
ABSENT VOTER COUNTING BOARDS
BUREAU OF ELECTIONS



“solely to process 
absent voter ballots 
on election day.”

WHAT IS AN AVCB?



Volume

• More voters are casting AV ballots!

Time

• Processing any time on election day, starting at 7am
• Ballots can be duplicated as needed and tabulated throughout election day

Efficiency
() Process multiple precincts’ AV ballots in a central location

WHY USE AN AVCB?



ESTABLISHING AN AVCB

Local Election       
Commission

• Authorizes use 
of AVCB

• Appoints 
workers

• Establishes start 
time

Local Clerk

• Provides 
equipment and 
supplies

Election Worker

• Same rules as 
precinct 
inspector

• Minimum 3
• Chair 



MATERIALS FOR AVCB

SPACE

•Must be sequestered (no cell 
phones)

•Room for processing ballots
•Room for tabulator(s)
•Facilities for restrooms



MATERIALS FOR AVCB

Supplies
• AV ballot envelopes and applications
• AV Pollbook
• Extra secrecy sleeves
• Blank ballots for duplication
• Tabulator(s)
• List of AV Voters from QVF (or EPB)
• High speed letter opener is encouraged
• Other office supplies (pens, tape, paper)
• PPE including gloves and sanitizing wipes



Just like precinct
• Oath of office
• Open tabulator
• Sign poll book

OPENING AVCB



CHALLENGERS IN AVCB

All challengers must take an oath, and they are sequestered in the 
absent voter counting board until polls are closed.

• Observe the process
• Challenge a ballot or the 

actions of the inspectors
May

• Be a candidate
• Campaign
• Touch any material

May not



FIRST STEP

The first step before processing ballots is to physically 
count the number of ballots delivered for processing 
and make sure this matches the clerk’s count!



PROCESSING BALLOTS

Check 
• Check for signature and clerk approval
• If no approval or no signature, contact clerk

Open

• Open ballot envelope and compare ballot number on 
stub (while still in secrecy sleeve) with number 
recorded on the ballot (usually in the address label)

Remove

• Remove secrecy sleeve from envelope
• Keep ballot in secrecy sleeve- remove stub
• Hold a few ballots back for late ballot processing

Maintain Ballot Secrecy



RECORDING BALLOTS USING PAPER



AV BALLOT ENVELOPE

Record comments in 
the pollbook if the voter 
received assistance



OPENING AV BALLOT ENVELOPE

Compare ballot 
number on 
voter address 
label or 
application with 
the ballot 
number stub 
while keeping 
the ballot in the 
secrecy sleeve.



TROUBLESHOOTING

What do I do if the voter is 
not on the QVF AV list?

Check to ensure it is the correct 
precinct.

Get the ballot to the correct precinct.

If still unable to determine contact 
clerk.



OPEN BALLOT ENVELOPE
TROUBLESHOOTING

Stub missing

• Prepare the 
ballot as a 
challenged ballot

Stub does not 
match

• Research! It’s 
possible two 
ballots were 
placed in wrong 
envelopes. Make 
remarks in poll 
book and 
process normally

• If no reason, 
prepare as 
challenged ballot

Stub detached

• Continue 
processing if the 
numbers match

• Prepare as 
challenged



OPENING BALLOT ENVELOPE
TROUBLESHOOTING

No Ballot

• Note the 
missing 
ballot on the 
remarks 
page (do not 
use voter’s 
name)

• Include in 
ballot 
summary-
Item E

Two Ballots

• Determine 
cause

• Document 
occurrence in 
pollbook

• If two 
signatures, 
verify both

• Contact clerk 
to accept or 
reject 

Damaged 
Ballot

• Must be 
duplicated 
before 
tabulating.

No Secrecy 
Sleeve

• Place ballot 
in extra 
secrecy 
sleeve, as to 
not expose 
voted ballot



PROCESSING BALLOTS

Remove 

• Remove ballot from secrecy sleeve
(after all secrecy sleeves are removed from 
envelopes and stubs removed)

Flatten
• Flatten the ballots for tabulation and bundle 

if necessary

Tabulate
• Process ballots through tabulator following 

vendor instructions



Write the ballot 
number in pencil in 

the upper left corner 
of the ballot.

Conceal this 
number and 

tabulate.

Record in the 
remarks section.

PROCESSING CHALLENGED BALLOTS



REJECTED BALLOTS

INSPECT 

• Determine the cause for the 
rejection (two inspectors)

RE-RUN

• Overvotes and blank ballots can 
be re-run through the tabulator

DUPLICATE

• Ambiguous marks or invalid write 
ins may require duplication



DUPLICATING BALLOTS

Trained team of two

Use Validity Standards

All printed electronic 
FWAB, MOVE and 
Accessible ballots

Valid Markings

Must include a signed 
signature certificate to 
be valid- if none ballot is 
rejected.

Can duplicate at any 
time during the 
processing



CLOSE POLLS

Contact local clerk for last ballots! 
Process any remaining or AV ballots issued on 
election day

Compare Totals
• Tabulator totals tape must match Voter List 

total (reprint final QVF AV list or EPB)
• If running multiple precincts, each must balance

Complete Poll Book
• Ballot summary
• Statement of votes



CLOSE POLLS

Verify balance 
between 

tabulator and 
AV list

Run 
tabulator 

tape

Reprint QVF AV 
list 

Contact clerk to verify there are no remaining AV ballots to 
process after 8pm

Public counter on tabulator and number of voters must match. If 
the totals do not match, a valid reason must be documented on the 
remarks page.



BALLOT SUMMARY EXAMPLES



CLOSING POLLS
TROUBLESHOOTING

Tabulator value is 
greater than voter list

• Compare number of 
applications or 
ballot envelopes to 
voter list to ensure 
every voter was 
listed (or checked)

• Physical count of 
ballots may be 
necessary

Tabulator value is 
lower than voter List

• Check envelopes to 
make sure all ballots 
tabulated

• Verify all rejected 
ballots were 
recorded properly

• Verify all duplicated 
ballots were 
processed

Contact clerk

• If issue is not 
resolved…note all 
steps taken in poll 
book remarks



CLOSING POLLS - REMINDERS

If sealing multiple 
precincts in same 
ballot container –

SEPARATE BY 
PRECINCT

All materials are 
delivered to the 

Receiving Board by 
two workers 
(Rep/Dem)

All workers present 
at close of the 

AVCB must sign 
tabulator tape and 

certificate of 
election inspectors



HELPFUL HINTS

• Have a plan before election day: Lay out the room to 
efficiently process ballots. 

• Allow social distancing- this may mean you have many 
smaller teams instead a few large teams.

• It is helpful to have specially trained teams designated 
for each part of the process- one team to verify, one 
team trained in duplication, one team tabulating 
ballots, etc.

• Be prepared that ballots will continue to be turned in 
up to and possibly after 8pm on election day. Workers 
should be ready to process one last batch after 8pm!
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