Guide to Using the Incoming Voting List (IVL) to Check-in Voters

Prepared by the Office of the Secretary of State – October, 2016

	IVL Column Heading or Issue
	Explanation
	Election Clerk Action

	
Barcode field
	
This is the voter’s record number in barcode form.
	
Do not write in or over barcode.  The barcode will be used to scan voter participation history after the election.

	
Box to left of voter’s name:

1. Is blank.

2. Has “AV” machine printed or hand-written.
3. Has “SAV” machine printed.
	
This box is for indicating who voted at the election.
1. This voter is voting at the polls.

2. This voter has returned an absentee ballot.

3. This indicates that a state-issued absentee  ballot has been returned by a UOCAVA voter.
	1. In RED, make check/line in box to show voter voted. 

2. If the warden processes absentee ballots at polls, make a check/line in box to show the absentee ballot was cast.

3. A voter marked with an “AV” or “SAV” may not receive a ballot at the polls, even if absentee ballots have not yet been processed.

	
Name/Year of Birth/Residence Address fields:

1. Name not on list.

2. Asterisk in front of name.

3. “YOB” column.

4. Name not on list; has Certificate of Registration.

5. Address has changed.


6. “Address is Confidential” printed in address field.

7. ACP # in name field.
	This is the information that was current 
at the time the IVL was printed.

1. Needs Certificate of Registration (COR) and voter registration application.

2. The voter is Inactive (asterisk serves as a flag).

3. Year of birth is now included on IVL.

4. Voter has seen Registrar/Deputy.


5. Needs Certificate of Registration (COR).


6. PROTECTED VOTER!  Do NOT ask for address.

7. PROTECTED VOTER!  Do NOT ask for name or address.
	Note corrections on IVL in RED; ALSO have the voter complete a new voter card with the changes.

1. Send voter to Registrar/Deputy to register to vote and get a COR to add voter to the list.

2. Change the voter to Active status in CVR and card file.

3. Use to determine voter identity when 2 voters have the same name.

4. Write voter’s information from the certificate on a blank page at end of each letter; make a check/line to show voter voted.

5. Send voter to Registrar/Deputy to update address and get COR.  Write changes on IVL.

6. DON’T WRITE address on list; make check/line to show voter voted.

7. DON’T WRITE name or address on list; make check/line to show voter voted.

	“P” (Party Enrollment field) 
Options are:

     D – Democrat

     G – Green Independent
     L –  Libertarian
     R – Republican

     U – Unenrolled


	A voter’s enrollment does not apply to the General/Referendum Election.

	For the General/Referendum Election, election clerks should not state the voter’s enrollment.


	IVL Column Heading or Issue
	Explanation
	Election Clerk Action

	Electoral District fields


	Headings are:

     W/P – Ward/Precinct

     CG  – Congressional

     SS  – State Senate

     SR  – State Representative

     CC  – County Commissioner


	If you have split districts, voting list clerk tells district to clerk handing out ballots.  
New law:  To ensure that the correct ballots are issued to the voter, the clerk handing out the ballots must repeat the districts to the voter.  



	“DES” (special designators) field has O or S, and/or T in it.
	UOCAVA designators are:

     O – Overseas Voter or
     S  – Uniformed Service Voter

Other:

     T – Township Voter 


	If Township voter, make sure to issue the correct ballot or ballots to the voter for the Township in which the voter lives.  Township voters are not eligible to receive ballots for municipal elections.

	CH (Challenged Voter field) has “Y” in it.
	This occurs if Registrar designated voter to be challenged prior to Election Day.
	Ask voter to show proof of ID/residency or vote a challenged ballot; call warden to handle challenge.  Write “CH” and make check/line to show voter voted a challenged ballot.



	ID (Needs to Show ID field) has “Y” in it.
	This occurs if entered new voter as type of registration “without verification” or didn’t enter proof of ID/residency when provided.


	Suggestion:  Highlight all “Y”s on the list to help the Election Clerks remember to ask for ID.
Voter needs to show proof of ID to you.  Write “Saw ID” on list and note type of ID.

	ALL VOTERS when ok to vote.
	New law:  Repeat name, party enrollment (Primary Election only) and districts (if applicable) back to voter and clerk handing out the ballots in loud & clear voice.  Clerk handing out the ballots repeats the party enrollment (Primary Election only) and districts (if applicable) to the voter.

	In RED, make check/line in box to show voter voted. 
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Inactive status; year of birth; UOCAVA status; flagged to show Proof of ID

SAV = Returned state-issued UOCAVA absentee ballot
AV = Returned absentee ballot by non-UOCAVA voter
Municipalities with one Ward (Voting Place) but split district:




















































