Dear Voter,

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 and voter signature certificate. Please open the attachment, mark your choices on the ballot and print all pages of the attachment. (If you are unable to open the attachment or the ovals do not display, download Adobe Reader.

Free downloads are available:
PC: http://get.adobe.com/reader/
iPhone or iPad: https://itunes.apple.com/us/app/adobe-acrobat-reader-view/id469337564?mt=8
Mac: https://helpx.adobe.com/acrobat/kb/install-reader-dc-mac-os.html

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:

City Clerk City of Sample 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. It 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.gov/vote and enter your personal information into the “Are you Registered?” screen. Detailed information regarding when your ballot was sent and received will be displayed on the following screen. Please contact me if I may be of further assistance.

Sincerely, City Clerk
City of  Sample Phone: 555-555-5555
