
FILE MATCHING AND RECONCILIATION 
 
 

Preparation:  You will need a QVF generated mailing label with a bar code for each 
voter within your local QVF who has a status code of ACTIVE, CHALLENGED or 
VERIFIED.  If your jurisdiction has access to the QVF locally, follow the directions 
below to create the labels; if your County Clerk manages your QVF file, you can arrange 
to have them print labels for you. 
 
GENERATING MAILING LABELS 
 

1. Open the QVF 
2. Click on Reports from the main menu 
3. Select Statistical and Informational 
4. Click on Custom Voter List 
5. Select Labels from the Output Format drop-down  
6. Check the box next to Bar Coded DL 
7. Click the Selection Criteria button 
8. (the selection criteria window will open) 
9. Check only the Active, Challenged, and Verified boxes found under Status 
10. Click OK 
11. (Clicking the Preview icon located in the upper left to view your labels) 
12. Click the Printer icon from the upper left corner to start printing your labels 

 
FILE MATCHING AND RECONCILIATION STEPS 
 
 
Step 1  Affix a mailing label to the back of each corresponding Master Card.  
 

o Once you have completed this task, you may have some labels 
remaining for voters for whom you did not find a corresponding 
Master Card.   If this is the case, proceed to Step 2 – A below. 

 
o You may also have a number of Master Cards remaining for which 

you did not have a corresponding label.  If this is the case proceed 
to Step 2 – B below. 

 
Step 2 - A Prepare a Master Card for each voter.  Obtain the voters signature on their 

Master Card at the next election.  As an alternative, the voter can be asked 
to sign a Mail-in voter registration application form at the next election.  
The crack-n-peel signature label can be removed from the form and 
affixed to the Master Card following the election.   

 
o You will also need to prepare and mail a voter ID card to each of 

these voters.   
 



o As a final step, the voter's status in the QVF must be changed to 
Verify - Get Signature.  The Verify status code will appear next to 
the voters name on the precinct list and is used to alert your 
precinct workers that a signature is needed before a ballot may be 
issued. The Verify status code will automatically revert to an 
Active status code once voter history is entered for the voter. 

 
Step 2 – B Working with one Master Card/voter at a time, use the Statewide Look-up 

(SWL) to determine if the voter is registered to vote in a different 
jurisdiction within the state.   

 
If the voter is registered in another jurisdiction, compare the date of 
registration on your Master Card to the date that the voter registered in the 
other jurisdiction.   

 
o If the registration date on your Master Card is more recent than the 

registration date in the other jurisdiction, enter the voter into your 
local QVF.  It is important that the original registration date be 
used when completing this step.   

 
If the registration date on your master card is older than the 
registration date in the other jurisdiction, the voter registration held 
by your jurisdiction must be canceled.  Note the cancellation on 
your Master Card.  The notation should include the date of 
cancellation (date of registration in the other jurisdiction) and 
reason (registered in XXXX).  The cancelled Master Card must be 
retained along with all other cancelled records for 10-years beyond 
the year of cancellation.  
 

o Do not send a notice of cancellation to the voter. 
  

If the voter is not registered in another jurisdiction, enter the voter into 
your local QVF.  It is important that the original registration date be used 
when completing this step.   
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