CHAPTER 7 FEDERAL REGISTRATION AND
ABSENTEE VOTING PROGRAMS
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INTRODUCTION TO MILITARY AND OVERSEAS VOTERS: In 1986, the federal government

passed the Uniformed and Overseas Citizens Absentee Voting Act (UOCAVA) providing special
registration and absentee voting provisions for military and overseas civilians. In addition UOCAVA
authorized the use of the Federal Write-In Absentee Ballot (FWAB). The Federal Voting Assistance
Program (FVAP) was created by the Department of Defense to oversee UOCAVA. In 2009 the federal
Military and Overseas Empowerment Act (MOVE Act) and corresponding state legislation was passed
expanding UOCAVA by further allowing a UOCAVA voter to submit one AV application for a calendar
year, ballot(s) to be sent to the UOCAVA voter via email or fax, establishing a 45-day absent voter
ballot delivery requirement, and expanding the use of the FWAB. In 2012, the state legislature
passed PA 279 of 2012 further expanding the use of the FWAB to local and state offices.

Key Points

% Protected Voters
*Members of a uniformed service on active duty or their dependent
*Members of the Merchant Marine or their dependent
*Civilian voter living overseas

% Waiver of Voter Registration Deadline
Registrations received from protected voters after the close of registration deadline should
be processed. Protected voters do not have a registration deadline.

* One Application Applies to All Elections in a Calendar Year
A protected voter’s application must be honored for the entire calendar year. One
application allows the protected voter to receive a ballot for all elections whether federal,
state, or local for the entire year without having to submit a new application. Applications
received after the last election of the year apply to the following calendar year.

% Absentee Ballots Available and sent at least 45 Days Prior to the Election
All protected voters must be sent an absentee ballot at least 45 days prior to an election if
their request has been received. The Elections Management Portal ballot should be printed
and mailed when physical ballots are not available. The Elections Management Portal (EMP)
ballot ensures all protected voters will be sent a ballot on time.

% Delivery of Absent Voter Ballots via Email or Fax when Requested
The MOVE Act allows the protected voter to request their ballot be sent via email or fax, in
addition to postal mail. Ballots sent via email or fax must be returned by the protected voter
via postal mail.
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% FWAB Use for Local, County, State and Federal Offices
The Federal Write-In Absentee Ballot (FWAB) may be sent by a protected voter who has
already requested an absentee ballot. The FWAB allows a protected voter to write their
candidate selections on a form and submit it as their ballot in case they don’t receive their
physical ballot with time to return the ballot. In these situations, the FWAB would be counted
if the physical ballot is not returned by the close of polls on Election Day.

Important Considerations

It’s important to understand priority must be given to a military or overseas voter’s absentee
application and the requirements must be strictly adhered to when processing the request. Through
the Elections Management Portal (EMP), the Bureau of Elections provides all Clerks with an
acceptable ballot to use to comply with these federal requirements. Clerks will always be able to
provide a protected voter an absentee ballot 45 days prior to an election. Any request received
after the 45" day prior to the election should be processed immediately upon receipt and no later
than the next business day.
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REGISTERING MILITARY AND OVERSEAS VOTERS: Many military and overseas voters

register to vote using the Federal Post Card Application (FPCA). The FPCA serves as both a voter
registration form and an absentee ballot application. Local Clerks must register a UOCAVA voter
submitting this form and send an absentee ballot immediately. If a military or overseas voter

submits another type of registration form, all rules in this manual still apply.

Voters who may use the FPCA form:

*a member of the uniformed service on active duty

*a member of the Merchant Marine

*a spouse or dependent of a member of a uniformed service or the Merchant Marine
*a civilian voter who is outside the United States

The protected voter must be absent from his or her jurisdiction of residence and all but the civilian
voter living outside of the United States can be inside or outside the United States. Each voter must

submit his or her own form.

Registration is allowed at the
voter’s last known U.S. address,
even if someone else is residing
at that address or the physical
residence is no longer there.
The registration form may be
received via email or fax as well.
In fact, many FPCA’s will be sent
to the local jurisdiction’s MERIT
email account.

Obtaining the FPCA form
Protected voters may obtain the
FPCA form at www.fvap.gov.
This form is postage paid and
by the

government for use by

provided federal

protected voters. There are
variations of the form, all of
which are acceptable for use.
The form to the right is the
Clerks
must provide this to a voter

most current version.

upon request.

Vater Registration and Absentee Ballot Request
Federal Post Card Application (FPCA)

For absent Uniformed Senvice members, their families, and citirens residing outside the LS.

Classification
Make oriy | zeecson.
st Siabes, yoU MUst be

afzantfrm your voting district
1o use this form.

Forany quessons about this form, consut the Vomng
Azzistance Guiss avsissie In Fard copy oron
FVAP.gov oryour Voting Aszizsarce Ofcer

Pisacs print In biaok ink

requestan abseniee babotfor all slections ik which | am eagibie o wobs AND:

[ 1ama memiarof tne Unformas Sarvices or Manchant Marine on actve duty ©R ] 1am an sighie spouse or depandent.

[ 1am an actrvated Kationa Guard memberon Stae orers.

O 1am a2 citmen rezicing aumise the United Sestes, and | inten 1 retum

[ 1am 2 0.2 citizen resiing outzide the Unked States, and my retam bz nt cartain.
D lam a'U.&. citizen and have neverresided in the Unked Ctates.

Poltical party Your Staie may requine you T specty a poicalparty to vote In primary elections: | |
Legal name Firstname [ | g name | |
Previous name (¥ appicabie) | |
Identification smwomesieenzeore [ [ [T [ T LT T T TTTTTTT]
‘Some Sies aune your orzecazeutysumeer [ [ | [ H [ ] | |
1 EEN. Check your Stae's
pages In the ntng Azsistance Birthdate D:H:l:l I:I:l:l:‘ zex Qu Orf Race
Guide on FUAP.gow o
Tewphone:
. [T T I T T T I T T T I TT [T 1]
information Fa [T T T T T I T I T T I T T I T T I TTT]
rciude Inermation
prefues. No DEM Rumbers. Emall |
. mankfrom 1-2In arderof preference; b Sure appropriate contactinformation |5 provided above.
Ballot receipt | preter i recatve mry balict, a5 permitied by my 2tae, by: EmalrCrine na Fax
\oting residence Strmet Address s 0 e | | sors] |
addrezs

Wsuaity your st U3,
resigence or youriegal LS.
residence. See insiructions.

CryrTownnvEage |

N —— N Y W

Where to send my
ballot

This s your cument maling
address and shouid be
different from above. i
required, piace 3 rwandng
agaress in Sox s,

Additional
requirements
for your State

‘Buch 22: mall forwarding
address, additional emall
addness/phone rumber,
of other Siate reguined
nformaton. SesVotng
Azziztance Guide.

Affirmation (REQUIRED): | swear oratrm, under penaity of perury, that

= The Information on Tis form s Fue, accurate, and compiets to e best ol
knowiedgs. | undersiand that 3 manenal missiatem

et of fact In compietion o'f%s Slgnature X

documefil may consTale grounds for conviction of perury.

= | amaU.5.cltizen, atleast 15
Elg bie 20 wOte In the 'qu&ﬁ'.eﬂ urisdiction, and

=lam ﬂﬂﬂlqualﬂEﬂlD?O'E due o I'a.ing Deen comicted :rareoryoromer
isqualifying offense, nor have | ean adUgicaten mentaly COMmpetent or If 5o, my
VUG NGNS have been reingiated; and

= | 3am not registenng, requast
\United Statet, excefl the Jurisdittion cited In fils voting

rs of age (or wil be by the day of e section),

3 baliot, orwoting In amy other jurisdiction In tha
5 Soing form.

Today"s date

Thi irformsion i for oo oms =iy, Sy Leaeosharizacd ms s ey b purismbis by b

PREVIOUS EDITIONS ARE DBSOLETE
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Registration deadline

The registration deadline for protected voters is waived. Protected voters may submit their voter
registration at any time, even Election Day.

Incomplete Registrations

If a registration is submitted incomplete, the local Clerk must notify the voter of the rejection, the
reason for the rejection, and attempt to correct the discrepancy. The notification can be issued by
letter, fax or email. FVAP.gov also provides a response card that may be used.

Tracking
The Bureau of Elections recommends recording the receipt of all registrations and applications on
the documents in addition to tracking via QVF or EMP.
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ENTERING THE REGISTRATION INTO QVF: The protected voter’s registration should be

entered into QVF utilizing Registration Location: “FPCA.” In addition, the voter record will need to be
marked “Military or Overseas Civilian”; this action will allow the QVF to update the voter’s effective
date appropriately activating their record for the most immediate election eliminating the need to
post-date the voter registration upon receipt. Overseas (Legacy) should not be used; that category
identifies a voter that was marked as Overseas prior to QVF Software release 2.73 (8/2012).

- Scheanralhed Wotendales] Voterghanstration EE
m File Acton View Reports Sys Admin Elections Data Maint. Window Help - a x
Woter Registration

Q, zearch | [ Save | B pelete | 2, Clear | l:- cuml 7 Hep

Jurigdiction: Ward/Precinct: Polling Location:
Eff. From: Through:
Entry Date: 08/23/2012 Operator:
RegDate =z  Woterld Registration Location =iz

Firzt Name a* | Widdle Mame

DOoB =24 Phone Number Perm. AV

™ P D:ICnnﬁrmed x| ssns

Mailna AU I\ o uoCAVA

NON-UQCAVA k
MILITARY
OVERSEAS CVILIAN

Post Office City State  Zip Code OVERSEAS (LEGACY)
=2
@, Find Strest |

A
Woter Info I
Bol|Buw

Residential Address | NTH Adclrml
Number  Suffic Prefix  Street Name Type  Suffix Ext# -

UOCAVA Status

A protected voter may use an address that they no longer live at to register to vote in your
jurisdiction even if that address no longer exists. Federal law allows the protected voter to register
at their last known address which in many cases is not a residence they continue to maintain.
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Once the voter has been entered into the QVF system, prepare a master card and send a voter
identification card. Send the voter identification card in an envelope to the mailing address
provided. Do not send it to the voter’s residential address in the jurisdiction.

In addition to being a registration form, the FPCA form is also an absentee ballot application. Once
the registration is entered, an absentee ballot must be issued for every election in the calendar year.

*Non-QVF or QVF-Lite users must work with the County Clerk to have the registration entered
immediately into QVF.

ISSUING ABSENT VOTER BALLOTS: Any absent voter ballot request received from a

protected voter must be processed immediately. In addition, the election official will need to ensure
a ballot is issued for each election in the calendar year in which the application was received. If
received after the November election in a calendar year, the application applies to the following
calendar year. While military and overseas voters tend to use the FPCA application, they may submit
any application form normally accepted of an absent voter. By Federal law, any request for a ballot
received more than 45 days prior to an election must be fulfilled with a ballot sent at no later than 45
days prior to the election. Important Note: If the voter is not registered and does not submit an
FPCA, a registration form must be sent as well as an AV ballot.

RECEIPT DEADLINE EXTENSION/MOVE COMPLIANCE REPORT: Per MCL

168.759a(16) the Secretary of State shall extend the date of receipt of any ballot not sent in
compliance with the 45 day issuance requirement. Completion of the MOVE Compliance Report via
an online form found in the elearning Center is mandatory by the Tuesday after each delivery
requirement deadline even if your jurisdiction did not have a military or overseas voter.

Tracking Required
Ballots sent to and received from protected voters must be tracked in the Qualified Voter File (QVF).

Federal law requires a “free access system” that allows a military or overseas voter to track where
their ballot is in the system. QVF data is sent to the Michigan Voter Information Center (MVIC)
website (www.mi.gov/vote) to accomplish this requirement. Non-QVF/QVF Lite users must use the

Election Management Portal (EMP) or, if the local Clerk does not have internet access, they should
work with their County Clerk to enter this information.

The Bureau of Elections recommends manually recording the dates ballots were issued on the
applications in addition to tracking via QVF or EMP.
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Electronic Transmission of Ballots
Protected voters may request an absentee ballot be sent via email, fax, or postal mail. City and

township Clerks who do not have internet access must work with the County Clerk to facilitate the
emailing of blank ballots. If the voter does not select a delivery method, send the ballot via postal
mail.

The Elections Management Portal (EMP) can be used to generate an email or faxable ballot. In
addition, this ballot may be used when regular absentee ballots are not available by the 45" day

prior to the election. Exception: some County Clerks provide local Clerks with PDF’s of proof ballots

that may be sent via email, fax, or can be printed if ballots are not available by the 45" day prior to
the election. If using this method, ensure the appropriate instructions and Voter Certificate are

emailed as well. The instructions are specific to transmittal method and can be found on the Military
and Overseas Voter Information webpage.

Department of State > oot

Ruth Johns8n, Secretary of State

GENERATING THE

EM P BALLOT i Elections Management Portal Fieome, VANDERROESTY | Gloned 2o FYS L B
Using your internet browser [ieisesesssd @
go to www.migov/emp and |EHERTR. S S B
log into the Elections ||k Basic Search Crtera
Management Portal (EMP). If s vaerbDLE Coumy: | A1
Erimnyr Last Nameg megi Jurisdiction: | BOHEMIA TOWNSHIP - 09460
you do not have a user name Fvswamﬁ oo Distict Type: [
and/or password or your - NDZE ’ e e
account has become inactive, (2%
contact the QVF Help Desk at
1-800-310-5697 for assistance.
Look up the voter: Al Show 25
1. Enter the voter’s name Full Name DLN DoB Status o™
2. Cllck Sea rch MCQVF, LEE ANNE M123456789012 03/07/1945 1
3. Clle the COFrect voter's MCQVF, LEIGH ANN ME55655655655 09/27/1969 A
name MCQVF, LEROY J@ES e M333333333333 06/07/1987 A
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http://www.mi.gov/documents/sos/Move_Voter_Cert_325028_7.pdf
http://www.mi.gov/sos/0,4670,7-127-1633_11976_62664---,00.html
http://www.mi.gov/sos/0,4670,7-127-1633_11976_62664---,00.html
http://www.mi.gov/emp

ED

Voter ID: 4001209416 DLN: M456789123012
Full Name: GEORGE DAVID MCQVF Alal=E L )

County: ONTONAGON

Registered Date: 12/9/2002
Do you want to open or save this file?

. Name: Ballot.pdf

|| Type: Adobe Acrobat Document, 168KB
To create the EMP ballot: R CEas R
1. Inthe voter’s e open | [ Sae | [ Cacd |

information

screen, click

MOVE Ballot
2. Click Open

harm your computer. f you do not trust the source, do not open or

I 2 | While files from the Intemet can be useful, some files can potentially
- save this file. What's the risk?

:‘j Create ~ 533 Combine ~ ‘,: Secure ~ ‘///} Sign = @ Forms ~ | ) Comment ~
o kB & @
) = =] &% 1]/6 | G & | & ® woew o o]

Reviewing the EMP ba"ot E-I Please fill out the following form. If you are a form author, choose Distribute Form in the Forms menu to send it to your redpients.

The ballot, voting instructions, and

MILITARY AND OVERSEAS VOTER BALLOT

voter Slgnature Certlflcate Wl” be ; State Primary Pm:::uay‘mgu_sm?,mw \zanauralncnung,nnmmgan
created into a single .pdf file, like the o S WS Do
. 4‘.‘ 5 Sec%on ? - Section
example to the right. : ot d
| COHNGRE SSIOHAL 11 COHGRESSIOHAL |
UHITED STATES SENATOR UHITED STATES SEHATOR
Vote for not more than 1 ” Vote for not more than 1
Revi the ballot t it is th e < e e ©
eview the ballot to ensure it is the Sspuslen. -
correct ballot for the protected e °| e BisTRICE o
Pde Hoekstra &
. . —————FRepublican Mhe OBrien O
voter and the offices listed are © — ool

correct. If an error is found, contact

R 4 el | v —
Vote for not more than 1 REPRESEHTATIVE I STATE
LE GISLATURE

Jack Hoogendyk €

Republican B6thDISTRICT
your County Clerk as they’ll need to Fotafn © |tetefornct o hent__ |
o Demoosfic
make the correction in QVF's e- R o

REPRESENTATIVE IH STATE [ BN ]
LEGISLATURE | PROSECUTING ATTORHE Y
G6th DISTRICT
Vote for not more than 1 Notefor not more han

Aric Nesbitt O <

Fepublican SHERIFF
o Votefor not more than 1

[ COURTY. ] o

CLERK
PO oA ontE || vretor ik e tant
[=]

Michzel J. Bedford O

wizard.

Continue to the next page for

detailed instructions on how to fspubliom RSO
;‘-Mrr.lfhﬁa,pj < | Vote for not more than 1 |
email and/or print the .pdf ° =
SHERIFF || REGISTER OF DEEDS
Vote for not more than 1 Vote for not more than 1
ba”ot. Daie R. Gibler & <
———————Fepublen | DRAIN COMASSIONER
o Vote for not more than 1
[ ~_ CLERK ] <
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PRINTING OR FAXING A BALLOT REQUEST: If a protected voter has requested his or her

ballot via postal mail but physical ballots provided by the County Clerk will not be available prior to
the 45 day mailing requirement, simply print the ballot.pdf created in the EMP. After following the
steps provided on page 7, print the ballot by:

1. Click the Printer button = Y P R P T po—
2. Click OK hwB®S @
@i D) & O8> b

After the ballot has printed, place all six G| e S e e o e
pages into a military/overseas absent voter i
ballot envelope, including the return E _
overseas absent voter ballot envelope and E e
mail to the voter. | i s

4 o st S
If physical ballots are available follow regular [ 5':' [ | — —{
absentee ballot issuance procedures. | |l et ==
If the protected voter has requested his or her 1 sy memsewn [ =
ballot via fax, follow the printing instructions i N i_ﬁ——f
above and fax all six pages to the telephone E~ ——
number provided by the voter. Ensure the ballot
was transmitted and retain a copy of the |E_

confirmation page.
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E-MAILING A BALLOT REQUEST: If the protected voter has requested their ballot via email,

follow the instructions below to prepare and send an electronic ballot to the voter.

Save the EMP ballot:

1. Click File

2. Click Save As... (some web browsers
or versions of Adobe may have
something other than Save as, no
matter the method, ensure the
ballot is saved as a .pdf and if asked
if you want to save a blank copy,
click yes)

Select a folder to save the ballot in
and name the ballot for easy

identification.
Click Save

Login to MERIT Email

The MERIT e-mail system should be
used to send protected voters absent
voter ballots when requested by email.

Using your internet browser (Internet
Explorer, Firefox, Google Chrome), go to
https://webmail.merit.edu/ and:

1. Enter the user’s Username and
Password
2. Click Log In

If you do not have a user name and/or
password or your account has become
inactive, contact the QVF Help Desk at
1-800-310-5697 for assistance.

g f=IE3
‘Feﬂm—m Comments Forrs Tosl  Adva "
L g Clea =[] Porms - TP Comment -
Crganizer » -
.mu&vusvam £ 8| @ ® [ | =% e
Rl ma e ) ) )
S = ey
Save Ciies n
Qﬂm . — g
e i Corbifsd Dociimest. . 3 FErdTy kil PP smanets
- Expory ks ﬂ
T
Attnch to Emad.. P4
Reyert
Close
Properse-
Print Set
¥4 Erint... Savein: | 3 MOVE EH oF -
3 mrory >
1C\De I.-.b
aenc | ol
a6 =
Py w
S Daeldog
Sl
My Dacumart
My Computer
@ e s =
ror B (o=
IL".
e [ %]
{;\L_}"' 22 https://webmzil merit.edu @ 5 RS 7,'533,-"3 o
7 Favorites ‘,_ZMerilMailLogIn |_| X v B - [ mh - Page~ Safety - Toos~ @@~ =
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https://webmail.merit.edu/

Preparing and Sending the Email

Q ‘ Admin ‘

Create a new email message and

. Click New

Click Add Attachment [ ] Attach File(s)
Ce:

Subject:

attach the ba”ot f||e by' N |in:inbux £ Mail vL Search || Save | Adva
' 1 New ~ | G Getiai | 3¢ Dekte (Y 5 ' | E& Spam | ~ | B | & view ~ 150 ¢

| A —

(J Send = [E3J Cancl | @ Save Dragﬁ\dd Attachment Rg: SpellCheck [.¥ Signature + @ Options + 'ﬁ

Iy Computer Briefcase

Click Browse

. Locate the file saved on [Eronled)) Remove

[ Browse... | Remove
Browse... | Remove
| ’j zmove

zmove

Times New Roman + 3 (12pt) «

page 8
5. Click Open
6. Click Attach Lookin: [ MOVE R
7. Enter the voter’s email gb asauot.mf

address Decimers
8. Enter the subject €

Electronic Ballot” and Dmfp

the election date M,,D,,m'mm

9. Verify the Ballot.pdf 53!
attachment is attached My Computer

10. Prepare a message &

to the voter

. qe Send - m Cancel | @ Save Draft @ Add Attachment 3{: Spell Check j Signature « §§} Options + 'ﬁ
providing further
To: ilitaryoroverseasvoter@email.com x ‘
instructions and a .
C.
return maili ng Subjel ctronic Ballot - [insert Election Date] Friorty: — ¥
(78.7 KB}
address (template =
. NewRoman » 3(izo) v §+ = v [ = v E -~ |B J U| AW~ A ~|— & M
available on the g
ear Voter, b
website). | _ - e —_—
— Attached to this email is your ballot for the [insert date of election] [insert type of election] election along with a copy of the voting instructions
11 CliCk Send and voter signature certificate. Please open the attachment, mark your choices on the ballot and print all pages of the attachment. (In order to
. print the attachment your computer must have Adobe document printer. if your computer does not have Adobe document printer and you try to
open the attachment you will see a message indicating that Windows cannot open the file. A free download of Adobe document printer may be
accessed at the following website: http-//get adobe com/reader/)
Once you have printed and reviewed the attached materials, mark your choices on the ballot if you did not do so before printing. Both the
marked ballot and the signed voter signature certificate must be returned by postal mail to: A
The email ballot has been City Clerk
. City of Sample
transmitted. 100 Main Street
Sample, Michigan 55555
Your marked ballot and signed voter signature certificate must be received by 8:00 P.M. on [insert election date] for your ballot to be counted. |t
is very important that you print “Official absent voter's ballot™ beneath your return address on the return envelope.
To check on the status of your ballot, visit www.michigan.govivote and enter your personal information into the “Are you Registered?” screen. L
Detailed information regarding when your ballot was sent and received will be displayed on the following screen. Please contact me if | may be of
further assistance.
Sincerely,
City Clerk
City of Sample
[~
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RECEIVING APPLICATIONS AND SENDING BALLOTS - BALLOT TRACKING: As

previously stated, any ballot sent to an absent voter must be entered into the Qualified Voter File.
Every jurisdiction has access to QVF, QVF Lite, or EMP. Each of these programs allows the user to
indicate whether a ballot has been sent and/or received to a voter’s record. After entry, this
information is available to the voter to view at www.michigan.gov/vote (MVIC). State law requires
the entry of absentee ballot information into QVF, QVF Lite, or EMP. Follow the instructions for the

application (QVF, QVF Lite, or EMP) your jurisdiction has access to below.

RECORDING ACTIONS IN QVF/QVF LITE: (see pAGE 16 FOR EMP INSTRUCTIONS)

Open QVF/QVF Lite and search for the absent voter by:
1. Click File
2. Click Voter
Registration

cingamdnalified Vote jle

e View Reports SysAdmin Elections DataMaint. Window Help
Voter Search by Voter ID Ctrl+S
Voter Search by Name  Ctrl+N
Recent Records Viewed

3. Click Search
Vating Histary
’ Eauipment Inventory  F7
4. Enter the VOter S AV Scan ctr+T + Close | 2 Hel
Petitions {obsolete) _LI '_JDI
H Petitions Search Fs Jurisdiction
name in the g~
. Electronic Poll Book P
d ppropnate bOXeS Mass AV Applications - search | % Ceear | (I C""‘*’l 7 Heb |
GEMS Export AT
. Unity Export prettore _Sguﬁr:: e [¥ Challenged [¥ To Be Verified
5. Click Search or press oot I i o
Print Sety
Enter rieene Voter ID County Jurisdiction Vilage
Exit
: Fue || | | =l =
I e WardiPrecinct  Post Office City DoB sS4
esidential
I Ell [ | =] | I
, l'M tName [ ExactMatch First Name Widdle Name
Select AV from the voter’s O o |
i f i ! Streat = Streat Streat
information screen. Number  Prefix  Street Name Exact Match Tyse Suffic  NTH
- | | ~| - I
Maiing Address Voter Comments
Voter info " Include voters wilh...  Include voters with..
- Statusl e 1 ';Iiﬂ o | - " Include voters without " Include voters without

¥ Doesn't matter ¥ Doesn't matter
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To show receipt of an absentee ballot application in a protected voter’s record:

1.

2.
3.
4

Select the Main Election
Click Receive under Applications

Update the date received and mark the FPCA box (if necessary)

Click OK

%]
|!_+ Cose | P Help

School District: PAW PAW PUBLIC SCHOOLS

Voter: PHILIP CARTER MCOVF Precinct: 1-2
Status:  ACTIVE Ballot Style: ooooe
Main Election: Secondary/General Election:

|11IUS!2[|12— STATE GENERAL

-Application:
Q Send BReDENe |

Q-

[ o)

=]

Selected Action: Receive Appis)

Election Sent
4
aliots
o &h send Receive
Number Sent
»
Em)

Voter Details
Name: PHILIP CARTER MCQVF
Status: ACTVE

F 1BS5: 1-2 oooos
School District: PAW PAW PUBLIC SCH
DOB i Age: 03/08/1980 32

In Transition: Mo

406 N LAGRAVE ST
PAW PAW MI 49079

Address:

SW

Current AV Information

Applications Ballots (first election only)
Options:
r r
-
-
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Mx Cancel ‘ ? Help ‘

B

¥ Applications

S—

Received
08/05/2012 ca [~

¥ Address Information

Mailing Address
MILITARY ADDRESS

|APQIFPO XYZ123

Copy Res Clear

UOCAWA Status: Delivery Method:

=] [emar

]MILHARYVUTER@AHM EDFORCES.COM

[

¥ Ballots
Sent:
0912172012
allot Number: Lockout: Counting Board
000001 [Wone Bl -




To show issuance of an absentee ballot to a protected voter in QVF/QVF Lite:

a. Select the Main Election

b. Click Send under ballots

c. Ifthe ballot is being sent via email or the EMP ballot had to be printed to be mailed or faxed
enter the ballot number as ETO00001 (or ETO00002, ETO00003, etc. depending on how many
you’ve issued). Otherwise, use the regular absentee ballot number

d. Enter the Mailing Address the voter has requested the ballot to be sent to (if applicable)

e. Select the UOCAVA Status, Delivery Method and enter the Email Address (if applicable)

f. Click OK

Note: ET = Electronic Transmission

.
Voter:  PHILIP CARTER MCQVF Precinct: 12 Qe cose| P tew
Status:  ACTIVE Ballot Style: 00008
School District: PAW PAW PUBLIC SCHOOLS
Main Election: Secondary/General Election:
11/06/2012 - STATE GENERAL ~| Jmone |
-Applications
Ensure the recordlng | a&m |E DBIB‘[B| ADD | FPCA

Print Optionz

of the application and
[ FPrint Labels Now

ballot. A completed
-

transaction should

P Ballots
look  similar to the - Reoeh.rel i Edit |E Dele‘te| Label| @FWAE|5pui| |@Rejec1| Undel. |

UOCAVA Status|Del. Method| Status

image on the right.
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RECORDING ACTIONS IN EMP: (see page 13 for QVF Instructions)

Using your internet browser go to www.mi.gov/emp and log into the Elections Management Portal
(EMP). If you do not have a user name and password or your account has become inactive, contact

the QVF Help Desk at 1-800-310-5697 for assistance.

Department of State ) W g

Ruth JDhnscn Secretary.of State Wab Sito

Voter Search . Welcome, VANDERROESTV | Cloned as: FVSULKANENE09460
Elections Management Portal Exit Cloning
Inbox: 168 | My Profile | Sign Out
Status Criteria
@ go [7] Active [¥] Challenged [#ITo Be Verified
SHETRERETs [ cancelled [CJRejected ‘DParm AV's Only |
E-Pollbook
. Basic Search Criteria
VoterlD/DLN: County: | All []
LOOk up the VOter: Last Namw D meqv Jurisdiction: | BOHEMIA TOWNSHIP - 09460
’ First Names & lteroy] District Type: | Al [~]
1. Enter the voter’s name
Widdle Name- |Is D District- | All D
2. Click Search pos: &
H 7
3. Click correct voter’s @
name n MCQVF, LEE ANNE M123456789012 03/07/1945 v
n MCQVF, LEIGH ANN MB55655655655 09/27/1969 A
n MCQVF, LEROY J@ES e M333333333333 06/07/1987 A

Page 1

I| Clerk, Polling Location and Election Information q AV Information s To receive an absentee ballot

Search Criteria

Election Date 1: | 11/5/2013 - NOVEMBER CONSOLID.EIQ

AV Applications

[Send1 4 Recoive I canfll Dot | tab

Election Date Election Description Sent Received 2 SeIeCt the eIeCtiOn
3. Click Search

the EMP:

Election Date 2:

AV Ballots Election 1

[ Send | Receive [ EditJif Delote | Print Dymo Label

Election Date Election Description Sent Received Spoiled Rejected Applications bOX

E
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application and show issuance of a
ballot in a protected voter’s record in

1. Click the AV Information

Click Receive in the AV


http://www.mi.gov/emp

Receive AV Application X

~Send To Address

~Application Informati

Cﬁl\s Line 1: |
- o
aleceived: 095513 & i 4' |
ne &4
R App 1 Select ) .
eason: Line &: |

~UOCAVA Status

Mone @ Military O Overseas Civilian Overseas (Legacy)

4 “Save and Send Ballot

Send AV Ballot

~-UOCAVA Status

Election Date: 11/5/2013 - NOVEMBER CONSOLIDATED

ELECTION OFFICIALS’ MANUAL
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To show receipt of an absentee
ballot application in a protected
voter’s record in the EMP:

1. Select “is FPCA” (if applicable)

2. Enter
received

date application was

3. Select the application reason
4. Click Save and Send Ballot

To show issuance of an absentee ballot to a
protected voter in the EMP:

O None

@ Military O Overseas Civilian

O Overseas (Legacy)

-Ballot Status

5. If the ballot is being sent via email or the

Spoiled Rejected

EMP ballot had to be printed to be mailed

~Ballot Informatj
Ballotamﬂﬂﬂm

Loskout

~Send To Addressei-_

or faxed enter the ballot number as e - iy B |

ET000001 (or ETO00002, ET0O00003, etc. Y — 8 | | iz prorrore |

depending on how many you’ve issued). osemmmat OlnPerson O Mail Line 3: | |

Otherwise, use the regular absentee ballot OFax © Emai Line 4: | |

number FWAB Received: | < Line 5: | |
6. Enter the date the ballot was Recevet [ ] (@) [ Undeverate

sent

7. Select the Sent Format

Q&

8. Enter a Send to Address if

sending via postal mail

~Search Criteria

Clerk, Palling Location and Election Information | | AV Information

9. Click Save

Election Date 1: | 11/5/2013 - NOVEMBER CONSOLIDATED

Election Date 2: | Select

[ < <]

Note: ET = Electronic Transmission.
AV Applications

Ensure the recording of the Election Date Election Description Sent  Received
application and ballot. A Nov 05, 2013 NOVEMBER CONSOLIDATED Vv

completed transaction should look
L. . . AV Ballots Election 1
similar to the image on the right.

Print Dymo Labe|

Election Date Election Description

MNaov 05, 2013

NOVEMBER CONSOLIDATED

Sent

v

Received Spoiled Rejected
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MAILING OF MILITARY AND OVERSEAS BALLOTS:

Mailing Ballots to Military and Overseas Voters (R " i
Under UOCAVA, the FPCA, FWAB and ballots e D Pan o
sent to a voter may be sent postage paid First OFFICIAL ABSENTEE BALLOTING MATERIAL - FIRST GLASS AL

MO POSTAG £ NICESSARY I THEU.S. MAIL DV T80

Class mail with a special designation provided by e
the USPS. Reference the Domestic Mail Manual
(DMM) 703.8.2 when working with local postal
officials. Special absentee ballot envelopes are

TO

available from vendors providing the
appropriate postage code.

For more information visit http://www.fvap.gov/eo/overview/sending-ballots/creating-envelopes

Mailing APO/FPO Absentee Ballots

The US Postal Service (USPS) requests all APO/FPO absentee ballots be separated from regular mail
and delivered directly to a USPS clerk or mail carrier and not a collection box. Ensure APO/FPO
ballots are addressed according to the USPS Domestic Mail standards. Full information on proper
addressing can be found on the USPS website at https://www.usps.com/ship/apo-fpo-dpo.htm.

Express Mail for Military Voters Returning Absentee Ballots

For November General elections, the USPS provides a unique Express Mail label (11-DOD) for use by
overseas military members at overseas military postal locations. This unique label gives the voter the
ability to track their ballot as it’s returned. For more information on the Express Mail label visit the
USPS website at http://about.usps.com/postal-bulletin/2016/pb22443/html/cover 018.htm.

RECEIVING ABSENT VOTER BALLOTS — BALLOT TRACKING: Protected voters may NOT

return their ballots via email or fax. Absent voter ballots returned by protected voters must be sent
to the Clerk via postal mail and be received by 8 p.m. on the day of the election. If a ballot is
received after 8 p.m. on Election Day, the ballot cannot be counted unless the Secretary of State
extended your receipt deadline. However, the receipt of the ballot should still be recorded on the
ballot envelope and in QVF, QVF Lite, or EMP along with a rejection reason of “Ballot returned after 8
p.m. by Election Day.”
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Clerks should note the date the ballot was received on the envelope and application as with other

absentee ballots. Absentee ballots must be kept secured until they are delivered to the precinct or

Absent Voter Counting Board on Election Day for processing.

RECORDING ACTIONS IN QVF/QVF LITE (see page 20 for EMP instructions)

Open QVF/QVF Lite and
search for the absent voter

by:

1.
2.

Click File

Click Voter Search by
Name

Enter the voter’s name in
the appropriate boxes
Click Search or press
Enter

Select AV from the voter’s
information screen.

l Ch. Statusl AV %‘ "._irt of 5t |

To show receipt of an absentee
ballot in a protected voter’s
record in QVF/QVF Lite:

1.
2.
3.

Select the Main Election
Click Receive under Ballot
Update the date received (if
necessary)

Click OK

Voter Search by Name

Voter Registration
QUF Inbox F3

Elections F4
Voting History F6
Equipment Inventory  F7
AV Scan F3
Petitions (obsolete)

Petitions Search F3

Petitions Consolidator

7L Search I % Clear | M- Clﬂsel ? Heb |
Electronic Pol Book

Mass AV Applications Statuses To

GEMS Export ¥ Active ¥ Challenged ¥ To Be Verified

Unity Export W Cancelled ¥ Rejected I~ Perm AW's Only

Optians Voter D County Jurisdiction Vilage

st I | = | || 5|
Exit School District Ward/Precinct  Post Office City DOB SSN4

I I | Ell J=i| | I
LastName | ExactMatch First Name Middle Name
3 =g [P [
Strest Strest Strest
Number  Prefix  StreetName | Exact Match Type Suffix NTH
el Farar
Mailing Address Voter Comments
" Include voters with, " Include voters with,
" Include voters without " Include voters without
= Doesn't matter = Doesn't matter

.
Voter: PHILIP CARTER MCQVF Status:  ACTVE ! Close | 7 Hep |

Precinct: 1-2 Ballot Style: 00001
School District: PAW PAW PUBLIC SCHOOLS

1ain Election Secondary/General Election:
[11/06/2012 - STATE GENERAL | Ed|
FV Edit | = Debetel App | FPCA. ‘
Election Sent Retul i
xJ

3 & [11mer012 08121 —J.
Selected Action: Receive Ballot £ ox X cancel | ? dep I
~Voter Details ¥ Balots

PHILIP CARTER MCQVF Sent: Received:

ACTVE 10/29/2012 e'

1-z 00001 Ballot Number:  Lockout: Counting Board:
PAW PAW PUBLIC SCH ET000001 None - | -

03/08M980 32
- ¥ Address Information

406 N LAGRAVE ST
PAW PAW WI 48079

Waiing Addr

Scgnature

~Current AV Information Copy es | Mo pp Clear
Aplmmns Ballots (first election only) e T
11/06/2012 iR ET000001 WILTARY | [Emar -
Email Address:
IMILF[ARWOTER@ARMEDFORCES COl
~Options-

™ Print pps Mo ™ Print Ballot Lakels how
I~ Print Ballot Mumber on Lakel

¥ Auto-Advance Ballot Number
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RECORDING ACTIONS IN EMP (see page 19 for QVF instructions)

Using your internet browser go to www.mi.gov/emp and log into the Elections Management Portal
(EMP). If you do not have a user name and password or your account has become inactive, contact
the QVF Help Desk at 1-800-310-5697 for assistance.

Look up the voter:

1. Enter the voter’s name

2. Click Search

MICHIGAN.GOV

Department of State Wichgar's

Ruth JohnsBn, Secretary of State ot Site

Welcome, VANDERROESTV | Cloned as: FVSULKANENE(946(

Voter Search

Elections Management Portal

Permanent AV Search

Status Criteria

"""""""""""" [#] Active [¥] Challenged [#]Ta Be Verified
[Cancelled [ Rejected ‘DF‘erm AV's Only

................. Basic Search Criteria

3. Click the correct voter’s name E E

To show receipt of an absentee
ballot in a protected voter’s
record in the EMP:

1. Click the AV Information tab AV Applications

2. Select the
necessary)

3. Click Search (if necessary)

4. Select the Election Date of the | av Ballots Election 1

ballot sent
5. Click Receive

em@em @ e PrintDymo Label

Election Date Election Description Sent  Received Spoiled Rejected

MNov 05, 2013 e NOVEMBER CONSOLIDATED 1/
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..................... Voter|D/DLN: County: Al
Last Namw mcavf Jurisdiction: | BOHEMIA TOWNSHIP - 09460
First Mame$ leroy| District Type: | All
Middle Mame: |Is District: | All
'm
DOB: $ '
(2 S
n MCQVF, LEIGH ANN MB55655655655 09/27/1969 A
n MCQVF, LEROY J,{E’IIES 6 M333333333333 06/07/1987 A
Page 1
| Clerk, Polling Location and Election Information |AV Informahn
Search Criteria
Election Date 1:  11/5/2013 - NOVEMBER CONSOLIDATED e
Election Date 2:  Select
election (it || '[m mzmm ED Prin Dymo Label
Election Date Election Description Sent Received
MNov 05, 2013 NOVEMBER COMNSOLIDATED 1/
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Receive AV Ballot

Election Date: 11/5/2013 - NOVEMBER CONSOLIDATED
~UOCAVA Status

ONone @ Military O Overseas Civilian (O Overseas (Legacy)

6. Correct the Received _Ballot Status

date (if necessary) [ISpoiled  []Rejected

7. Click Save ]
~Ballot Information ~Send To Address
Ballot #: |ETUUUUU1 Line 1: [MILITARY ADDRESS
Sent: 2212012 & | | Line2 [APO/FPO XYZ123

O1In Person O Mail Line 3: |
Sent Format:

O Fax ® Email Line 4: |

FWAB Received; & Line 5: |

Receives GM &‘ [JUndeliverable -

[ Wp—
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FEDERAL WRITE-IN ABSENTEE BALLOT — (FWAB): The Federal Write-In Absentee

Ballot (FWAB) is available for protected voters to use in the event that they apply for a ballot and
have concerns that they will not be able to receive and return the official ballot in time to be
counted. To use the FWAB, the protected voter must have applied for an absentee ballot by 2 p.m.
the Saturday prior to the election. If a protected voter did not apply for an absentee ballot and a
FWAB was received, the FWAB is invalid.

The FWAB can be obtained on the FVAP website at
https://www.fvap.gov/uploads/FVAP/Forms/fwab2013.pdf.

The FWAB has two parts.

The first part is a voter’s Voter's Declaration/Affimation St e e e iy
Federal Wite-in Absentee Ballot (FWRE) By, ae eI el Aot e
. . . Forabse ity Fome o Se nbee membe rs the Iriam (ke s and chize i eskbg ok He the US. Rea e printin blackInk.
declaration/affirmation seen Dualifcation & W e et i e v g s i et Ows Ow

“wiite r Registration
arry v

y  hyouarewer Hoyoucando b dabe Federd PosiCand Applicalon,or inaw Sales, by markirg e boxbelow. Check yar
Sk’ spagesinie Uolrg Azsts brve Guble o Ful Py ov ke Mycur Stk diows reghskal mda Hsfrm.

[ ldsowan oregsker kool and 'a requesl an absenkes balio|for ol ekecbons I wHd lam elgble louok

at the right. The voter’s

O tamamemberot ke Uritomed Seuicesor MerdaniMaine onactee duly OF [ lam anelgble spouse o deperdent.

declaration/affirmation must
Clazzification
be completed by the voter Make iy 1 sekechon 2 [0 tama vz.clizenreskling cusMe Fe Urlked Shies, and linkere brekm,

D lama US.clizenresking oulsde e Urlied Sk, ard my rebam i nolcer an,

O 1amanackaked Naloral Guerd member onSiake onders.

D lama WS cllzenard Pawe rever resdded in e Unlied Siaks .

and will be found when

L I | | iz
opening mail from the voter. Legalname 3 e | e e
Preylous ram e (Mapplcahle
Also inside the envelope — e T —— T
Idertification I N N N - | - .|
should be another envelope BEEEE T e o
on FuliFge . WM 0 0 TG
marked “Security envelope.” -
ep e l | 1 i 1 1 A 1 1 1 1 i 1 1 | : !
. Cortact informati - I
That envelope will be sealed; boerareapees. |5 .
do not open the sealed se=
Political party B yourSiak may requie you ko medt apol i par ly louol Inpimary declons:
envelope! That envelope eing resance e—
contains the second part of sty sy Sy |7 CLCTONE

g;"l“r"":"‘;g:"‘“‘m' cant Stak | | zeeote[ [ ] ] | |—| [ [ ]

the FWAB, the voter’s Write- Wihere o send my
woting maenals

In Absentee Ballot. ki shies e

shoutd bie diverenl Tom
ahaoue . Hrequired  place
atorwandrg address In
Bom &

If there is no signature, the e s
L. . foryour State
FWAB is invalid. ittt e

pages i ke o g Arshrlarce
Galde on FulPgo v

If a protected voter dld Bffirmation (REQUIRED]: 1swear cramim, urderperaly orperury, bal:

= Tre Imtr malan on s fom 15 e 3o ak, @ comple B o Fe beslotmy nowledge .

kel hala malke fd miss ke men | of 2 lincanple lonod his dooum e il may oons [k

Iurslers
growrsks for coredclonofpedury. 8i i
n_Ot apply for an lam 3 Uz.cll:lec%:ll;zlISH.’!mme-:ofMlbebrmdm’mmekchﬂ.tlgblt kuokIn e am uru:x

reque sk iz
= lam realdisustled kuck due kharg been crdcied ofa Bloy o ober disgualllyrg otkrge,  T000s date

absentee ba“ot and ror bewe Iheen adud caked merially Incompe ke l;on 150, mywolng ghishaue beenrelrs @l ; ad M. M_ D D
= lam rlreglslerirg, reque:s bng abaliol, o wolng Inany obher keisdiclonin be U led Slakes, excep |
Tt urtsdichon o kIR R o g o

a FWAB was = Inusing, Ihee marked and sealed b balolpriuak s eve rol ok ary person ch serme

e marking oThils kaliol e xcep | o subrzed oo b wokers urder Siake and Federal .
received, the FWAB

is invalid.

O SE TN IO ARE CESOLET St srwhare Frarm i e (9301 1), oA M50
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Official Federal Write-In
Absentee Ballot

The second part of the FWAB is
the actual write-in ballot. This
form allows the voter to write
the candidate of his or her
choice for any office or ballot
initiative they would see on
the official ballot. The voter
may  write-in  either the
candidate’s name or the
candidate’s political party for
each office. A military or
overseas voter using the
FWAB may write-in votes for
any federal, state or local
office, or proposal on the
ballot.

A FWAB must be counted by
precinct or AVCB inspectors if a
physical ballot was sent but
not received by Election Day.
Follow standard duplication

procedures. No oval or arrow is required on the FWAB and name variations are acceptable as long

as intent is clear.

Official Federal Write-in Absentee Ballot

President/Vice Presi |

U.5. Senator*: |

1.5. Rep i q ident Commissioner*: [

* Legal residents of the District of Colurrbia may vote only for F 3 Vice P resi and D elegat

** Legal residents of American Samoa, Guam, Puerto Rico and the W.S. Virgin lslands may vote only for D elegate|
or Resident C: issi tothe Cong

Addendum

Some stdes allowthe Federal Writedn Absentee Ballat to be used by military and overseas dvilian voters in eledions
other than general elections or for offices other than Federal offices. Consult your state sedion in the Waoting A== gance

Guide on FYAP goy to determine your state's policy, 1f you are eligible to use this ballot to wote for offices other than
thosze listed ahove or for ballot initistives, plesse indicate inthe spaces provided below, the office for which you wish to
vote (for example: Governor, Aftorney General, Mayar, State Senator, etc.), and the name andior party affiistion of the
cancdate for whom you wish to vote. You may also indicate the ballat intistive and your wote for the intistive.

Office / Ballot Initiative Candidate Name, Party Affiliation,
or Initiative Vote

ftandamd Form 185 (Rew 0320113

The FWAB is required to be tracked and entered into QVF, QVF Lite, or EMP.
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RECORDING ACTIONS IN QVF/QVF LITE: To show receipt of a FWAB in a protected

voter’s record:

1. Click the FWAB button
2. Correct the receipt date

(if necessary)
3. Click OK

Voter: PHILIP CARTER MCQVF
Precinct: 1-2

School District: PAW PAW PUBLIC SCHOOLS
Main Election:

a|
!!+ Cbsel ? Help |

Status: ACTVE
Ballot Style: 00001

Secondary/General Election:

11108/2012 - STATE GENERAL

=l [~

~ Aplicati
L.;"‘ Send | Rece el W Edit |E Dele‘lel App | FPCA.
Election Sent Returned FPCA Print Optione
4 B | 1170672012 09/21/2012  |No I Print Labels Now

I~ Frirt Ballct kum,

Ballots

£ send | Reoeivel B Edit |E Dele‘lel LaDe\ﬂFWAB | Spail |@ Reject | Undel. |

Number Sent
» . | EToo00O1 08/21/2012

Returned

Qi)
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UDCAVA Sta
| |
JE3

Military

O x|

“You are about to record a Federal Write-In Absentee Ballot (FWAB)

7 o |

FWABs may only be counted if the miltary or overseas voter:

1. applied for and was sent an absentee ballot, and
2 did not return the official absentee ballot by & p.m. election day

A countable PWAB must be duplicated by election or AVCB inspectors on
Election Day.

Pleaze enter the receipt date for the FWAB:&DSQMZ
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RECORDING ACTIONS IN EMP:

AV Ballots Election 1

Mov 05, 2013 o NOVEMBER CONSOLIDATED f

Election Date Election Description Sent  Received Spoiled Rejected

To show receipt of a FWAB Receive AV Ballot

in a military or overseas

voter’s record: _UOCAVA Status

Election Date: 11/5/2013 - NOVEMBER CONSOLIDATED

ONone  @Military O Overseas Civilian O Overseas (Legacy)

1. Select the Election Date

~Ballot Status

2. Click Receive

[OSpoiled  [JRejected
3. If the ballot sent to the voter .

~Ballot Informati

has not been received, delete
the received date from that
field as it pre-populates

4. Enter the FWAB Received
date

5. Click Save

6. Click OK

Sent: [9/21/2013 &

ClnPerson O Mail
Sent Format:
(O Fax @ Email

FWAB Receiv&@dﬂ?:?mz &

eleceived: @I & [JUndeliverable

~Send To Address

Line 1:

MILITARY ADDRESS

Line 2: |APO-'FPO XYI123

Line 3: |

Line 4: |

Line &: |

FWARB Received

& You are about to record a Federal Write-In Absentee Ballot (FVWAB)

FWABs may only be counted if the military or overseas voter:

1. applied for and was sent an absentee ballot
2. did not return the official absentee ballot by 8 p.m. election day

A countable FWAB must be duplicated by election or AVCE inspectors

on election day.
1658
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PROCESSING ELECTRONIC BALLOTS AND FWAB’S ON ELECTION DAY: Regular

absentee ballots sent by postal mail to protected voters should be processed as usual. If the
returned ballot is an electronic ballot that was either printed by the voter or the Clerk, the ballot
must include the voter signature certificate. Election inspectors will need to verify that the voter
signed the signature certificate and compare the signature to the application. If there is no
certificate, the ballot must be rejected and may not be processed. Retain the signature certificate
with the application. Applications should be retained with the rest of the applications to vote for the
election at hand. Attaching the application to the electronic ballot or FWAB compromises the
secrecy of the ballot.

If absent voter ballots are being processed in the precinct, the EMP printed ballots and FWABs must
be placed in the auxiliary bin until the close of polls to wait for duplication. If there are multiple
pages, ensure election inspectors staple or clip them together before placing in the auxiliary bin.
Regular duplication procedures should be followed. The original electronic ballots must be placed in
the Original Ballot envelope after duplication.

See the Processing Absentee Ballots section of the Managing Your Precinct on Election Day — Election

Inspectors’ Procedure Manual flipchart for full rules on the duplication process.
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