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Procedure for Use of Form
SBE-646.1, Authorization to Reproduce Ballots
§§24.2-612, 24.2-642 & 24.2-646.1 of the Code of Virginia




· [bookmark: _GoBack]When distributing election materials to the polling locations, ensure each precinct is provided a master copy of form ELECT-646.1, Authorization to Reproduce Ballots. Chief officers should be instructed on the purpose and use of this form. Instructions should include a recommendation that a copy be made of the master document at each use, reserving the original for additional copies as may be required.
· Chief officers should be reminded that at least one unused copy of each style of paper or optical scan ballot should be retained for the purpose of creating reproductions, if necessary.
· A separate form should be completed for each precinct and/or ballot style reproduced (split precincts should use a form for each ballot style and indicate ballot divisions at the bottom of the form).
· The Statement of Results shall be marked to indicate the receipt of new ballots.
· Any unmarked reproduced ballots should be returned in the same manner as other unmarked ballots.
· For the purposes of these procedures, “reproduce” means creation of additional ballots from an original by electronic, photographic or mechanical means that captures the entire ballot. This includes (but is not necessarily limited to): photocopying, scanning and printing, printing from a stored original certified copy of the ballot, or in certain circumstances (such as a wide-spread power loss), creating a hand-reproduced copy of the ballot.
· Electoral boards should consider delegating authority to their secretary to authorize reproduction of ballots on election day for inoperable or unavailable equipment. Otherwise, any such determination must be made by the entire electoral board in a public meeting.  If such delegation is made, these procedures shall be modified accordingly.

Ballots may be reproduced in polling places only if voting equipment becomes inoperable or unavailable according to § 24.2-646.1 of the Code of Virginia and Department of Elections policy 2008-004. In those circumstances, the following procedures shall be followed:
1. The chief officer of election shall contact the electoral board for authorization to reproduce ballots;
2. The electoral board shall indicate in the minutes of their meeting that they authorized the reproduction of ballots and the affected precinct;
3. The electoral board shall notify the Department of Elections of their decision to reproduce ballots including the number to be created and the affected precinct;
4. The chief officer should make a copy of the form “Authorization to Reproduce Ballots,” indicate the number of ballots to be reproduced, and sign on the first signature line;
5. The chief officer should personally reproduce the ballots or instruct an officer of election to do so, remaining continuously in the room where the ballots are being reproduced.  All damaged or imperfect copies must be destroyed;
6. The officer of election should deliver the authorized number of reproduced ballots to the chief officer and should sign on the second signature line on the form;
7. The chief officer should confirm the number of ballots received and, after examining the ballots for completeness and correctness, should sign on the third signature line on the form;
8. After the close of polls, the completed form must be returned in Envelope 8 to the clerk of the court or general registrar in accordance with §24.2-668; and
9. During the conduct of the official canvass of the election, the secretary of the electoral board shall affix his signature on the fourth signature line of the form and the completed document shall be retained as part of the records of the electoral board.











			
Election Date				Precinct Name and Number

Ballot Style (Select One):
 Full			 Full Without Town	
 Federal Only 	 Presidential Only 

	1.
	I, the undersigned chief officer of election, do solemnly swear under penalty of perjury that I was requested and received authorization by the electoral board to reproduce _________ copies of the official ballot for the aforementioned election.

___________________________________
SIGNATURE OF CHIEF OFFICER OF ELECTION

	2.
	I, the undersigned officer of election, do solemnly swear under penalty of perjury, that I reproduced only the number of ballots authorized by the electoral board, that I was continuously present in the room in which the ballots were reproduced, and that I destroyed all damaged or imperfect copies. I further certify that as soon as the ballots were reproduced, I kept them in my exclusive possession, allowed no one to examine them, and delivered them to the chief officer of election or to an authorized courier.

___________________________________
SIGNATURE OF OFFICER OF ELECTION

	3.
	I, the chief officer of election, do solemnly swear under penalty of perjury, that I received and examined the reproduced ballots from the officer of election/authorized courier.

___________________________________
SIGNATURE OF CHIEF OFFICER OF ELECTION

	4.
	I, the undersigned secretary of the electoral board, do solemnly swear under penalty of perjury that I instructed the chief officer of election to reproduce ________ copies of the official ballots for this precinct for the election listed above.

___________________________________
SIGNATURE OF SECRETARY OF THE ELECTORAL BOARD















AFTER THE POLLS CLOSE, THIS ORIGINAL STATEMENT MUST BE DELIVERED TO THE CLERK'S OFFICE TO BE SEALED AND RETAINED WITH THE ELECTION MATERIALS (ENVELOPE 8).
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