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	Military and Overseas Absentee Ballot Voting Instructions




 WARNING: This official ballot is for the use of the named addressee only.  Virginia law strictly prohibits duplicating official ballots.  Va. Code §24.2-1008.  Violators are subject to prosecution for a Class 5 felony punishable by up to ten years in prison and a fine up to $2,500.   

Follow instructions carefully to make sure your vote counts!

We’ve designed this program to make it easy for you to successfully cast a ballot in the November _, 20__ General and Special Elections for [Locality Name].  However, before you cast your ballot, please read through these instructions carefully and completely. If you have any questions, just send an e-mail back to the following address:  [LOCALITY EMAIL ADDRESS].
Once you are finished voting, the package you return will consist of: your voted ballot which will be inside of a  Envelope B that has the “Statement of Absentee Voter” completed, signed and dated by you and a witness. This  Envelope B will then be placed inside of a mailing envelope (which you supply) for return to:  Absentee Voting Officer, [LOCALITY ADDRESS].  Do not place anything other than your voted ballot in the Envelope B.   You can check the status of your absentee ballot through the Department of Elections website:  https://voterinfo.sbe.virginia.gov/PublicSite/Public/FT2/PublicLookup.aspx?Link=Registration&Req=AB

Step-by-Step Instructions for Voting Absentee
Open and print the following documents: 
· BallotWithin.pdf  (contains your ballot), 
· VotingInstructions.pdf (this document),
· ABEnvelope.pdf (contains your Envelope B template), and 
· A return envelope template is also included.   (Certain restrictions apply. See Step 10)
Once you’ve read through all the instructions and are ready to vote, you will need to find a witness. Any adult 18 or older is permitted to act as your witness.
In the presence of your witness (but not in a way that the witness can see your vote), mark your ballot. Carefully follow the instructions on the ballot to make sure that your vote will count.
Once you’ve finished voting, fold your ballot in thirds so that it will fit in a standard size envelope.
Your must seal your voted ballot inside of   Envelope B with the “Statement of Absentee Voter” on the flap side.   Using the template provided, you may either:  (1) cut out the “Statement of Absentee Voter” and glue or tape it to the flap side of your own envelope; or (2) create your own wrap-around envelope with the “Statement of Absentee Voter.”   Please follow the steps below for the option you choose:
Option 1:  If you have an envelope and want to create your own Envelope B  Envelope with the Statement on the flap side:
· Take the envelope template and carefully cut out the “Statement of Absentee Voter” along the solid line.
· Place your voted ballot inside of the  Envelope B and seal the envelope.
· Affix the “Statement of Absentee Voter” to the  Envelope B using tape, glue or staples. If you use staples, try not to staple through your ballot as this may make it difficult to count.

Option 2:  If you want to use the  Envelope B template that we’ve provided to create a wrap-around envelope:
· Take the  Envelope B template and place it face down.
· Align the folded and marked ballot so that it is centered on the  Envelope B template.
· Now you need to fold the template so that it forms a package around the voted ballot. Fold down the long side of the  Envelope B template along the dashed line marked Fold Line 1. 
· Continue folding around the  Envelope B template along the dashed lines marked Fold Line 2-4. You should now have a neat package, with the voted ballot inside that will fit inside of a standard envelope. 
· Seal the flaps on the folded  Envelope B using tape or glue (be careful that you don’t glue the  Envelope B to the ballot!). Your voted ballot should be sealed inside the  Envelope B with the “Statement of Absentee Voter” to protect your privacy and ballot. 

In the presence of your witness, complete, sign and date the “Statement of Absentee Voter.” PLEASE PRINT YOUR FULL NAME after the word “I.” 
Have your witness sign the “Statement of Absentee Voter.”
Place the  Envelope B with the completed, dated, and signed (by both you and your witness) “Statement of Absentee Voter” inside of a mailing envelope. If necessary, you may fold the  Envelope B to fit inside of your mailing envelope.
Seal and address the mailing envelope using the address provided. PLEASE be sure to write your name and return address in the upper left hand corner of the envelope so that we can identify your ballot as belonging to you. Address your mailing envelope to:   Absentee Voting Officer, [LOCALITY ADDRESS]
Return your ballot using USPS mail or a commercial delivery service (such as UPS or Federal Express). You may, but are not required, to use the attached template to create an envelope that can be mailed free of postage only when deposited at a U.S. Post Office, an overseas U.S. military Post Office, or an American Embassy or American Consulate using either the U.S. Postal Service or FPO/APO mail system. Otherwise, you will have to pay the proper amount of postage.  If used, the return envelope template must be printed directly onto your mailing envelope. Do not staple, tape or glue the template onto your mailing envelope. Please verify with your mailing facility acceptance of the prepayment marking (or postage if required) on your return envelope to avoid delays that could prevent timely receipt of your voted ballot.  

Important:
Virginia law requires that: 
[bookmark: _GoBack]you fill out the “Statement of Absentee Voter,” sign and date it, and have your signature witnessed. If you have not filled out the “Statement of Absentee Voter” completely, or if you have forgotten to sign or date it, or you have no witness, your vote will not count.
the “Statement of Absentee Voter” must be on, or attached to, the  Envelope B. If the “Statement of Absentee Voter” is not on or attached in some way to the  Envelope B, your vote will not count.

Your voted ballot must be received by 7:00 p.m. Eastern Time on Tuesday, November _, 20___.  
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