (2) or three (3) votes, depending on the election year and as stated on the ballots, for Council
Members
=  For write-in votes, the candidate’s name cannot be an ineligible person (non-resident, celebrity, etc.)
and must have a v’ or an x only in the box next to his/her name.
2) If a ballot is marked incorrectly or unclearly, the Town Clerk shall verbally question the ballot and present it
to the Disinterested Person for a ruling on its validity. Any single invalid vote will invalidate the entire ballot.
Any ballot deemed invalid shall be marked in some way to distinguish it as such.
» The Town Clerk shall then place validated ballots in stacks in increments of twenty-five (25). The Disinterested
Person shall keep track of how many ballots have been validated and call for a count after twenty-five ballots.
1) When a call for a count is made, the Lead Registrar shall read aloud his/her tally counts for each candidate,
including write-ins. If there becomes an extraordinary amount of write-ins, the Town Clerk, Registrars, and
Disinterested Person can choose whether or not to continue reading the tally counts for write-ins when a
call for a count is made.
2) The other Registrars shall verbally agree or disagree with the Lead Registrar’s tally counts.
= |f all Registrars agree, the Town Clerk shall continue to read the ballots and start a new stack of twenty-
five (25).
= |f one of the Registrars disagree, majority rules.
= |fthere is no agreement, we will restart that batch.

«* POST-ELECTION & RECORDS RETENTION
> Following the ballot reading and vote count, the Town Clerk shall:

1) Sort the ballots in the following groupings, secure them in said groups, and place them in the a box marked
“Town Election Ballots & Misc. May XX, 20XX” in the following order:
= Validated
= |nvalid
= Ineligible Provisionals
=  Unused

2) Secure together the absentee envelopes with the Absentee Ballot Tracking Sheet on top, then place in the
box on top of the ballots.



3) Have the Registrars sign their Tally Sheets, fold them, and place them in the box on top of the absentee
packet with the Lead Registrar’s Tally Sheet on top.

4) Have the Disinterested Person sign his/her Tally & Count Sheets, then place them in the box on top of the
Registrars’ Tally Sheets.

5) Close the box and return it to Town Hall to be stored in the safe overnight.

Upon returning to Town Hall on Election Night, the Town Clerk shall:

1) Seal the box containing the ballots by taping it closed with packing tape, then place it in the safe.

2) Complete the Election Results Notice, print it, sign it, scan it, and tape it to the back door of Town Hall.

3) Call the Herald Mail with the official results, unless they were present at the end of the ballot reading and
vote count.

4) Text the Mayor, Town Manager, and Administrative Assistant with the results.

The morning after the election, the Town Clerk shall complete and send a letter to the Washington County Clerk

of Court certifying the election of new officials.

Once received, the Town Clerk shall complete and return the MML Election Results Form.

All election materials shall be preserved in Town Hall for a minimum of six (6) months following the date of the

election.



