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State of Cdlifornia

PROCEDURES
Required for Use of the

Model 550 and Model 650 Voting Systems

These procedures have been adopted by the Secretary of State pursuant to
Elections Code sections 19100 and 19205 and shall regulate and govern the use
of the Model 550 and Model 650 Voting Systems at all elections governed by
the California Elections Code.

These procedures shall be effective beginning[ ] and shall be used in
conjunction with al other statutory and regulatory requirements. Insofar as
feasible, all procedures prescribed herein shall be carried out in full view of the
public.

These procedures constitute a minimum standard of performance. They are not
intended to preclude additiona steps being taken by individual eections officials
to enhance the security and reliability of the electoral process.
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Our Mission

Our Mission isto support democracy worldwide by providing proven,
accurate, and innovative eection systems and servicesto voters and eection
offidds

Our Vigon

Our Vidon isto continuoudy improve and grow our integrated totd eection
solutions that provide "Better Elections Every Day.” We will accomplish this
vigon with an uncompromising commitment to customer satifaction and
integrity within the election process.

WhoWeAre

ES& Sisacompany of dedicated people building integrated systems and
developing solutions for the dection officid’ s totd management needs.

Election and voter registration management software
Ballot counting and tabulation hardware
Election information management software
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This manual, aswell as the products described in it, is furnished under license and may be used
or copied only in accordance with the terms of such license. The content of this manual is
furnished for informational use only, is subject to change without notice, and should not be
construed as a commitment by Election Systems & Software, Inc. Election Systems &
Software, Inc., assumes no responsibility or liability for any errors or inaccuracies that may
appear in this documentation. Except as permitted by such license, no part of this publication
may be reproduced, stored in aretrieval system, or transmitted, in any form or by any means,
electronic, mechanical, recording, or otherwise, without the prior written permission of Election
Systems & Software, Inc.

All products mentioned are the sole property of their respective manufacturers.

Disclaimer

Election Sygems & Software does not extend any warranties by this document. All
product information and material disclosure contained in this document is furnished
subject to the terms and conditions of a purchase or lease agreement. The only
warranties made by Election Systems & Software are contained in such agreements.
Users should ensure that the use of this equipment complies with all legal or other
obligations of their governmental jurisdictions.

FCC Compliance:

Central scanners comply with Part 15 of the FCC Rules. Operation is subject to the following two
conditions: (1) This device may not cause harmful interference, and (2) this device must accept any
interference received, including interference that may cause undesired operation.

This equipment has been tested and found to comply with the limits for a Class B digital device,
pursuant to part 15 of the FCC rules. These limits are designed to provide reasonable protection against
harmful interference in aresidential installation. This equipment generates, uses and can radiate radio
frequency energy and, if not installed and used in accordance with the instructions, may cause harmful
interference to radio communications. However, there is no guarantee that interference will not occur in a
particular installation. If this equipment does cause harmful interference to radio or television reception,
which can be determined by turning the equipment off and on, the user is encouraged to try to correct the
interference by one or more of the following measures:

Reorient or relocate the receiving antenna.

Increase the separation between the equipment and receiver.

Connect the equipment into an outlet on acircuit different from that to which the receiver
is connected.

Consult the dealer or an experienced radio/TV technician for help.
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Chapter 1: Introduction

The California Election Procedures Manual for ES& S Central Scanners
(California Procedures Manual) contains guiddines for following ection
procedures adopted by Californial s Secretary of State according to the state
Elections Code sections 19100 and 19205. Use the informetion in the California
Procedures Manual to conduct al eections governed by the Cdifornia Elections
Code when you use ES& S central scanners (Models 550 and 650).

Follow the guiddinesin the California Procedures Manual dong with dl other
statutory and regulatory requirements. Whenever possible, carry out dl of the
procedures described in this manud in the full view of the public.

The procedures described here congtitute a minimum standard of performance and
are not intended to preclude additionad measuresimplemented by individud eection
officids to enhance security and reliability for the eection process.

Consult the Cdifornia Elections Code for the exact dection requirements in your
jurisdiction. Contact Cdlifornid s Secretary of State or go onlineto
www.leginfo.ca.gov/cgi- bin/cal awquery 2codesection=el ec& codebody=& hits=20
for acopy of the Cdifornia Elections Code.

Contacting ES&S

Contact ES& S with any scanner or procedural questions. Support representatives
are available between 8:00 am. and 5:00 p.m. Centra Standard Time with extended
support hours during e ection periods.

Telephone:  800-247-8683 (USA & Canada) or
402-593-0101 (Internationd)

Fax: 402-593-8107
Mail: Election Systems & Software
11208 John Gat Blvd.

Omaha, NE 68137 USA



Understanding Central Count Systems

Jurisdictions that use centra scanners transport ballots from polling placesto a
centra count location where dection officiads scan the balots.

Jurisdictions save ballot data from central count scanners, such asthe ES& S Mode
550 or 650, to 3.5-inch disks or zip disks every hadf-hour. The jurisdiction loads the
totals disks into Reporting Manager and produces results reports while continuing to
scan bdlots. The jurisdiction produces afind dection report after loading the last
scanner disk into Reporting Manager.

When sdecting the ingdlation location of the central scanner one should consider
the physicd security within the surrounding and the location of the indllation.

Bdlot counting should be performed in public view, but the location sdlected should
gtill be secure to prevent unauthorized access to the tabulation equipment. All
authorized persond should be dlearly identified, by some type of visud identification
such as an identification badge.

Scanner Functions

Centrd scanners perform the following functions:
Authenticates ballot stock.

Check the pre-printed codes aong the balot edge to determine the precinct,
split, and type of each scanned ballot.

Read voter choices for candidates or issues. The entire reading process takes
only afraction of a second for each bdlot.

Check for ballot irregularities. For example, if avoter opts not to votein one
race, the scanner recognizes and records that choice. Or, if the scanner detects
atorn balot, the scanner stops and provides the operator with instructions for
handling the blot.

Tabulate votes for each race and tracks the race count by precinct. Tracksthe
total ballots counted by precinct and by ballot type.

Track absentee results in saverd ways:

Tallies absentee voteswith theregular precinct totals
Tallies absentee votes separ ately from the regular precinct totals
Talliesvotesas a duplicate precinct set



If using ERS, tallies votes as a separ ate group within ERS

Generate reports to show up-to-the-minute totals by individud precinct, city, or
by county. Find reports serve as unofficid dection night results. The scanner
as0 generates a date stamped audit log of scanner activities.

Save dection results to disk, in order to save a permanent record of the election
or to use as backup data.



Chapter 2: Understanding Ballots

ES& S centra scanners use 14, 17 or 19- 21 inch balots. Standard, coded ballot
stock measures 8.5 by 17 inches. The standard ballot that the scanner reads has
three columns and is 8.5 by 14 inches with 36 rows of ballot selection text and 216
voting target (oval) locations. Use the extra three inches on the coded stock for
ballot stubs. Place two stubs on your balot if you bind your ballots. Use the bottom
stub as the bind stub to tear the balot awvay from the bound stack and use the next
stub as the audit stub to keep a paper record of your registered voters. All balots
used with the election process must be produced and finished by a Secretary of
State certified printer and the county must follow the Secretary of State procedures
for bdlot inventory.

A single, centrd scanner bdlot usudly fits on asingle sheet of ballot stock but the
balot can fill two sheets or more. Y ou can format the ballot as single sided or
double sided, with up to three columns on each Sde. ES& S delivers bdlotsin
stacks of 300 and shrink wraps or binds ballots according to the specifications of
eech juridiction.

Bdlot paper and punch cards used by any jurisdiction holding an dection governed
by Cdifornialaw are tinted, watermarked or overprinted with a design furnished by
the Secretary of State of Cadlifornia. ES& S prints balots to ensure that the
watermark or overprint is clearly visble.

Voting Targets

Voting targets (ovals) appear to the left of each ballot selection and voters use
gpecid, machine-readable pencilsto fill in the ovasto indicate balot sdections.
Scanners cannot read the ink used to print the actua ovalsor ballot text (such as
contest descriptions and candidate names). Machine-readable ink is black and ink
that the scanner cannot read is a shade of gray or another color. The Six possible
column positions for ovals correspond to fiber-optic sensors on the scanner.

Machine Readable Marks

Other than voter marks, the machine-readable marks on the balot include the timing
track, code channel and black check marks. The timing track isthe row of black
boxes on the far-1€eft edge of an optica scan balot. Scanners read the timing track
to locate ova positions on the ballot. The code channd is the column of numbered
black boxes on the Ieft Sde of a bdlot immediately right of the timing track. The
scanner reads combinations of boxes in the code channdl to determine the precinct,



slit, type and style of abdlot. Black checks appear above and below each ballot
column, above and below the timing track, and above and below the code channe
on optica scan ballots. The locations of black checks correspond to sensor
locations of ES& S bdlot scanners (the black check mark in column ‘A’
corresponds with sensor ‘A”) Ballot scanners read black checksto calibrate
Sensors.
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Understanding Ballot Data

Scanners draw three types of data from scanned balots: audit information, ballot
information and voter marks.

Audit Information

The scanner reads the timing track and black checks for audit information. The
scanner rejects ballots with damaged or misprinted boxes in the timing track. The



scanner reads black checks to cdibrate sensors. ES& S prints al of the audit marks
on abdlot in machine readable ink.

Ballot Information

Scanners read the code channel for ballot precinct, type, split and style information.
The code channd relays balot information that matches the balot sequence number,
the party designation of the ballot (balot type), and ballot split information.

Voter Marks

The scanner reads and records voter marks, combines the selections for each voter
and produces e ection results based on the combined totals. The scanner reads
properly marked ovas (completely filled) as well as check marks, Xs and horizontd
lines.

Ballot Contents

The balotsfor ES& S centrd scanners contain the following information in
accordance with section 13103 of the California Elections Code:
Thetitle of each office arranged to conform to the Elections Code.

The names of al qudified candidates with exceptions outlined in the Cdifornia
Elections Code.

Titles and summaries of measures submitted for voter approval.

Candidate and party names appear on balots according to the guidelinesin section
13105-13108 of the Cdifornia Elections Code.

Contest order adheres to the guiddinesin section 13109 of the Elections Code.
Additiord balot formatting aso adheres to the guidelines in divison 13, chapter 3
of the Elections Code.

ldentifying Ballots

The precinct name agppears in the lower left corner of mogt ballots. Use the precinct
name to verify that scanned ballots belong to the correct precinct.

Y ou can dso use the three digit sequence number (at the lower right corner of most
bdlots) to identify the ballot precinct. A colon and a split number follow the ballot
sequence number on ballots from split precincts.



Ballot Stubs

Format each balot with one or two balot stubs and include the identifying
information specified in section 13261 of the California Elections Code on each
stub.

Sample Ballots

Use the guidelines from Division 13, Chapter 4 of the California Elections Code to
create and send sample balots to each registered voter in the jurisdiction that
displaysthe bdlot that will be used.

Ballot Shortages

Remind polling place workers to contact election central 1ong before the polling
place runs out of a particular balot syle. If your jurisdiction completely runs out of
balots and you do not have balot on demand to print additiond balotson ES& S
code stock which requires a separate certification by the Secretary of State, you
can photocopy balots. Hand-count the copied balots when the balots return to the
central count location. The County Clerk or adesignated dection officid should
initia, stamp or mark each photocopied balot to designate each copied balot asa
vaid bdlot that can be hand counted or reproduced as duplicated balots.

Note: Conault the Cdifornia Elections Code for laws and statutes regarding the
duplication of balots.

Reserve Ballots

Keep copies of each balot used in your jurisdiction at the central count location. If
apoalling place runs out of balots duplicate balots a the central location, if
necessary, and ddliver the balots to the correct polling place. Also keep copies of
absentee ballots at the centrd location.



Chapter 3: Pre-Election and Testing
Requirements

Use the procedures in chapter two to prepare and send absentee balots, test your
equipment and prepare your polling place for an eection. Follow the guiddinesin
the California Elections Code sections 19320 to 19323 to prepare your scanners
for an eection. Use your central scanner operator’ s guides and maintenance guides
to perform the following pre-election maintenance on your scanners.

Replace the pick belt

Clean and replace the retard pad

Clean therollers

Clean the fiber optic sensor

Clean the scanner

Connect the scanner to the externa printer
Ingta| the eection definition for your scanner
Handling unofficid totas

Check physicd surrounding.

Pre-Election Hardware Maintenance

Use the procedures described in your centra scanner’ s maintenance manual to
perform any necessary pre-election tests and maintenance.

Checking the System

Send written notice of the testing location and the testing time of your scannersto
the chairperson of the county central committee of at least two politica parties
participating in your eection. Allow one representative from each political party in
your election to view your scanner tests. Party representetives verify that the
scanners tabulate accurately and that county officias set al of the scanner’s
counters to zero before the ection. Lock and sedl the scanners after you prepare
and test your equipment. Store your scanners at the central count location for your
jurisdiction. Make sure you have the following equipment available for each scanner
at the centra count location:



Pick Belts: Four-inch diameter rubber belts. ES& S manufactures and ships
pick beltswith your test deck and eection definition. Quantity: five

Retard Pads: Thin, ova, rubbery pads about one inch wide. Only order from
ES&S. Quantity: two

8.5" x 117, continuous feed, three-part paper: Use carbonless paper in
your printer to avoid smearing. Use one-part paper if you use Election
Reporting Manager. Quantity: two boxes

Pressurized air cans. To clean sensors. Quantity: two

Cloth and I sopropyl rubbing alcohol: To clean therallers. Quantity: one
bottle

Small white adhesive labdls, 2 inch wide: Used to cover stray marks on
balots. Only uselabelsfrom ES&S. Quantity: 12 sheets

Formatted Diskettes, 3.5inchesor zip disks (Mode 650): To store
results. Quantity: 10

Spare printer ribbon: Backup ribbon for your printer. Refer to your printer
manud for the ribbon type. Quantity: one per printer

Proofing the System
Verify the correctness of dl of your eection preparations including the following:

Make sure you assign each balot type to the correct jurisdiction.
Make sure each of your precincts receives the correct balot type.

Verify the ballot contents for each ballot type. Make sure contests and
candidates appear on bdlots for the correct precinct. Verify the balot sequence
and ballot code numbers.

Proofread balot ingtructions, contest titles, candidate names and dl other ballot
text. Make sure each balot element appears in the correct location on the
balot.

Verify the sample balots for each of your polling places. Make sure that the
sample ballot is correct and matches the officia ballot for the polling place.

Examine other balot e ements such as print qudity, perforations, folds and
ballot codes. Make sure each lement appears correctly.

Make sure that the voting target positions on the ballot match the positions
programmed into your eection definition.

Verify the voter regidration data for the active precincts in your election.



Pre-Election Hardware Maintenance

Use the procedures described in your central scanner’ s maintenance manua to
perform pre-election tests and maintenance.

Testing for Error Conditions

Make sure your scanner responds properly to error conditionsincluding the
following:

Pick falures

Bdlot orientation errors
Multi- sheet errors
Invalid marks

Note: Consult your operator’s guide for a complete list of scanner errors.

Testing Ballots and Equipment

Use the ballot test deck provided by ES& Sto test your scanners and your eection.
A ballot test deck isa set of marked balots used to check balot scanners and
tabulation software for accuracy. Test decks include sample balots for every
precinct, split and rotation in ajurisdiction. ES& S marks each voting position on the
ballot and audits the test deck for elections coded at ES& S. Code your own test
deck if you code your own dections. Prepare your test deck according to the
Cdifornia Elections Code sections 19320 to 19323.

Note: Clearly mark your test balots so that you can digtinguish test ballots from
your officid eection ballots.

Follow sections 15000 to 15004 in the Cdifornia Elections Code to test your
ballots and equipment. The Elections Code requires you to adhere to the following
testing guiddines.

Test each of your central scanners no later than seven days prior to an dection.

Deposit acopy of the “computer vote count program” for a statewide eection
or agtate specia dection to fill vacancies with the secretary of state no later
than 5:00 p.m. seven days before the dection. If the program changes in the
seven days leading up to the election, submit anew copy of the program to the
secretary of state no later than noon the day after the change. Read section
15001 of the Elections Code for additiona rules regarding the count program.



Testing Central Scanners

Use the following resources to test your ballot scanners:

Have test bdlots for each ballot type that your scanner counts on Election Day.

Test Datafrom ES& S. ES& S scans and audits the test ballots for your eection
and provides summary and status reports with the correct totals for your test
deck. Check your totals againgt those provided by ES& S after you test your
ballots.

Use the marked test deck from ES& S to test your scanners. The test deck
contains ballots with valid votes, over-voted ballots and blank ballots to test the
logic of your scanners for each balot mark.

Use the following ingtructions as agenerd guiddineto test each of your centrd
scanners before an eection. Use the ingtructions in your central scanner operator’s
and maintenance maruas as well asthe rulesin the Cdifornia Elections Code to
thoroughly test your scanner.

Totest the scanner

1.

Erase dl of the totals from your scanner and turn off any activated balot sorting
options.

Load your ballot test deck into the input hopper and scan the deck. Read your
central scanner operator’s manua for ballot scanning procedures.

Print a summary report and a status report.

Compare your reports to the reports that ES& S supplied with the test deck.
The report totals should match.

Note: Run thetest again if your totals do not match the total sfrom ES&.S.
Contact ES& S if the totals do not match after the second test. Also, run the test
asecond time if you encounter an unreasonable number of scanning errors (pick
failures, sensor read errors, etc.) during the test run. Recdibrate your scanner
and repeat the test.

Zero your totals and run another summary report and status report to verify that
your scanners do not have totals stored in memory. Keep your test deck, your
summary report and your zero report for aslong as you store ballots for the
election.



Note: According to the Cdifornia Elections Code section 15004. “The county
centrd committee of each qudified political party may employ, and may have
present at the centra counting place or places, not more than two qualified data
processing specialists or engineers to check and review the preparation and
operation of the tabulating devices, their programming and testing, and have the
pecidigts or engineersin attendance at any or al pheses of the eection.”

. Establish aLogic and Accuracy board to observe the test and send atest
certification to the Secretary of State no later than seven days before your
election. The Logic and Accuracy Board observes the logic and accuracy tests
for your scanners and software and certifies your test and testing equipment.



Chapter 4: Election Procedures

Follow the procedures outlined in the Cdifornia Elections Code Division 14,
Chapter 3 to distribute and receive central scanner ballots. Follow the guiddinesin
Divison 15 of the Election Code to count ballots and produce fina eections
reports. Use the ingructions in this chapter of the Election Procedures Manual as
generd guidelinesfor collecting balots and counting votes on a central scanner.
Consult the Elections Code for specific regulations regarding ballot tabulation in
your jurisdiction.
Chapter three of the Election Procedures Manual contains ingructions for the
following tasks on Election Day:

Performing find readiness checks

Polling Place Procedures

Closing the Palls

Processing Ballots

Storing vote totals on adisk

Adding vote totals from a disk to a scanner

Printing reports

Read the operator’s manua for your centra scanner for specific ingtructions for
performing each of the tasks above.

Performing Final Readiness Checks
Perform afina readiness check before you count balots on Election Day.

To check the scanner’sreadiness:

1. Turn off the balot scanner but leave it plugged in.

Note: Plug your scanner into a grounded, three-prong eectrica outlet with only
one scanner plugged into asinglewall or floor outlet. Use the power strip that
came with your scanner to power the scanner and printer.

2. Veify that your printer is on, properly loaded with paper and that the print head
is a the top of the page. Refer to the printer manufacturer'sindructions for
guidance. Always store the printer manud in the drawer of the scanner stand).



3. Turn on the scanner.
Theindicator lights will flash and the following message gppears.
MEMORY NOT CLEARED

The MODE option defaults to “on-line” and, the FORMAT in the REPORTS
section automatically setsto “SHORT.”

An automatic status report with the county or city name, the eection type and
date, log information reflecting checks on program configuration, eection
options, and hardware configuration prints.

Note: Contact ES& S customer support if any information on your
status report is not correct.

4. Make surethe "ontling" lamp illuminates in the MODE section, press SELECT
until the light goes on if it isnot lit by default.

5. Smultaneoudy pressZERO TOTALS and ZERO/ADD ENABLE.

Indicator lightswill flash and the message "CLEARING AND TESTING
COUNTER MEMORY" will appear. All totalswill be erased from the
scanner's memory.

After the totas have been zeroed, the message "TOTALS HAVE BEEN SET
TO ZERQO" will gppear in the display.

6. Inthe REPORTS section, press FORMAT until LONG is selected, and then
press GRAND TOTALS.

The message “SUMMARY REPORT” will appear. Once the informetion has
been downloaded, “READY” will appear in the display.

7. Inthe REPORTS section, press STATUS REPORT.
8. Veify that dl totals on both reports are set to zero.

If the totals are not set to zero, repeat steps 5 through 7. If the problem persidts,
contact an ES& Stechnica support representative.

9. Se the appropriate SORT options for your election. Do not change the sort
options after ballot scanning begins.

Note: If your jurisdiction counts sorted balots immediately after the machine
sorts them, be sure to turn on the appropriate sort option again before scanning
the next precinct’s balots to ensure that al ballots scanned get sorted.



Polling Place Procedures
Use the following procedures at the polling place.

Opening the Polls

1. Follow the guiddinesin section 12321 of the Elections code to complete the
oath of office and Declaration of Intention forms.

2. Set up your voting booths with the digplay materids required by the Elections
Code.

3. Post your sample balots in alocation accessible to your voters.

4. Openthe Polls.

Election Procedures

1. Follow the guidelinesin Divison 14, Chapter 3 of the Cdifornia Elections Code
to verify voter qudifications and distribute ballots.

2. Assg voters and ingtruct voters on how to mark ballots properly.

Closing the Polls

Perform dl of the tasks required for closing the pallsin plain view of the public.

1. Follow the guidelinesin Divison 14, Chapter 4 of the Cdifornia Elections Code
when you close the polls.

2. Verbaly declare that the polls are closed at the proper closing time.

3. Allow any voters remaining in line to vote but turn away any votersthet arrive at
the polling place after the officid dosing time,

4. Package dl of your unused ballots according to the guiddlinesin the Elections
Code.



Processing Ballots

Refer to the Cdifornia Elections Code, Divison 15, for the regulations that govern
scanning and tabulating balots. Use the ingructions in the “ Scanning Ballots” section
of the Election Procedures Manual asagenera guiddine for scanning your
ballots. Consult the operator’ s manua for your central scanner for more detailed
indructions for scanning balots.

Guidelines for Processing Central Count Ballots

Use the following guiddines from the Cdifornia Elections Code sections 15200 to
15213 when you transport and count ballots at a centra count location:

15200. If paper balots are used in conjunction with this system, counting shal
be as provided in Article 5 (commencing with Section 15270) and Article 6
(commencing with Section 15290).

15201. () As soon asthe polls are closed, the precinct board shdll, in the
presence of the public do dl of the following: (1) Sedl the container used to
transport voted ballots and insure that the precinct number is designated on the
balot container. (2) Certify, Sign, and sedl the severa packages or envelopes as
directed by the dections officid. (3) By not less than two of their number,
deliver the balot container and packages to the dections officia at the centra
counting place in the manner prescribed by the eections officid. The balot
container and packages shdl remain in their exclusve possession until ddlivered
to the dections officid. (b) This section aso gpplies to balots counted manualy
pursuant to Article 6 (commencing with Section 15290).

15202. If the balots are to be counted at a central counting place, no fewer
than two precinct board members shdl, following the close of the polls, deliver
the balots, in a sedled container, to the central counting place or a designated
recelving station There may be two or more central counting places.

15203. The vote tabulating device may be located at any place within the Sate
approved by the dections officid of the county or other politica subdivison
using the device. The same device may be jointly owned, borrowed, leased, or
used by two or more counties, cities, or other political subdivisonsto tabulate
bdlots cast in any election.

15204. All proceedings at the centra counting place, or counting places, if
gpplicable, shall be open to the view of the public but no person, except one
employed and designated for the purpose by the dections officid or hisor her
authorized deputy, shdl touch any balot container. Access to the areawhere



electronic data processing equipment is being operated may be restricted to
those persons authorized by the dections officidl.

15205. (a) A person may be employed to count, tally, and certify the balots if
he or sheis not a candidate at the eection and if he or she satisfies either of the
following requirements: (1) Has the quaifications required for a precinct board
member. (2) Isadeputy or employee of ether of the following: (A) The
governing board. (B) The dections officid. (b) No person selected to count
ballots need reside in any particular precinct.

15206. The dections officid or any deputy authorized by the dections officid
may excuse or dismiss any person from any counting board and enforce the
order.

15207. The dections officid or authorized deputy shal segregate the persons
employed to count the balots into counting boards. These counting boards shall
be deemed to be precinct boards, and are subject to al laws governing precinct
boards where ballots are counted at the polling place.

15208. Each container of ballots shal be opened and its contents removed. The
ballots shdl be checked to ascertain if the ballots are properly grouped and shal
be arranged, if necessary, so that al smilar ballots from the precinct are
together. Any bdlot that istorn, bent, or mutilated shall be segregated in the
manner directed by the dections officid and a duplicate shal be prepared as
provided in Section 15210. Any ballot that is marked in a manner so asto
identify the voter shal be marked "Void" and shdl be placed in the container for
void bdlots.

15209. Any magnetic or eectronic storage medium used for the balot
tabulation program and any magnetic or eectronic sorage medium containing
election results shall be kept in a secure location and shall be retained for six
months following any loca dection and 22 months following any federd dection
or 0 long theresfter as any contest involving the vote at the local or federd
€lection remains undetermined.

15210. In preparing the voted balots for processing, any bdlot that istorn,
bent, or otherwise defective shall be corrected so that every vote cast by the
voter shal be counted by the automatic tabulating equipment. If necessary, a
true duplicate copy of the defective balot shall be made and substituted
therefor, following the intention of the voter insofar asit can be ascertained from
the defective balot. All duplicate balots shdl be clearly labeed "duplicate” and
shall bear a serid number that shal be recorded on the damaged or defective
ballot. Should what appears to be avaidly marked ballot be deemed
unreadable in part or in its entirety by the scanner, processing will stop and
operator intervention will be required. If, after the operator ingpects the ballot,
the balot appearsto be vaidly marked, it will be reprocessed. If, upon



reprocessing, the ballot is again deemed unreadable, it will be sent to the Ballot
Duplication Board wherein a true and accurate copy will be made and the
duplicate ballot reentered into the balot tabulation process.

15211. If paper balots are used for absentee voting, the canvass may be
conducted in accordance with Chapter 1 (commencing with Section 15000), or
the dections officid may have atrue duplicate copy of absentee voter paper
ballots made on punchcard balots that shdl be verified in the presence of
witnesses. After verification the punchcard balots shdl be counted in the same
manner as other punchcard ballots.

15212. If voting at al precincts within a county is not conducted using the same
voting system, the result as to the precincts not subject to this article shdl be
determined in accordance with other provisions of this code and the result of the
vote at precincts subject to this article shdl be determined as provided in this
aticle. The statement of the vote in that case shdl represent the consolidation of
al the results and the results of the canvass of al absent voter balots.

15213. In case of an emergency in which it becomes impossible to transport the
ballots from the precinct to a centra counting place, the ections officid may
direct that the ballots be counted at the precinct. In those cases, counting shall
be conducted subgtantialy in accordance with Article 5 (commencing with
Section 15270).

Assigning Election Boards

Before processing ballots, the eection administrator gppoints election boards to
carry out the following tasks:

Absentee and provisiona ballot processing
Logic and accuracy testing

Sedl and ballot container ingpection

Bdlot ingpection

Bdlot processng

Bdlot duplication

Write-in ballot processing

Bdlot sorage

Election observation



Absentee and Provisional Ballot Processing

Any person wishing to cast a provisiona ballot must be alowed to do so and will be
subjected to the verification process outline within the Cdifornia Election, said balot
will be verify the legitimacy of the voter digibility to cast said bdlot. Examine the
ballots for defects or irregularities. Check the absentee and provisiond voters
againg the voter record. Make sure the absentee voter cast only one ballot and
make sure the provisond voter can legdly cast abdlot.

Logic and Accuracy Testing

Perform scanner logic and accuracy tests before and after the election. See chapter
two for ingructions for clearing and testing the scanner. Logic and accuracy testing
congsts of processing agroup of pre-marked ballots whose totals are known in
advance. These predetermined groups of test ballots or test deckswill aso contain
an example of any error type balot that can occur. All contestsin dl balot types
and/or balot styles are tested in this manner. Any deviation from the predetermined
totas are rectified prior to the concluson of Logic and Accuracy Testing. Only
when the foregoing conditions have been satisfied is the tabulating equipment
certified for processing that specific dection.

Seal and Ballot Container Inspection

Ensure the security of the balot boxes. Report any irregularities with the balot
boxes to the eection adminigtrator.

Ballot Inspection

Remove voted ballots from the ballot boxes. Remove any remaining portions of the
balot stub. Align and jog the balots for scanning. Inspect al balots for any
gpparent inadvertent mismarking, i.e., improper color of ink, X'ing or circling of
candidate names, etc. If clear voter intent is present in these bdlots then they should
be forwarded to the Duplicate Balot Board for appropriate action.

Ballot Processing

Process voted balots on the central scanner. Sort write-in, blank, over-voted and
unreadable balots from the generd population and give them to the resolutions
board for interpretation and duplication. Return counted ballots to the correct ballot
boxes and maintain the working order of the scanner.



Ballot Duplication

Members of the resolutions board interpret and duplicate unreadable and over-
voted balots. Unreadable ballots are those that the scanner cannot process because
they are entirdly blank or contain one or more unreadable marks. Bdlots containing
unreadable marks are defined in section “15210" on page 17 of these procedures.

Write-in Ballot Processing

Members of the resolutions board view and record write-in votes according to the
guiddinesin the Cdifornia Elections Code.

Ballot Storage

Receive counted ballots from the ballot processor. Secure the counted ballots until
you run afina logic and accuracy test on your centra scanners. Store the balots
after the legd period for caling arecount passes. Deliver the counted balotsto the
Secretary of State according to the guiddines in the Cdifornia Elections Code.

Election Observation

Appoint a pand to observe the counting process without interfering with the vote
count. The pand ensures that dl procedures are carried out legaly and accurately.

Scanning Ballots from Early Voting

Early voting dlows votersto cast valid ballots at the eection office in advance of
your dection. If your jurisdiction dlows early voting, use the guiddinesin the
Cdifornia Elections Code to carry out early voting and store ballots until the polls
close on Election Day.

Scanning Absentee Ballots

Follow the guiddinesin sections 15100 to 15112 of the Cdifornia Elections Code
when you count absentee balots. Depending on the laws in your jurisdiction, you
can sometimes count absentee ballots before the polls close.

Some election offices scan absentee balots separately from the Election Day balots
and other jurisdiction mix absentee balots with regular precinct balots. ES& S
central scanners can use either method to process absentee bdlots.

To scan absentee bdlots separately from Election Day balots, press ABSENTEE
M ODE on the control panel. A confirmation message appears and the scanner
adds dl of the totals from the balots that you scan to absentee results.



Note: Program your eection definition with your absentee scanning method.

Mix your absentee ballots with your Election Day bdlots to add the totals from each
absentee ballot to the totals for each ballot’s home precinct.

Processing Provisional Ballots

Digribute provisona ballots to voters who do not appear on the voter registration
record. Allow the voter to vote and separate the provisiond balot from the generd
balot population. Use the guiddines in section 14310 of the Cdifornia Elections
Code to scan and record totals from provisonad ballots.

Scanning Election Day Ballots

Use the following generd procedure to scan your Election Day balots. Read the
Cdifornia Elections Code, Divison 15, and the ingtructions in your central scanner
operator’s manud for specific guiddines for scanning and tabulating bdlots.

To scan ballots

1. Pushtheinput hopper tray down until it latches making sure to press down on
the middle of the tray and not the edges.

2. Arrangethe ballots so that they are dl face-up and facing the same direction.

3. “Jog’ the bdlots by gently shuffling them until the pages separate to prevent
ballots from sticking together and reduce paper jams in the scanner.

4. Load the balots face-up into the input hopper tray with the cut corners placed
directly under the pick belt. Only one corner of each balot is cut. Whenfacing
the front of aballot, the cut corner is the upper-right corner. Lightly tap the
balots so that they are flush against the two meta sides of the input hopper.

5. Push the input hopper tray down until it the laich releases, and then et the
hopper rise.

6. Pressthe START button to begin scanning balots.

Bdlot information will not be saved until abalot movesdl the way through the
read area and is deposited in the output hopper.

If the scanner suddenly stops, read the error message on the display screen and
consult your operator’s manual to resolve the problem.

7. Pressthe STOP button to stop scanning if you need to stop the machine before
the input hopper is empty.



8.

Remove balots from the output hopper when the hopper beginsto fill and place
the counted ballotsin an appropriate location specified by locd dection
procedures. Separ ate the counted ballots from the uncounted ballots to
make sure ballots are not counted more than once.

Note: If you suspect that counted and uncounted ballots have been mixed, print
aprecinct status report and compare it to the ballot accounting form to verify if
ballots have been scanned more than once.

Additional Ballot Processing Procedures

Use the following procedures when you process balots.

Sort and record write-in ballots. Central scanners automatically sort ballots with
write-in votes as you process ballots.

Present any damaged or unreadable ballots to the resol utions board for
interpretation and duplicetion.

Storing Totals on a Disk

Store scanner resultsto a3.5” disk or azip disk if you use the Model 650. Save
and store your scanner results or use the totals disk to transfer eection information
to eection reporting software.

1
2.

Insert adisk into the disk drive.
Press SAVE TO DISKETTE on the control pand.

The scanner automatically assgns system and diskette numbers to the disk.
These numbers appear on the display screen.

Remove the disk and labd it with the date, time, dection title, disk number and
scanner number.

Adding Totals from a Disk to a Scanner

If thereisapower failure, or if you mistakenly zero totals on a scanner, reload the
scanner with the last totals saved to disk.

To add vote countsto the scanner:

1. Zerodection totds by smultaneoudy pressng ZERO/ADD ENABLE and

ZERO TOTALS on the control pandl.



2. Insert adisk with previoudy saved totasinto the disk drive.
3. Simultaneoudy press ZERO/ADD ENABLE and ADD TO MEMORY.

The system and diskette number gppears on the display screen. In addition, the
messages “VERIFYING,” “LOADING” and “ADDED” will appear during the
process to indicate the current processing stage of the load.

4. TheREADY indicator light appears after you add totals.

5. Remove the disk from the scanner.

Printing Reports

There are four balot tabulation reports that you can generate directly from the balot
scanner — the Grand Totals report, the Status report, the Precinct report and the
Lagt Precinct report. Use any of the reports to provide vote summary information to
candidates and the media Consult your central scanner operators manual for report
explanations.

To print reports.

1. Inthe REPORTS area of the control pandl, pressFORMAT to sdect either
short or long format.

2. Pressthe appropriate button to print a report.

Note: Wait for the READY indicator light to gppear before printing additiona
reports.

Handling Unofficial Totals

Report your preliminary absentee vote counts, according to section 15101 of the
Elections Code, to the Secretary of State immediately after the polls close. This
requirement gppliesto dl eections that require you to report results to the Secretary
of State.



Chapter 5: Post-Election Procedures

Use the guidelines in Divison 15, Chapter four of the Cdifornia Elections Code to
build the officid eection canvass and announce your election resuts.

Understanding the Official Canvass

The officid canvassis a post-€lection audit of severa voting precinct’s balot returns
and absentee ballot returns. The officia canvassis used to:

Vdidate the outcome of an eection by verifying that the number of ballots cast
is not greater than the total number of voters that Sgned the voter index or were
issued absentee ballots.

Account for dl officia ballots produced for the election and to ensure that the
precinct board properly executed al required certificates and oaths.

Verify the accuracy fo the computer count by manualy recounting voted ballots
from at least one precinct of the voting precincts and comparing the manua
totals to the system generated totals.

The officid canvass must be performed by aminimum of three people.

Official Canvass Guidelines from the Elections Code

Use the following guiddines from sections 15.01 to 15304 of the Cdifornia
Elections Code when you perform the officia canvass:

15301. The canvass shal commence no later then the Thursday following the
election, shall be open to the public, and, for state or statewide eections, shall
result in areport of results to the Secretary of State. The canvass shall be
continued daily, Saturdays, Sundays, and holidays excepted, for not less than
sx hours each day until completed.

15302. The officid canvass shdl include, but not be limited to, the following
tasks (a) An ingpection of al materids and supplies returned by poll workers.
(b) A reconciliation of the number of Sgnatures on the roster with the number of
ballots recorded on the ballot statement. () In the event of a discrepancy in the
reconciliation required by subdivison (b), the number of balots recaived from
each polling place shdl be reconciled with the number of ballots cast, as
indicated on the ballot statement. (d) A reconciliation of the number of ballots
counted, spoiled, canceled, or invaidated due to identifying marks, overvotes,
or as otherwise provided by statute, with the number of votes recorded,
including absentee and provisond bdlots, by the vote counting system. (€)
Processing and counting any vaid absentee and provisond balots not included



in the samifind officid canvass. (f) Counting any vaid write-in votes. ()
Reproducing any damaged ballots, if necessary. (h) Reporting find resultsto the
governing board and the Secretary of State, as required.

15303. If the returns from any precinct are incomplete, ambiguous, not properly
authenticated, or otherwise defective, the dections official may issue and serve
subpoenas requiring members of the precinct board to appear and be examined
under oath concerning the manner in which votes were counted and the result of
the count in their precinct. This section shdl goply when ballots are tabulated
manudly or automaticaly at the polls.

15304. Injurisdictions using a centrd counting place, the dections officid may
gppoint not less than three deputies to open the envelopes or containers with the
materids returned from the precincts. If, after examination, any of the materids
are incomplete, ambiguous, not properly authenticated, or otherwise defective,
the precinct officers may be summoned before the eections officid and
examined under oath to describe polling place procedures and to correct the
€rrors or omissons.

Completing the Official Canvass

Manualy recount the ballots from at least one percent of your precincts, chosen at
random, according to the guiddines described in section 15360 of the Cdifornia
Elections Code. Use the manua recount to verify the results from your centra
scanner.

Ballot Security and Reporting Results

Use the following ingtructions as a generd guideine for reporting results. Consult
sections 15370 to 15376 of the Cdlifornia Elections Code for specific regulations
governing the reporting of results.

Toreport results

1. Completethe officid canvass and add any write-in votes or other totasto the
fina vote count. Then, post the fina vote count at the counting location for

public ingpection.

2. Prepare a certified satement of the eection results and submit the statement to
the governing district within 28 days of the eection. Show results on a precinct
by precinct basis. Include the following information on your statement of results:

Thetota number of votes cast



The number of votes cast at each precinct for each candidate and for and
agang each measure

The tota number of votes cast for each candidate and for and againgt each
measure

The number of votes cast in each city, assembly didrict, congressond
digtrict, senatorid digtrict, State Board of Equdization didtrict and
supervisorid digtrict located in whole or part of the county.

3. Send acopy of the results to each of the following:

All candidates participating in your statewide dection.
All of the candidates voted for in the following offices

Member of the Assembly

Member of the Senate

Member of the U.S. House of Representatives
Member of the Sate Board of Equalization
Justice of the Court of Appeal

Judge of the superior court

Judge of the municipal court

All persons voted for in a presidential primary

The vote given for persons for electors of President and Vice President of
the United States.

All satewide measures.

Retaining Election Materials

Consult sections 17300 to 17506 of the Elections Code for guiddines on retaining
election materias. The retention period for balots and related dection materiadsis
sx monthsfor dl dectionsif no federd eections are involved. The federd dection
retention period is 22 months. Extend retention periods in the case of a court
chdlenge.



Chapter 6: Election Security

The“sfety fird” ruleis especialy important in an eection environment. Federa
authorities and independent experts agree that trict security measures must bein
place during dl phases of the eection cycle to protect against unauthorized
interference with dection procedures and to ensure the accuracy of eection results.

The scanner system should be given adry run smulating as closely as possble
specific conditions to be faced on eection day and dection night. Enough pre-
election testing (such as running the test deck) should be done so that any
discrepancies between programming and the balots can be identified.

Strict security procedures should be in place for:

1. Election equipment

2. Trangporting of balots

3. Centrd tabulating facility

4. Dissemingtion of eection results

To reduce risks, no one individua should control al eection procedures. Duties
and responghilities should be assgned sysematicaly to many individuds to ensure
that all phases are covered. For example, an eection administrator should use
members of more than one politica party to serve as eection judges at precincts.
Separation of respongihilities for receiving ballots boxes and for balot scanning is
another example.

Personnel should have the necessary training and guidance to minimize errors and
misundergtandings. The employees should maintain a spirit of professond integrity
and should carry out their assigned duties in a manner reflecting the importance of
the election process.

The dection officid shdl ensure the protection of the ection taly process from
intentional manipulation, fraudulent manipulation, fraudulent and intentiondl
manipulation, malicious mischief, acciderts, and errors. Each jurisdiction shdl
implement the following procedures to ensure security protocol is followed.

Before accepting the bdlot talying system, the vendor shdl provide the
jurisdiction an optimum configuration list including alig of programs
necessary to the operation of the system. The jurisdiction shall establish
procedures to identify changes to the bdlot talying system, including dates
and timesthat files are created, modified, or accessed, and by whom. These



procedures shdl limit changes to those necessary for ection purposes and
ghall include processes to ensure such changes are only made after being
previous approved by authorized personnel. Further, these procedures
ghdl indude provisons for the ingdlation, continuous use, and update prior
to each eection of both firewall and anti-virus software on the computer(s)
running the balot tallying syslem. These procedures should dso include a
check list and sign-off requirement for the system proofing tasks outlined in
Section 2.

Establish procedures for the physica protection of the facilities, aswell as
communication and data access controls. These should include intrusion
and fire darms, temperature and humidity sensors, etc. The procedures
should dso include provisons for locked facilities for computersthat are
directly dedicated to elections as well asfor voted and non-voted ballots
and counted and uncounted ballots. Such procedures shal not preclude the
access bility of ES& S Moded s 550 and 650 nor computers for purposes of
testing, repair, demondration, training and for other purposes which are
deemed judtifiable by the eection officia. The procedures shal include
provisions for securing ES& S Models 550 and 650 after the memory media
has been ingdled both before and after distribution to the voting centers.
These procedures shdl dso include provisons for the use of tamper evident
sedls on key locks, access doorg/panels, memory cards and unused ports
on any component of the vating system, including alog of such seds.

Establish contingency plans for balot counting, including either backup
bdlot counting facilities under the eection officid’ s supervison, or the
availability of such facilities from another jurisdiction, or from avendor, or
from another source. If modem transmission of unofficid dection resultsis
used, such plans shal make contingencies for the creetion of aback-up
election database prior to such results being sent, for the modem to only be
enabled when such transmissions are anticipated, and for officid resultsto
be loaded into the back-up created prior to such transmissons. Such plans
may take note of the existence of multiple ES& S Model s 550 and 650,
and/or multiple components of the Summary System, if suchisthe case,
citing these Stuations as adequate backup. In addition to the balot counting
program sent to the Secretary of State pursuant to Elections Code section
17500, each dection officia shal store another copy of the balot counting
program in an off site secure-but-readily-accessble location.

Establish procedures for internd security, i.e., the protection of balot
counting hardware, firmware, and software from fraudulent manipulation by
personsingde or outside the elections office. These procedures must
provide for: restricted access to balot counting hardware, firmware, and
software; retricting connection of the eection management software to any



network that has an externd Internet connection; individual passwords used
only by the person to whom they have been issued which must meet or
exceed best practices and frequently changed including before each
election; preventing the balot tabulation sysem from being left unattended
without password protection in place; limiting use of administrative user
logins to when needed with at least two persons having adminidrative
access, and physica protection of dl non-voted precinct and absentee voter
bdlots, aswell asdl tdlied and non-talied bdlots, by use of logsto
chronicle their quantity, use, and access before and after the eection.

A complete copy of each dection officid’ s security procedures shdl be
submitted to the Secretary of State for review prior to any eection in which
the system isintended to be used. In lieu of the submission of this plan, the
election officid may affirm that no change has been made to previoudy
approved procedures.



Chapter 7: Certification Requirements

Biennial

Consult the Cdifornia Elections Code, Divison 19, for certification and gpprova
requirements. Use the following requirements as guidelines; consult the Elections
Code for specific regulations.

Certification of Hardware

Elections Code section 19220 requires each dections officid to inspect and certify
the accuracy of their voting or vote tabulating equipment &t least once every two
years. The dections officid shal certify the results of their ingpection to the
Secretary of State.

Hardware Certification and Notification

All ES& S dection equipment must be certified for use in dections by the Secretary
of State prior to use in any election. Certification procedures are available upon
request from the Secretary of State's Elections Division.

For each statewide dection, the responsible county eections officid shal causeto
be prepared aligt, including quantities, of al equipment to be used to tabulate votes
during the semi-officid and officid canvass

Logic and Accuracy Tests

Seven days before each satewide eection, the eections officid shdl certify to the
Secretary of State the results of the logic tests as wdll as the accurate functioning of
al balot counting equipment. This certification shal aso affirm the use of the same
equipment for pre-dection testing and for semi-officid and officid vote canvasses.
In the event of achange to the balot tally program occurring after this certification,
an amended certificate shdl be submitted no later than the day before the eection.

In the event any equipment is repaired, atered or replaced following the certification
and prior to completion of the officid canvass of the vote, an amended certification
of logic and accuracy testing and arevised ligt of equipment used must be submitted
to the Secretary of State not later than submission of officid canvass reaults.



Certifying Logic and Accuracy
Appoint alogic and accuracy board to perform the following tasks:

Recave dl| required test materias from the dection officid.

Verify the correctness of the election definition and test deck.

Observe scanner performance and verify results.

Note any discrepancies between test results and the results from ES& S.
Deliver dl the required test materid to the dection officid.

Certify the performance of the scanner.

Escrow of Ballot Tally Source Code

Prior to its use in any election, an exact copy of the source code for dl ballot tally
software programs shal be placed in an approved escrow facility, pursuant to the
procedures and requirements of Elections Code section 19103 and Title 2, Division
7, of the Cdifornia Code of Regulations, beginning with section 20610.



