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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

Y 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.

* 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

When reviewing this Military and Overseas Voter manual, 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.



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 provided
by the federal government for use
by protected voters. There are
variations of the form, all of which
are acceptable for use. The form
to the right is the most current
version. Clerks must provide this
to a voter upon request.

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
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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 just like any other registration using Registration
Location “Clerks Office and Other.” The only difference is the need to select whether the voter is a military
voter (spouse included) or overseas civilian and if necessary, post dating the Reg Date to the Close of
Registration if the voter has submitted the application after the registration deadline. 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).

“SEeamUE el Woterd ol cs VoTergHes S a oD EE
m File Acton View Reports Sys Admin Elections Data Maint. Window Help - 8 x
oter Registration

Q Search Delete % Clear | '_*' Close | ? Help

Jurisdiction: VWard/Precinct: Polling Location:
) Eff. From; Through:
County: Entry Date: 02232012 Operator:
Reg Date - Woter id Registration Location LW |

| | | =

Last Name First Name N | Middle Mame Suffic Gender

| | | [ =T

Former Name DOB =24 Phone Number Perm. AW Email Address

! | r

ceo
[~ MW ID: |Confirmed JRd = None

Mailina Ad
Residential Address | NTH Address | 7 NON-UDCAVA |

Number  Suffoc Prefix  Street Name Type Suffic Exté .w‘

OVERSEAS CVILIAM

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

=
Vuterlnful
Bol| 8w

Test Version 24 |UCICM|'A 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.

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 request received by a protected voter must be handled immediately and honored for every
election in the calendar year it 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 received more than 45 days prior to an election must be sent at least 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 delivery 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 recording the dates ballots were issued on the applications in addition to
tracking via QVF or EMP.

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 W|th 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.
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Voter ID: 4001209416
Full Name: GEORGE DAVID MCQVF
County: ONTONAGON

Registered Date: 12192002

To create the EMP ballot:

1. Inthe voter's
information screen,
click MOVE Ballot

2. Click Open

Reviewing the EMP ballot

The ballot, voting instructions, and voter
signature certificate will be created into a
single .pdf file, like the example to the
right.

Review the ballot to ensure it is the
correct ballot for the protected voter and
the offices listed are correct. If an error
is found, contact your County Clerk as
they'll need to make the correction in
QVF's e-wizard.

Continue to the next page for
detailed instructions on how to email
and/or print the .pdf ballot.
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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 =,
2. Click OK

After the ballot has printed, place all six pages
into a military/overseas absent voter ballot
envelope, including the return overseas absent
voter ballot envelope and mail to the voter.

If physical ballots are available follow regular
absentee ballot issuance procedures.

If the protected voter has requested his or
her ballot via fax, follow the printing instructions
above and fax all six pages to the telephone
number provided by the voter. Ensure the ballot
was transmitted and retain a copy of the
confirmation page.

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.
2.

Click File

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
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Login to MERIT Email T

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

i Favorites |‘ZMenma\I LogIn

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.
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Send v [ Cancel | @ Save Draft #@ Add Attachment 3{: Spell Check @ Signature - & Options %
To: litaryoroverseasvoter@email.com x ‘
Complete the email by: —
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0. Ver|fy the Ba”otpdf 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
attachment IS attaChEd open the attachment you will see a message indicating that Windows cannot open the file. A free download of Adobe document printer may be
10 Prepare a message to the accessed at the following website: http://get.adobe com/reader/)
voter providing further 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
inStrUCtionS and areturn marked ballot and the signed voter signature certificate must be returned by postal mail to:
mailing address (template e e
available on the website). 100 Main Strest
11 Clle Send 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. It
is very important that you print “Official absent voter's ballot” beneath your return address on the return envelope.
H To check on the status of your ballot, visit www michigan govivote and enter your personal information into the “Are you Registered?” screen.
The emall ba“0t haS been Detailed information regarding when your ballot was sent and received will be displayed on the following screen. Please contact me if | may be of
transmitted. further assistance.
Sincerely,
City Clerk
City of Sample
Y p! g

Receiving Applications and Sending Ballots - Ballot Tracking

As stated on page 6, any ballot sent to an absent voter must be entered into the Qualified Voter File. Every
jurisdiction has access to either 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.

EIE[x)|

Voter Search by Voter ID Cirl+5
Voter Search by Name  Cirl+h
Recent Records Viewed
Voter Registration

Recording actions in QVF/QVF Lite
(see pg. 12 for EMP instructions)

HVF Inbox
Elections F4
Open QVF/QVF Lite and search -
pen Q
for the absent voter by: e ety T [ )

Petitions Search Fa Jurisdiction:
] . Pettens Consoidator f— [X]
1. CI|Ck F|Ie ) ) E:z::i;:l‘;::s S‘j”s"“ Q Search I %, Clear | 153 C)usel ? Hep |
2. Click Voter Registration s Boon Tsrilame ]| | Statuses To ncue
. nr d v Active |¥ Challenged |V To Be Verified
3. Click Search optons ormertand | ¥ canceled % Reectes
4. Enter the voter’s name s VeterD County Jurdicion Viage
. . Exit
in the appropriate boxes L ! =] =l I~
. School District ‘Ward/Precinct Post Office City DOB 55N4
5. Click Search or press =D (] = = | = |
I—NWNMr tName | ExactMatch First Name Middle Name:
Enter y(s:uw IPH\L
Post 0T Street B Emere Street Street
Number Prefix Street Name al alcl T Suffix NTH
Select AV from the voter’s i =l =r
information screen. 1 v Voter Commerts
Voter Info " Include voters with " Include voters with
N ™ Include voters without... " Include voters without...
il— & Doesn't matter & Doesn't matter

Ch. Statusl AN "jn of 5t. |

10


http://www.mi.gov/documents/sos/email_to_voter_regarding_attached_ballot_397749_7.doc
http://www.mi.gov/documents/sos/email_to_voter_regarding_attached_ballot_397749_7.doc
http://www.michigan.gov/vote
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To show receipt of an absentee ballot application in a protected voter’s record:

el N

Select the Main Election
Click Receive under Applications

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

Click OK

Voter: PHILIP CARTER MCQVF
Status:  ACTIVE

Main Election:

X
Precinct: 1-2 l!-‘ =3 ? tielp

Ballot Style: oooo
School District: PAW PAW PUBLIC SCHOOLS

|11106f2012— STATE GEMERAL

Application
g Send Receive |

Secondary/General Election:
*| [mong R

Election Sent
4

aliots
Send Receive

Number Sent

Em)

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

a.
b.
c.

—

Select the Main Election

Click Send under ballots

If the ballot is being sent via email or
the EMP ballot had to be printed to
be mailed or faxed enter the ballot
number as ET000001 (or
ET000002, ET000003, etc.
depending on how many you've
issued). Otherwise, use the regular
absentee ballot number

Selected Action: Receive Appis} MX Cancel ‘ ? Hebp ‘

Voter Details ¥ Applications
Name: PHILIP CARTER MCQVF Received
Status: ACTIVE [ Joansenz ca [
Precinct/BS:  1-2 00008
School District: PAW PAW PUBLIC SCH
DOB / Age: 03/08/1980 32
In Transition: No L
Address: 406 N LAGRAVE ST Sent:
PAW PAW W1 48079 0912172012

allot Number: Lockout: Counting Beard
000001 [Mone Bl -

S
¥ Address Information

Current AV Information

Mailing Address
MILTARY ADDRESS

Applications Ballets (first election only) APOIFPO XY Z123
Options:
r 'l Copy Res Clear
r UDCAWA Status: Delivery Wethod:
— MILTARY x| [emar -

1P.|ILITARYVOTER@ARI.\ EDFORCES.COM

Enter the Mailing Address the voter has requested the ballot to be sent to (if applicable)
Select the UOCAVA Status, Delivery Method and enter the Email Address (if applicable)

Click OK

n
PHILIP CARTER MCQVF Precinct: 12 [ cose| 2 Hep

Note: ET = Electronic Transmission Voter:
Status:  ACTIVE Ballot Style: 00008
School District: PAW PAW PUBLIC SCHOOLS
Main Election: Secondary/General Election:
11/06/2012 - STATE GENERAL ~| [mong |
Applications

Ensure the recording of the application
and ballot. A completed transaction
should look similar to the image on the

right.

| o Edit |E I}ele‘le| & app | FPCA

Ballots

Print Options:
[~ Print Labelz Now

-

Reoeivel o Edit |E I}elete| Label | Bf FwaB | Spoil |@ Reject | Undel. |

UOCAWA Status|Del. Method | Status




Recording actions in EMP (see page 10 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.

MICHIGAN GOV
Michigan's

Department of State oy

Ruth JohnsBh, Secretary of State Web Site

. Welcome, VANDERROESTV | Cloned as: FWSULKANENE09460
Elections Management Portal Exit Cloning
Permanent AV Search Inbox: 168 | My Profile | Sign Out

Voter Search

Status Criteria

"""""""""""" [¥] Active Challenged [¥]To Be Verified
[cancelled [CJRejected ‘DParm AV's Only |
Look up the voter: -
1 Enter the Voter’s name s Basic Search Criteria
. Cle
2 Click Search Verification VoterlD/DLN- County: | Al [~]
3 C“Ck Correct Voter,s name Last Namw D meqvf Jurisdiction: | BOHEMIA TOWNSHIP - 09460
: First Namg$ D leroy| District Type: | All D
Middle Name: |ls D District: | All D
DOB- & 5 [~]
(2 % porm
AV
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

u E Page 1

q To receive an absentee ballot
I| Clerk, Polling Location and Election Information ] AV Information application and show issuance of a
' ballot in a protected voter’s record in
Search Criteria the EMP
Election Date 1: | 11/5/2013 - NOVEMBER CONSOLIDFIQ
Election Date 2: [+ 1. Click the AV Information tab
2. Select the election
FSeare. 3)) 3. Click Search
4. Click Receive in the AV

AV Applications

[Send |4 Rocovo J el Dol

Election Date Election Description Sent Received

Applications box

AV Ballots Election 1

El =3 B 3 Puint Dy Labe)

Election Date Election Description Sent Received Spoiled Rejected

Continue to next page.


http://www.mi.gov/emp

Receive AV Application X

Election Date: 11/5/2013 - NOVEMBER CONSOLIDATED

Military and Overseas Voter Manual
Provided by the Michigan Bureau of Elections
Updated as of 7.14.2016

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

@ Military O Overseas Civilian

C Overseas (Legacy)

~Application Information ~5end To Address
C,ths Lfne 1: |
Sent: I:& Line 2:|
&ecmmd: @_‘ Lfne 3 |
pop 1 Line 4: |
Reaggn: eledt Line 5: o
Send AV Ballot
~UOCAVA Status
Mone @ Military O Qverseas Civilian Overseas (Legacy)
~UOCAVA Status
4 Save and Send Ballot _ ONone
~Ballot Status
I || SeoiledRejectd

~Ballot Informatj
Ballotaﬂ]ﬂ(][]m

To show issuance of an absentee ballot

Line 1: |Mi|\tary Address

to a protected voter in the EMP: ot: 082172013

Line 2: |APOIFPO XYZ123

O In Person
O Fax

5. If the ballot is being sent via email or

the EMP ballot had to be printed to be

°3|ant Format:

C Mail
@ Email

Line 4: |

mailed or faxed enter the ballot FWAB Received: |

|
|
Line 3: | |
|
|

3

=

Line 5: |

number as ET000001 (or ET000002,
ETO000003, etc. depending on how

S Y

Undeliverable

many you've issued). Otherwise, use
the regular absentee ballot number
Enter the date the ballot was sent
Select the Sent Format

Enter a Send to Address if sending via
postal malil

Click Save

© N

Qm

~Send To Addressei-_

Note: ET = Electronic
Transmission

Clerk, Polling Location and Election Information |, | AV Infarmation

~Search Criteria

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

Election Date 2: | Select

[<If[<]

. Search
Ensure the recording of the [ Search
application and ballot. A AV Applications
completed transaction
should look similar to the . ' - :
image on the right. Election Date Election Description Sent Received
Nov 05, 2013 NOVEMBER CONSOLIDATED Vv

AV Ballots Election 1

Print Dymo Label

Election Date Election Description

MNov 05, 2013 NOVEMBER CONSOLIDATED

Sent

v

Received Spoiled Rejected

13
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Mailing of Military and Overseas Ballots

Mailing Ballots to Military and Overseas Voters " U.S, Postage Paid

Under UOCAVA, the FPCA, FWAB and ballots sent e . % usc e
to a voter may be sent postage paid First Class mail M RARAYIN
with a special designation provided by the USPS. e — I D
Reference the Domestic Mail Manual (DMM) 703.8.2 O T A TS

when working with local postal officials. Special e

absentee ballot envelopes are available from vendors TO

providing the appropriate postage code.

For more information visit http://www.fvap.gov/eo/overview/9dending-
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.”

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. B s UL foear D aEs

eports Sys Admin  Elections DataMaint. Window Help

Recording actions in QVF/QVF Lite

Voter Registration

(see page 15 for EMP instructions) ar reox =
Voting History F&
. Equipment Inventory  F7
Open QVF/QVF Lite and search v Scan s
. e = Fo \oigr Sedreil X
for the absent voter by: & @ e | Sow | Brow| 7]
Statuses To Include
1_ Cllck F|Ie ’7 7 Active [# Chalenged [ To Be Verified
. Unity Export W Cancelled W Rejected
2' CIICk VOter SearCh by ED":;‘Sm Vater D County Jurisdiction Vilage
Name o [ I E =] =
3 . Enter the Voter,s name School District d iﬂ/an‘lﬂ’rer:mﬁlj IPDG( Office City j IDDE ISSIM

LastName | Exact Match First Name Middle Name:
[pr

in the appropriate boxes

4. Click Search or press Stest Siset  stest
Number  Prefix  StrestName [ ExactMatch Type Suffix NTH
Enter | | [ Bl E
Maiing Voter C
" Include voters with... " Include voters with...
Select AV from the voter’s ’V(‘ Include vaters wihout. € Include voters without
 Doesn't matier  Doesn't matier

information screen.

Ch. Statusl AV "jﬂ of St. |
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http://pe.usps.com/text/dmm300/703.htm#1174014
http://www.fvap.gov/eo/overview/sending-ballots/creating-envelopes
http://www.fvap.gov/eo/overview/sending-ballots/creating-envelopes
https://www.usps.com/ship/apo-fpo-dpo.htm
http://about.usps.com/postal-bulletin/2016/pb22443/html/cover_018.htm

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

1.Select the Main Election

2.Click Receive under Ballots

3.Update the date received (if necessary
4.Click OK

Voter: PHILIP CARTER MCQVF
1-2

School District: PAW PAW PUBLIC SCHOOLS

Precinct:

Main Election

Status:
Ballot Style: 00001

ACTIVE

Secondary/General Election

|!: Ciose | P Hep

Q|

| oy Edit |Q Dalete| B app |

|11p’0612012- STATE GENERAL

Applications-

FRCA

=

PAW PAW NI 49079

Qﬂa oK X cancel ‘ P Hep

[Etection [ent [Retur
»
Selected Action: Receive Ballot

Voter Details ¥

Ballots- Hame: PHILIP CARTER MCQVF

T By et Status: ACTIVE
Precinct/BS: 12 oooet
| |Number ‘Sem ‘Returne {A

ﬂ@ School District: PAW PAW PUBLIC SCH

DOB / Age: 03/08/1880 32
¥

In Transition:  No
Address: 408 N LAGRAVE ST

Current AV Information

Scgnatare

Recording actions in EMP (see page 14 for QVF instructions)

Applications Ballote (first election only)
114‘06#2012 igp ET000001
Options:
r r
-

[ Auto-Advance Ballot Number

Ballots

Received

10/20/2012
Ballot Number:  Lockout Counting Board
[eTooo001 [Hone =0 =l

Address Information

k] vai | o || cear]

UOCAVA Status:
[mLmary

Delivery Method:
=] [Emar
Email Address:

|MILITARYVDTER@ARI.‘EDFDRCES comMm

[

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

Ruth Johnsq:h. Secretary of State

Voter Search

Permanent AV Search

Look up the voter:

1. Enter the voter's name

2. Click Search

3. Click the correct voter's name

Elections Management Portal

Status Criteria

[ Active
[cancelled

Challenged
[JRejected

Basic Search Criteria

VoterlD/DLN:
Last Nameg megvf
First Namﬁ leroy]
Middle Mame: | Is
DOB:

MCQVF, LEIGH ANN

MCQVF, LEROY J{™ES a

VANDERROESTV

Welcome

[ Ta B

MICHIGAN.GOV

Cloned as: FVSULKANENE09460

e Verified

[IPerm AV's Only

County: | All
Jurisdiction:
District Type: | All

District: | All

e

MB556556556

M3333333333

BOHEMIA TOWNSHIP - 09460

rm

55 09/27/1969 A

33 06/07/1987 A

Page 1



http://www.mi.gov/emp
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Clerk, Polling Location and Election Infurmation\ AV Informati
~5Search Criteria
TO ShOW receipt Of an absentee Election Date 1: ‘ 11/6/2013 - NOVEMBER CONSOLIDATED 2
ballot in a protected voter’s record Election Date 2:| Select
in the EMP: q
1. Click the AV Information tab AV Applications
2. Select the election (if necessary)
3. Click Search (if n_ecessa-rY) Election Date Election Description Sent  Received
4. Select the Election Date of the
ov o,
ba”ot sent MNov 05, 2013 NOVEMBER CONSOLIDATED y’
5. Click Receive .
AV Ballots Election 1
Election Date Election Description Sent  Received Spoiled Rejected
Mov 05, 2013 o NOVEMBER COMNSOLIDATED f
Receive AV Ballot

O None

~UOCAVA Status

Election Date: 11/5/2013 - NOVEMBER CONSOLIDATED

@ Military O Overseas Civilian

(O Overseas (Legacy)

6. Correct the Received date

~Ballot Status

COSpoiled  [JRejected

(if necessary)
7. Click Save

~Ballot Information

~Send To Address

Sent: [9/21/2013

Oln Person O Mail
OFax & Email

Sent Format:

. GM & [JUndeliverable

Line 1: |MILITARY ADDRESS
& Line 2: |APQ/FPO XYZ123
Line 3: |
Line 4: |
& Line &: |

L7 S et

16




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
declaration/affirmation seen at
the right. The voter’s
declaration/affirmation must be
completed by the voter and will
be found when opening malil
from the voter. Also inside the
envelope should be another
envelope marked “Security
envelope.” That envelope will
be sealed; do not open the
sealed envelope! That
envelope contains the second
part of the FWAB, the voter’s
Write-In Absentee Ballot.

If there is no signature, the
FWAB is invalid.

If a protected voter did
not apply for an
absentee ballot and a

FWAB was received, the

FWAB is invalid.

Continue to next page.

Waoter's Declaration/affimmation
Federal \Viiite-in Absentee Ballot (FWWAE)

Clualificatiol
it r Re

2

Foralyse it L e 0o e o Se ke moenm e s the Iriam (ks Ao oz i rakiba ot He tie LS.

For ary ques bong ab ol s form  cored | e
oing Azl larce CGulde avalble inbarnd copy
oron FUAR go v or your Volng #5585 lance

ofler,

Aza o printin blackink.

Have yousire oy regiskered and reque skd an shreriee balol?

s we

Hycuarewer No,yausande his U e Federd PoslCand Appicalon o nakwStaks, by markirg e boxbdaw. Creds yar
Sk’ spagesin e Uolrg Axsts ke Gubde an Fuls Py ov osee liyourSiake diows reglskalmda Hsdom.

[ 'asowani loregisier louo ke and /T reque sl an absenies balio 1o 2 el clons N whd lam elgble ook,

Classification
Make oy 1 e lechon

[ 1amamemberat ke Urifomed Stvkcesor MerdaniManne cnastue duly O [ lam aneigbie mous o deperten,

O tam anackaed Naloral Guerd member onSiak omers.

D lama Z.clizenresking cukske e Urlled Shies, and linknd orekam.
[ 1ama v cizenresming suske Fe Ured Shies, an m rekam i nalce
G lama LS. cllzenard e rever resdded in e Unlled Siaks .

i,

Lo Iree: | | =0
Legal name Firs Inamie | Ml rame
Preulous reme (Happlczhle)
Siake Driver's Lo LR
\dertification uer's Doense &0 LT - Ll
Some Stake praqure your T © RSocial e curlly Humber | | | | |_| | | |
SN . Checkyour Siak's pages — - :
NIt g AtrlaceGude eeniae [ | [ T T 1] = [Om O Race
on FulFgo v MM Db D LA
. . Telephone L l l L | 1 L L i | L L | L
Contactinfonmation Fax [ l l l | |
dude nkmalad prede s, —— = —
o DS rembers . Emal |
Allrrake Bnal
Palitical party VorSiak may require youl ko spedty apol kal par Iy ouok Inpimary de clons:
“irting residence = . 5
3ddréss Shree | A dress (e (o e Apl#
Uil e ks U e skl e Gl Twniaiage
aryourlegd U S resderce -
Seeirericla. Gank Sak [[] zweoae | -] [
Whene to send my
voting matenals
This |5 yourcumen|
malirg adress e
should be diigrend fom
abcue, Hrequired  place
atorward g address I
Boa 3,
Additional
requirements
foryour State
Suchar -ikrebalolrecep |
e sl T wending
aldr s, aid bored phore,
o cller Sk reured
ek el S your Slak's
s I e wiolng Al lace
Gl on FulPgo v
Affirmation (REGUIRED): 1swear oratim urderperally ofperury, Hal:
= Tre Intr sl on s o 15 e socurak, o comple E o b beslotmy inoaizdge .
Iureers krd hala makeid miss kemen| of 2o lincanplelonot s doaum e nl may cons [k
grourds o corddclonotpedury, Biunalumx
= lam 3 U3 cilzen, alle s | 1Syears otTage ior wil bie by e day of e elecbon elable ok in ke
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= muolrg, |Fave marked and sealed s balolin privak ard hese rol dlowed ary per son och serse
he marking oTHis ballol,excep | hose suba kel basskslvolkers under Siak and Federal law.
T o o el s . Ay i sy b st bl i MO EE LN IS ARE (S0 E T T ), N G-



https://www.fvap.gov/uploads/FVAP/Forms/fwab2013.pdf

Official Federal Write-in Absentee Ballot
Official Federal Write-In ProsidentVice President;
Absentee Ballot

i 115, Senator': [
The second part of the FWAB is
the actual write-in ballot. This U.S. Rep 9 b il
form allows the voter to write the * Legal residents of the District of Colurmbia may vote only for President/Vice President and Delegat
Candidate Of h|S or her ChOice fOI‘ * Lega_l residents ?fl!merican Samoa, Guam, Puerto Rico and the U.S. Virgin kslands may vote only for Delegate
any office or ballot initiative they or Resident ¢ otheCong
would see on the official ballot. Addendum
- - - Some stdes allowthe Federal\Writedn Absentee Ballot to be used by military and overseas dvlian woters in eledlions

T h e Votel’ m ay erte- N e|th er th e other than general elections or for offices other than Federal offices. Consult your state sedion in the Waoting A== gance

H ) GLich FAP oy to determi ate’ licy. If licsikale thiz ballot to wote for offices other the
Candldate S hame or the thgls:lﬁai abogg\;rofor b:lrgtm\sitsi’aut?\:es, ;esag :?t;ic:atyeu?natfezlglac:s?aruoSw"adeéSbelow,tﬂe of?icerfgr v[\iisch_y:L w’a; to
candidate’s political party for each e i sk e ey S i e e et e e
office. A military or overseas Office / Ballot Initiative Candidate Name, Party Affiliation,
voter using the FWAB may or Initiative Vote

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

The FWAB is required to be
tracked and entered into QVF,
QVF Lite, or EMP.

ftandamd Form 185 (Rew 0320113

.
Voter: PHILIP CARTER MCQVF Status: ACTIVE m- Close | 9 Help

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

. . . . Main Election: Secondary/General Election:
Recording actions in QVF/QVF Lite (10672012 STATE GENERAL = |
Applications:
To show receipt of a FWAB in | Rres | oses| Boaw | rrca
a protected voter’s record: [ [riecton En [Retumea_[recs] Print Optians
»E [~ Print Labels Now
1.Click the FWAB button -
2.Correct the receipt date (if necessary)
3.Click OK SN
Reoeivel ¥ Edit |Q Dele‘te| Label FWAB | Spail |@ Reject | Ungel. |
[ [wumber  |sent |Returned  [uocavA sta
o= |

Q}Eﬁ oK X cancel | P Help

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

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

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

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

Please enter the receipt date for the FWAB:&!U Sr2012
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Recording actions in EMP

AV Ballots Election 1

Print Dymo Labe
Election Date Election Description Sent  Received Spoiled Rejected

Mov 05, 2013 o NOVEMBER CONSOLIDATEL

Receive AV Ballot

Election Date: 11/5/2013 - NOVEMBER CONSOLIDATED

To show receipt of a FWAB in ~UOCAVA Status
a military or overseas voter’s ‘ OMNone  ®@Military O Overseas Civilian O Overseas (Legacy) ‘
record: - )
~Ballot Status -

1. Select the Election Date ‘ Clspoied  ClRejected ‘
2. Click Receive \
3. If the ballot sent to the voter has _-Ballot Informati - ~Send To Address

not been received, delete the Ballot #: [E700000 1

received date from that field as it Sent: 2120 o Lo 2. [AP0

pre-populates ent: |9/21/2013 > Tne : |APO
4. Enter the FWAB Received date Sent Format. OlnPerson O Mail Line 3: |
5. Click Save ~ (OFax & Email Line 4;|
6. Click OK FWAB Receiveamnzmz < Line 5: |

@eceived: @I & [JUndeliverable )

L5 e Conel |

FWAB Received

:":- You are about to record a Federal Write-In Absentee Ballot (FVWAB)
L]
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 & p.m. election day

A countable FWAB must be duplicated by election or AVCE inspectors

on election day.
1658

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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http://www.michigan.gov/documents/sos/Managing_Your_Precinct_on_Election_Day_391790_7.pdf
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Frequently Asked Questions

1.

What if | cannot access MERIT email?

Answer: If your MERIT email account is down, 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. If you do
not have access to the internet, you must request assistance from your County Clerk.

What if my regular absentee ballots are not available to meet the 45 day mailing requirement?

Answer: Use the Elections Management Portal (EMP) to print a ballot that may be mailed.
Follow the instructions on page 7.

What if the ballot comes back as undeliverable via email or the fax fails?

Answer: If possible, contact the voter for an alternate email address, fax number or transmittal
method. If you are unable to contact the voter for an alternate email address or fax number, send
a ballot via postal mail.

What if the ballot comes back as undeliverable via postal mail?

Answer: If possible, contact the voter for an alternate mailing address or transmittal method. Updated
mailing addresses for military voters can be obtained by contacting FVAP. Election officials should
submit requests to FVAP via email (vote@fvap.gov) or fax (703-696-1352) and include the name of the
Clerk and jurisdiction requesting, as well as the citizen’s full name and date of birth or the last four digits
of his/her Social Security Number. If you are unable to contact the voter for an alternate mailing
address and/or FVAP is unable to assist, mark the ballot as Undeliverable in either QVF, QVF Lite, or
EMP and retain.

What if election day is really close? Is there a special way for protected voters to return their
ballots?

Answer: Express mail may be available for overseas military voters at overseas military post
offices via the DOD-11 label.

Are protected voters required to submit an absent voter ballot application for every election?

Answer: No. Protected voters need only submit one application for a calendar year. An absent
voter ballot application submitted by a protected voter must be honored for every election
conducted in the voter’s jurisdiction through the end of the calendar year.

Can a protected voter change the manner in which he or she wishes to receive ballots from one
election to the next?

Answer: Yes, as long as the protected voter communicates the change in transmission
preference to the Clerk in an email, letter, or fax.

Can a protected voter change the email or postal address he or she wishes to receive ballots
from one election to the next?

Answer: Yes, as long as the protected voter communicates the change in address preference to
the Clerk in an email, letter, or fax.

What if | do not have the capabilities to email or fax a ballot to a protected voter that has
requested email or fax?



10.

11.

12.

13.

14.

15.

16.

Answer: Assistance must be obtained through the County Clerk’s office. A request must be
processed without delay.

What actions should be taken if a protected voter submits two ballot return envelopes?

Answer: The ballot return envelope that carries the most recent postmark should be forwarded
to the precinct or AVCB for processing. If the postmark dates cannot be determined, the return
envelope that arrived last should be used. If the envelope opened does not contain a signed
voter certificate, the other return envelope should be sent for processing. To ensure proper
handling, attach a note to the first ballot sent for processing that advises election inspectors to
contact the Clerk if it does not contain a ballot and/or signed voter certificate.

What actions should be taken if a protected voter submits his or her voted ballot or FWAB by
email or fax?

Answer: An attempt must be made to contact the voter to advise that the ballot or FWAB must

be returned by postal mail with a signed voter certificate. A ballot or FWAB returned by email or
fax cannot be processed or counted. Such ballots must be marked “REJECTED” and secured in
the Clerk’s office.

What actions should be taken if a protected voter who was sent an EMP printed ballot returns the
regular absentee ballot without signing the outside of the envelope?

Answer: The election inspectors processing the absentee ballot should open the return
envelope and look for a signed voter certificate. If the voter certificate was returned and signed,
they should continue processing. If there is no voter certificate or the voter certificate is not
signed, the ballot should be rejected.

Are ballots that have been emailed or faxed to protected voters subject to standard ballot return
deadlines?

Answer: Yes. Ballots whether emailed, faxed, or postal mailed, must be returned to the Clerk’s
office by 8 p.m. on the date of the election. Ballots received after that deadline are void and
cannot be counted unless the Secretary of State has extended the return deadline for that voter
due to the ballot not being issued by the delivery requirement deadline when the protected voter
applied prior to the delivery requirement deadline.

Are Federal Write-In Absentee Ballots (FWABs) submitted by protected voters who receive an
emailed or faxed ballot treated any differently?

Answer: No. If a protected voter returns both a FWAB and an absent voter ballot sent to the
voter by email or fax by 8 p.m. on the day of the election, the absent voter ballot counts and the
FWAB does not count.

How do | proceed if the voter indicates that he or she wishes to receive a blank Federal Post
Card Application (FPCA) form by email or fax?

Answer: The FPCA form may be obtained at www.fvap.gov. Email the website link to the voter
or print the application from the website and fax it to the voter. Such requests must be honored
without delay. If you do not have the capability to email or fax, assistance must be received
through the County Clerk’s office.

What if the protected voter is uniformed but not military? For reporting purposes what selection
should be used?

Answer: For reporting purposes, use the Military designation in QVF. The Election Assistance
Commission (EAC) requests all uniformed voters and their spouses be counted together.


http://www.fvap.gov/

17. What if the protected voter is a uniformed voter’'s spouse? For reporting purposes what selection
should be used?

Answer: For reporting purposes, use the Military designation in QVF. The Election Assistance
Commission (EAC) requests all uniformed voters and their spouses be counted together.

18. Why is absentee information I've entered into QVF, QVF Lite, and EMP not showing up on the
MVIC website?

Answer: There may be a delay in relaying information entered due to server update schedules.
If your information has not appeared on the MVIC site within 24 hours, please contact the Help
Desk.

19. What if regular absentee ballots are not available 45 days prior to the election and the protected
voter has insisted they wish to receive a regular absentee ballot?

Answer: Federal law requires a ballot be sent at least 45 days prior to the election. In this
scenario, send the protected voter the EMP ballot by the 45" day prior to the election and follow
up with the regular absentee ballot as soon as they are available.

20. What if the military voter provided an address with the US and is not out of the country?

Answer: All active duty military and their spouses are protected voters. A US mailing address is
not indicative of the voter’s location.

Glossary

EMP (Elections Management Portal) — formerly called the state wide look up, the EMP is an internet
based program that allows all jurisdictions to generate ballots for emailing, faxing, or mailing to protected
voters. In addition, the EMP allows non-QVF/QVF Lite jurisdictions to track absentee ballot information.

FPCA (Federal Post Card Application) — a form provided by the federal government to protected voters
to use as both a voter registration application and an absent voter application.

FVAP (Federal Voting Assistance Program) — a government agency created by the Department of
Defense to assist protected voters. Their website is www.fvap.gov.

FWAB (Federal Write-In Absentee Ballot) — a ballot provided by FVAP for protected voters to use as a
fail-safe ballot in the event they do not receive their official ballot in time to vote and return before election
day.

Merchant Marine - is the fleet of U.S. civilian-owned merchant vessels, operated by either the
government or the private sector, that engage in commerce or transportation of goods and services in
and out of the navigable waters of the United States. The Merchant Marine is responsible for transporting
cargo and passengers during peace time. In time of war, the Merchant Marine is an auxiliary to the Navy,
and can be called upon to deliver troops and supplies for the military

MOVE (Military and Overseas Voter Empowerment) Act — a federal law designed to protect military
and overseas voters and expand upon UOCAVA. Full text of the law can be found at
http://www.fvap.gov/uploads/FVAP/Policies/moveact.pdf.

MVIC (Michigan Voter Information Center) — a website maintained by the Michigan Bureau of Elections
to provide military and overseas voters access to their clerk contact information, voter registration
information, sample ballot, and absent voter ballot activity. The website is www.mi.gov/vote.
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Protected Voter — a protected voter is defined as a member of a uniformed service on active duty or their
dependent, a member of the Merchant Marine or their dependent, or a civilian voter living overseas.

Uniformed Service - is defined in section 101 (a)(5) of title 10 United States Code. Uniformed service is
defined to include the (A) armed forces; (B) the commissioned corps of the National Oceanic and Atmospheric
Administration; and (C) the commissioned corps of the Public Health Service. The term “armed forces” means
the Army, Navy, Air Force, Marine Corps, and Coast Guard.

UOCAVA (Uniformed and Overseas Citizens Absentee Voting Act)- a federal law designed to protect
military and overseas voters. Full text of the law can be found at
http://www.fvap.gov/uploads/FVAP/Policies/uocavalaw.pdf.

QVF/QVF Lite (Qualified Voter File) — software for use by local Clerks to maintain the statewide voter
registration database and absent voter activity.


http://www.fvap.gov/uploads/FVAP/Policies/uocavalaw.pdf
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