




I. Canvass

II. One Percent Manual Recount Procedures

Precinct numbers consist of four digits, of which the first identifies one of five County
Supervisor districts. Because we select precincts in district order, we roll only three die
to complete the precinct number: the red die for the second digit, the white die for the
third, and the blue die for the fourth.

The presiding election official should announce the number of precincts in the jurisdiction and
the number of precincts that will be chosen for audit. To assure themselves of the legitimacy of
the selection materials, the observers will be allowed to inspect the dice, the cup, and the box,
and to compare the observers' copies of the spreadsheets to the official copies.

The election official (or an observer) will roll all the dice once to select each precinct to be
audited. If a precinct row number is chosen that doesn't exist, the dice will be rolled again. If a
die falls off the table or otherwise misses the box or designated location, the dice will be rolled
again. When a valid roll is made, the election official will read off the digits from the roll and
record and witness the precinct row number in the master spreadsheet. The election official
should then identify each precinct chosen on the contest spreadsheets to keep track of the
contests included in the Manual Recount.

After the initial one percent of precincts is chosen, additional precincts will be chosen so as to
include all contests in the election.

When finished with the random selection process, the presiding election official should publicly
announce the precinct row numbers, precinct numbers and whether or not the selection of that
precinct was off of the master spreadsheet or a contest spreadsheet.

B. Observers

The manual recount will be conducted in public view. All interested parties are welcome to
observe.

Observers must sign in at Reception. Each observer will receive a visitor's badge, to be worn by
the observer at all times while in the elections facility, and the observer group shall be
accompanied by at least one elections staff member. No observer shall interfere with the orderly
process of any phase of the canvass. Observers shall not touch ballots or interfere in any way
with the counting, but observers will be permitted to watch the process in a manner that allows
them to verify the count. Before and during the process, observers may quietly ask questions of
the attending supervisor or manager, but are prohibited from directly communicating with any
member of the recount board. Once the recount is started, no disruptive conversation or
comments are allowed in the observation area. Observers may submit questions or comments in
writing to the Elections Manager throughout the counting process.

C. Manual Recount Procedures

The members of the manual recount board are selected from elections office staff and poll
workers, but no poll worker may serve on the board if the pollworker served at a precinct that
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has been randomly selected for the recount. The board is kept "blind" to the preliminary results
obtained in the voting system count until the recount process is complete; to ensure accuracy, the
recount supervisor holds this information in private. The board supervisor rules on any changes
to be made to the preliminary system totals.

The recount board receives the list of randomly selected precincts, from which it prepares the
tally sheets. An Adjustment Log is used to document the any necessary changes in the system
count as a result of the manual recount.

The ballots for the selected precincts are located and removed from storage areas. The storage
seal is broken and the ballots are removed, and, if the full ballot consists of more than one ballot
card, the cards are separated. The board will count the number of ballot cards and the number of
votes. Any discrepancies from the system count will be investigated and reconciled and logged.

D. Preparation

1. Personnel
a. Each of the three recount areas (Precinct paper ballots, VBO/eSlate, Vote by Mail) is

assigned two permanent employees from the San Mateo County Elections Office. These
staff will be appointed as the Canvass Board by the Chief Elections Official, and are
responsible for decision-making and documentation.

b. Seasonal temporary workers (extra-help staff) or poll workers will be assigned to work in
one of the three areas. Hours of counting will be within their scheduled workdays.

c. Each tally board will have four members
(i.) One Reader who calls out the voter's choice in a given contest: "Yes", "Yes.",

"Yes" or "Lincoln", "Lincoln", "Lincoln"
(ii.) One Witness who watches that the reader states the voting choice as voted. The

Witness also collates the ballots into groups of 10.
(iii.) Two staff-members tally the votes being called out.

2. Facilities
a. Each of the three recount areas will have its own designated area. In the case of a small

election, the recount may be consolidated into one room, usually the L&A Room.
b. The areas will need to have enough room to accommodate two large tables for the

supervisors, and a table and four chairs for each of the tally teams.
c. Boxes of ballots, VBO's and mail trays will need to be staged on separate tables.
c. Elections Official will need access to precinct paper ballots, VBM ballots, and Envelopes

#1 and #2.
d. Provide a recount board schedule indicating actual counting hours, lunches and breaks.
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3. Reports and Supplies
a. Staff is to be provided with "1 % Manual Tally Procedures" and "VBO Ballot Removal

Procedures" documents.
b. Prepare and provide spreadsheets and reports to appropriate supervisors

(i.) Reports to be printed from the vote count software system ("Tally")
1. 1% Select Precinct Tum-out Report
2. 1% Select Precinct Report (with over & under votes)
3. 1% Select Precinct Write-in Report
4. Provisional CountINo Count by Ballot Code Report
5. 1% Select Precinct Vote by Mail Report (with over-votes and under-votes)
6. 1% Select Precinct Canvass Report
7. Others as necessary

(ii.) The Excel spreadsheet called the "1 % Manual Precinct Reports.xls" contains many
of the checklists and reports required.

1. Adjustment Log Template
2. VBO Summary Sheet: log containing the list of VBO serial numbers, internal

security seal numbers, security-tape-intact verification.
3. Precinct Selection List
4. Supply List
5. Polling Location List with precinct numbers and consolidations
6. Team assignments and schedule
7. Linear Reports: (list showing which precincts vote for which contests)
8. Precinct Summary Report listing precinct number, number of blue ballot

boxes (if applicable), VBO serial numbers, number of eSlate ballots cast,
number of paper ballots cast, number of vote by mail ballots cast, total
number of ballots cast, notation or reference to spreadsheet with eSlate, JBC,
MBB serial numbers.

(iii.) One Percent Random Precinct Selection Spreadsheets.
c. Supplies, additional to supply list above or in the Supply List

(i.) No ballot marking pens are to be in the immediate vicinity of the tally area
(ii.) Mail trays for tally teams with all supplies such as adjustment logs, tally sheets,

staplers, etc.
(iii.) At the discretion of the supervisors: mail trays and file folders for required

reports, observer guidelines, team lists, office cell phone, election code book.
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E. The Tally

1. Obtain ballots to be tallied
a. Precinct paper ballots from both polling place and provisional.
b. VBO tape: (paper-trail) of the eSlate
c. Vote by Mail ballots
d. Provisional ballots from eSlate on VBO: use Provisional CountlNo Count Report

2. Team procedures are listed below.
a. Obtain all ballots for that precinct.
b. Count quantity of voted ballots in that precinct
c. Within each contest, divide the ballots by candidate.
d. For each contest separate over-voted and under-voted ballots. Set aside. These will

not be a part of the tally but can be helpful during the tally process.

3. Begin the Tally. Tally all ballots for one candidate before moving to the next.
a. On the tally sheet write the names of the candidates in the order in which they

appear on the ballot.
b. The Reader calls out the name of the candidate to be tallied.
c. The Witness watches to make sure the Reader reads correctly and collates the

ballots in groups of 10.
d. The two remaining team members mark their own tally sheets each time the name is

called.

4. After every tenth tally mark, the two team members doing the tally will callout: "10",
"20", etc. Switch the direction of the hash mark at every line

a. If the team members are out of synch, go back to the last 10, not to the beginning.
Begin the Tally. Tally all ballots for one candidate before moving to the next.

b. Mark the last number tallied and line out the rest of the numbers on that line for that
candidate. 'X'-out the rest of the tally box. Write the total in the column to the
right - both in number and written form.

c. Completion of that Contest: call a supervisor to verify totals tallied against the
system results. Discrepancies shall be justified, resolved, and recorded on the
Recount Tally Summary Sheet. If no changes are made, record that as well. If
necessary the race is manually re-tallied.

5. Moving to the Next Contest.
a. When each contest is complete, draw a line through the next "candidate" row. That

will separate one contest from the next.
b. Sign and certify the bottom of each tally sheet.
c. You may use many tally sheets for one precinct, depending on the number of

contests and the number of candidates.
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d. Number your pages on the bottom right hand side. Do not commingle the two sets
of tally sheets

e. The tally board may not proceed with another precinct unless all required contests
have been tallied and all discrepancies are resolved.

6. Supervisor Duties
a. Review the certified tally sheets and placed them in a manila envelope. Once all

precincts have been recounted for that contest, discrepancies will be noted on the
Adjustment Log.

b. Use the Adjustment Log as needed (e.g., voter's intent clearly seen by tally board
but not by system). Any ballot resulting in an adjustment will be kept separate from
other ballots for that precinct. The log shall consist of:

i. The manual count process
ii. Results of each round of manual counting for each precinct in the sample
iii. How discrepancies were resolved, and
iv. Detailed account of any actions taken which are contrary to written protocols.
v. The log must be made available to the public.

c. Tape the Summary Sheet to the front of the envelope.

7. Resolving or Justifying Discrepancies:
a. Resources available to resolve discrepancies: Ballot Accountability Report, Polling

Place and Consolidation Lists, Contents of Envelope #2 - Spoiled and Surrendered
Ballots, Official Rosters, Access to Provisional Envelopes both Count and No Count,
Vote By Mail ballots.

i. Undervotes, overvotes, and cancelled DRE ballots must be tracked and reported
as part of the manual count process. (Spoiled ballots are not included here,
because they are not electronically tallied. However, since spoiled ballots are
re-created and then electronically tallied, the re-created ballots become part of
the manual count if they come from precincts in the manual count sample.

b. If a discrepancy is confirmed by the supervisor, an additional re-count is conducted.
ii. If the discrepancies between the final manual count and the electronic count

still emerge, election officials must take the following steps to resolve the
discrepancies:

1. The percentage of discrepancies found in the manual count sample for a
given race must be presumed to exist in the remaining ballots cast in the
race.

2. Supervisor shall calculate the discrepancy percentage for each race by
comparing the total number of discrepancies found in the manual count
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sample for the race to the total ballots cast for that race in the manual count
sample.

3. If the discrepancy percentage represents 10% (one-tenth) of the margin of
victory for that race, then additional precincts must be manually counted
for that race. Additional precincts must be counted in randomly sampled
blocks of 5% until the total number of discrepancies presumed to exist ­
re-calculated using the method above - is smaller than 10% of the overall
margin of victory in that race tallied electronically.

4. If any discrepancy is found between manually counted VVPAT records and
corresponding electronic vote counts that cannot be accounted for by some
obvious mechanical problem, then all relevant VVPAT records, memory
cards and devices, and DRE machines must be preserved and the Secretary
of State must be notified in order to allow for a technical investigation to
determine the cause of the problem.

5. For multi-winner elections, the margin of victory is the difference between
the candidate who had just enough votes to win a seat and the next candidate
below. For example, for a race with three open seats, the margin of victory
would be the difference between the third and fourth place candidates.

b. Prepare Discrepancy Reports

III. CERTIFICATION

The election is prepared to be certified upon completion of the following:
1. All rosters are reconciled on the Master Ballot Accountability Spreadsheet.
2. All votes are tallied in the Tally software system, including any manual adjustments as needed

based on the manual recount
3. Canvass Report is printed and proof-read
4. Statement of the Vote is printed and ready for certification by the Chief Elections Officer
5. Official certified results are adopted by the governing bodies of the election, such as the

County Board of Supervisors, City Councils, School Boards and other Special District
governing boards.

6. In statewide elections, certified results are reported to the Secretary of State.
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VBO Ballot Extraction Checklist

**IMPORTANT**
Please work on one VBO at a time!

1. Remove VBO from Red Supply Case (gray foam).

2. Inspect VBO for any tampering or damage.

3. Use scissors to remove seal from VBO.

4. Remove the back cover of the VBO by loosening the thumbscrews.
a. If the thumbscrews are tight, use a screwdriver to help loosen.

5. Remove voted "Black" paper spool from VBO. Use precinct sticker on face ofVBO to
seal & identify voted roll. Place in postal tray.

6. Cut the paper off at the white roll end.

7. Remove blank "White" paper roll from VBO. Use a rubber band to seal & place in the
Used Paper box.

8. Remove battery pack from VBO. Place in tray for future voltage testing.

9. Replace back cover on VBO. Hand-tighten thumbscrews.

10. Set aside until 1% Manual Recount is complete.
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