2016
MUNICIPAL aAND SCHOOL
ELECTION WORKSHOP

Sponsored by
Secretary of State Shantel Krebs
' South Dakota Municipal League
‘ Associated School Boards of South Dakota
[ ]

CONTACT INFORMATION-
SD SECRETARY OF STATE ELECTIONS TEAM

o Kea Warne, Deputy Secretary of State- Election Services
o Kea.Warne@state.sd.us
* 605-773-5003
o Christine Lehrkamp, State Election Coordinator
o Christine.Lehrkamp@state.sd.us
¢ 605-773-5006
o Rachel Schmidt, Election Coordinator

e Rachel.Schmidt@state.sd.us
» 605-773-5007



mailto:Kea.Warne@state.sd.us
mailto:Christine.Lehrkamp@state.sd.us
mailto:Rachel.Schmidt@state.sd.us

Contact Information

o SD Municipal League
» Lori Martinec
omartinec@sdmunicipalleague.org
0605-224-8654
o Associated School Boards of South Dakota
* Matt Flett
omflett@asbsd.org
0605-773-2500

AGENDA

2016 Law and Rule changes
Election Types and Dates
Public Notices
Voter Registration and Residency
Candidate Eligibility Requirements
Petitions
No Candidates, Vacancies
Ballot Preparation
Election Worker Training
Absentee Voting
Precincts and Election Boards

» Precinct Manual and Polling Place Voter Key
Counting, Canvassing and Recounting
Recalls
Special Elections
Financial Interest Statements
Campaign Finance
Automatic Tabulating Systems
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RULES AND LAWS THAT WENT
INTO EFFECT JULY 1, 2016

o Make sure you have the updated version of these forms:
» Notices

5:02:04:04. Notice of deadline for voter registration.

5:02:04:06. Notice of vacancy for municipal election.

5:02:04:08. Notice of municipal election.

5:02:04:09. Notice of special election.

5:02:04:11. Notice of special recall election and of filing of nominating petitions for
special recall election.

o 5:02:04:14. Notice of vacancy on school board.
o 5:02:04:15. Notice of school board election.
o (NEW) 05:02:04:23 Notice of vacancy for newly incorporated municipal election.
+ Instructions
o 5:02:06:01.02. Optical scan ballot instructions.
- Ballot
o 5:02:06:12. Municipal election.
« All jurisdictions need to make sure they have the most current Instructions
to Voters on their large posters and posters within thelr votmg booths:
S allots. (last updated

0o 0 o0o0oO0

o 5:02:05:02.01. Instructions to the voters using optical scan ballots. (updated August
2015; updated again July 1, 2016)
» Petition (we have posted a word doc version of this on the petition section of
our web) '
o (NEW) 05:02:08:46 form of a petition for a school board to implement a school
sentinel program.

ELECTION TYPES AND DATES

Municipalities have three options: set
your date by January 14 if choosing a date other than
second Tuesday in April (SDCIL 9-13-1).

1. Second Tuesday in April (SDCL 9-13-1).

2. First Tuesday after the first Monday in June
(SDCL 9-13-40).

Combine with the school on the second Tuesday in April,
first Tuesday after the first Monday in June (Primary date
in 2016) or the third Tuesday in June (SDCIL 9-13-1.1).

If the school election is combined with a municipal
election on a date other than the second Tuesday in
April, all dates follow SDCL 13-7, except if combining
with a Primary election you would also follow Title
12.
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Schools have many options: school board sets election
date no later than first regular meeting in January ( ).
Dates listed below are the most common.

Anytime from the second Tuesday in April through the third
Tuesday in June ( ).

Combine with municipality on the second Tuesday in April, first
Tuesday after the first Monday in June (Primary date in 2018), or on
the third Tuesday in June ( ).

On even numbered years, you may combine with the Primary
Election on the first Tuesday after the first Monday in June (

). Follow Title 12 for election dates. This won’t apply to
elections in 2017 because there are no Primary or General elections.

COMBINING ELECTIONS
Any election may be combined if deadlines permit (SDCL 12-2-6)

Have a written agreement with contingencies if one jurisdiction
doesn’t have an election, who will handle absentee voting, will you
combine notices, do both jurisdictions print in the same paper etc.

Pay attention to the deadlines with the Primary and General
Elections (won’t apply in 2017).

BENEFITS OF COMBINING ELECTIONS

Popular option

Increase voter turnout

Fewer trips to the polls
Shared election board workers

Time and money saver
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REPEALED IN 2016 LEGISLATIVE SESSION

PUBLIC NOTICES

Refer to the Election Calendar for
Notices and the deadlines.

Other items to note:

O All public notices required by law by jurisdiction, shall
include an inscription listing the approximate cost of the
newspaper publication.

O This inscription shall be printed in the same type size as
the body of the notice and located at the top or bottom of
the public notice (SDCL 17-2-28).




PUBLIC NOTICES

o Notice of Vacancy (two notices to publish)
* School Board (ARSD 5:02:04:14)
o Municipalities (ARSD 5:02:04:06)

o Notices of Deadline for Voter Registration (two notices to
publish)

» ARSD 5:02:04:04

o Notices of Election
» School Board (ARSD 5:02:04:15)
e Municipalities (ARSD 5:02:04:08)

o Publish facsimile ballot in the calendar week prior to the election
(SDCL 12-16-16).

PUBLIC NOTICES

WHAT IF I MISSED A NOTICE?

o Do not panic!

o Be sure to inform your attorney and follow his/her
advice.

o Have the paper publish the missed notice if there is still
time before the deadline.

o Post the notice in areas within your jurisdiction.
o Mail notice to all residents or registered voters.

o The election may be challenged due to the missed or
incorrect notices.

Questions? O




WHO CAN VOTE?

Voter registration and residency

VOTER REGISTRATION LOCATIONS

County auditor's office

City finance office — you are an official voter registration
location (your duty to insure the form is complete, SDCIL 12-4-7.2)

Driver's license station
Public assistance agencies providing food stamps, TANF or WIC

Department of Human Services offices which provide assistance to
the disabled

Military recruitment offices

Secretary of State’s Office




VOTER REGISTRATION PROCESS

o Ways for someone to register to vote:
¢ Drivers Licensing application
o There is a section to register to vote.

o This voter registration information is sent electronically to
the County Auditor with the exception noted below:

If a Driver’s Licensing exam station only has the ability
to take paper applications then the voter registration
process takes a little longer because the paper
application has to be sent to Pierre to be hand entered.

* Voter Registration Application (paper)
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The voter’s registration date is the date the County Auditor
receives the application, not the date the voter signs the
card.

:if a voter comes in to register to
vote on the deadline day for voter registration, you may
want to suggest they take their application directly to
the County Auditor. Since your office isn’t an official
registration site you aren’t required to deliver that
application by 5:00 pm on the deadline day in order for
that voter to vote at the upcoming election

. if a voter comes in to register on the
deadline day you are able to mail or deliver the
application after the deadline has passed and the voter
would still be registered in time to vote in the upcoming
election ( )

If a Voter’s information is incomplete the County Auditor
will send them an Incomplete notice.

The voter registration information is entered, by the
County Auditor, into Total Vote which is the
statewide voter file system.
The voter file goes through nightly checks:
— felony check, mental competency
— death records
— valid social
security number and check for US Citizenship
—valid drivers license
If a voter is flagged regarding any of these checks the
county auditor is notified and will review and proceed
according to state law.
The voter file, every odd year, goes through a
process that cleans up the voter file.

This is done by the County Auditors.



. ENTRY OF APPLICANTS ON REGISTRATION LISTS

The county auditor shall enter in the master registration file the names of
all eligible persons who have had their completed applications for
registration and mail registration cards received by any county auditor or
any local, state, or federal agency responsible for conducting voter
registration under this chapter not later than 5:00 p.m. fifteen days
preceding the election. However, any completed mail registration card
mailed to the appropriate county auditor and postmarked not less than thirty
days preceding an election shall be added to the registration file. Voter
registrations completed at any local, state, or federal agency during
any given week commencing on Tuesday through the following
Monday shall be sent to the appropriate county auditors no later than
the following Wednesday. The State Board of Elections may promulgate
rules, pursuant to chapter 1-26, for the alternative transmission of voter
registration information by computer from the agency to the secretary of
state. The name of any voter who has registered to vote by 5:00 p.m. fifteen
days preceding the secondary election shall be added to the file used for the
secondary election.

any voter who has voted or updated his/her voter
registration information in the last four years.

Any voter who has not voted or updated his/her
voter registration information in the last four years.

Active and Inactive voters may sign petitions.

Inactive voters may vote but are required to fill out a new voter
registration form prior to voting.

When Auditor’s calculate the number of signatures required
for a petition, they only calculate that against active voters.

When the Auditor calculates voter turnout for the election, they
only calculate that against active voters.

Registered voters referred to in other statutes. If a
statute refers to registered voters, it does not include those in the
inactive registration file unless specifically included. However, any
voter in the inactive registration file may sign a petition.



MUNICIPAL REQUIREMENTS

Registration and residence required to vote in a municipal election

(

).
No person may vote at any municipal election unless the person is
registered to vote pursuant to and resides in the

municipality at the time of the election.

A person resides in the municipality if the person actually lives in the
municipality for at least thirty days each year, is a full-time
postsecondary education student who resided in the municipality
immediately prior to leaving for postsecondary education, or is on
active duty as a member of the armed forces whose home of record is
within the municipality.

The residency requirement only applies to city and school elections.

SCHOOL REQUIREMENTS

Registration and residence required to vote in school
election. ( )

No person may vote at any school election unless the person
is registered to vote pursuant to and resides in
the school district at the time of the election.

A person resides in the school district if the person actually
lives in the school district for at least thirty days each year,
is a full-time postsecondary education student who resided in
the school district immediately prior to leaving for the
postsecondary education, or is on active duty as a member of
the armed forces whose home of record is within the school
district.

The residency requirement only applies to city and school

elections.
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VOTER REGISTRATION AND RESIDENCY
IMPORTANT REMINDERS

o Voter registration deadline is 5:00 p.m. fifteen days
preceding an election (SDCIL 12-4-5).

o It shall be the duty of the official in charge of local
elections to notify the county auditor at least thirty days
preceding their local elections, of precinct boundary
changes if any have been made (SDCL 12-14-1.1).

o When the boundaries of any election precinct shall be
changed, the county auditor shall immediately change the
registration list (SDCL 12-4-11).

Questions?

CANDIDATE ELIGIBILITY
REQUIREMENTS

12



MUNICIPALITIES

Must have resided in the municipality for three months
immediately prior to the election

( )-
May not be a defaulter to the municipality ( ).

See SDML Handbook for Municipal Officials for
definition and supporting Attorney General Opinions.

Must reside in the Ward they are seeking election to.
Must file a nominating petition or a vacancy is created

( ).

SCHOOLS

Cannot be a teacher in the district they are seeking election to
( )-

If representation areas exist, a school board member
candidate must reside within the school board member

representation area ( ).

Must be a resident voter of the school district they are
seeking nomination to ( ).

Candidates should review and determine if any

other duties or offices they hold would be incompatible with a
school board membership.

13



PETITIONS

Prescribed by the State Board of Elections and found in ARSD
5:02:08.
Petitions forms have been updated in 2015 and 2016:

O Nominating petition for a school board member (ARSD
5:02:08:11).

O Nominating petition for a municipal election
(ARSD 5:02:08:13).

O The person in charge of the election has to be available
until 5:00 pm on the petition filing deadline day to accept
petitions (this could fall on a Friday)

‘CAN DIDATES plan ahead on who will notarize your declaration of
candidacy. Snow birds have limited options on who is able to notarize
their petition when they are in another state. SDCI1, 18-3-1 and 13-8-15
outline who is authorized.

O CANDIDATES cannot fill out and sign the Declaration of Candidacy prior
to the first day of circulation
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L2011, Nominating pecition for school board member, [he nomimating petimon for
school bowd member mesd 3¢ the following fome

NOMINATING PETITION FOR SCHOOTL. BOARD MEMBER
SCHOOL DISTRICT #

INSTRUCTIONS TO CANDIDATE: The heoding of this petitson snd the declarate of candidacy
wwed b Tully sompleted before the petitinn is cireulatel fir s prature.

WE, THE UNDERSIGNED gealified vten of schoot
deanct number . state of South Dakota, nominate
whose mailing address is . South Dakota, 2
and whose residomcs address s South Pakess, for 2
~vear et (in _represeritaion wrea, i spplicahle) om e schonl board
at the schoul board eloction 1o Be beld om the day of » 220

DECLARATION OF CANDIDATE

L . (pring mame here exatly = you wall & oo the claction
Ballot) under oath, declare that | ressde in schood district mumber |, South
Dwbota; that 1 am a registeeed voter of the district and tan | am cligible 1o seck the office fn
which Tam a candhdale IFnominated and lected. 1 will quakify and serve in that office

(Rigeed)

Swom to before me this dav of m
(Seal)

Signature of (fficer Administering Owth
My commmson espires

Tk of Officer Admmmatering Oathy

(Insert bore the nstractions 30 sigsers aad verilation by the croulnior portias of the petrion
form peescribed in § $020800.08 )

PETITIONS

SIGNATURE REQUIREMENTS
INACTIVE AND ACTIVE VOTERS MAY SIGN PETITIONS (SDCIL, 12-4-36).

o 15t and 219 class municipalities (5D C1 9-13-9):
» 15 registered voters per 1,000 population (based off of most
recent census).

o Ward: 5% of registered voters based off of the total number of
registered voters voting in the ward at the last general election
(get this number from the County Auditor; calculated from
active voters, SDCL 12-4-31),

» No petition needs to be signed by more than 50 voters.

» Voter can only sign as many petitions as there are positions.
o 3rd class municipalities (SDCL 9-13-9):

» 10 registered voters for citywide and 5 for a ward.

» Voter can sign more than one petition.
o School (SDCL 13-7-6):

» 20 registered voters.

15



FILING PROCEDURE

Date stamp and time stamp received petitions.
Verify signatures pursuant to and

Check voter registration status of signers for school

board member petitions.
Cities are not required to check voter registration
status.
NOTE: The SD Secretary of State’s office does not check
voter registration status of signers unless required by
law. Law requires this be done in random sampling of
Statewide Ballot Questions and Statewide Candidate
races. Status is not checked for Legislative races.

File completed petitions.

Date and time stamp each filed petition.

(GUIDELINES FOR ACCEPTANCE

Follow
Make sure the petition is in the form required by this chapter;

The petition contains the minimum number of valid signatures,
counted according to . One or more invalid
signatures on a petition section do not disallow other valid
signatures on the section;

Each section of the petition contains an identical heading and is
verified by the circulator. The circulator may add the addresses
of the petitioners and the dates of signing before completing the
verification. The circulator may also add the printed name of the
signer and the county of voter registration. Residence addresses
may be abbreviated. The verification was completed and signed
before an officer authorized to administer oaths;



Guidelines for Acceptance

The declaration of candidacy contains the original signature of the
candidate. Additional sections may have an original or photocopied
signature of the candidate;

If a petition is for a ballot question to be voted on statewide, the
signatures were obtained after a copy of the text of the petition was
filed with the secretary of state;

The governing board or person authorized by statute to accept the
petition shall, if requested, allow a petition circulator the
opportunity to add missing information on the signature lines or
circulator’s verification on his or her petition provided the filing
deadline has not passed; and

Following the presentation of the petition for filing, names may not
be removed from the petition.

Except for petitions to nominate candidates for school boards, the
person who is authorized to accept petitions for filing need not
check for voter registration of the signers.

Petitions containing signatures in excess of the minimum number
may be filed, but the excess signatures will be disregarded (

CITY AND SCHOOL LLOOKUP SITE
URL:

We reset all usernames and passwords at the end of
2015.

If there are additional staff you want usernames and
passwords we will be able to provide those to you.

This URL is not to be shared with anyone nor used for
personal reasons. And should only be used for petition
signature checking. Candidates or elected officials do not
have the authority to access this information.
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GUIDELINES FOR COUNTING SIGNATURES

Follow
The form of the petition does not meet the requirements of this
chapter;

The circulator's verification is not completed or is improperly
completed, according to subdivision unless the
missing information is completed elsewhere on the petition
sheet. A completed circulator’s verification must include the
printed name of the circulator, the circulator’s residence
address as provided in subdivision , and
complete date; or

The Title of the Officer Administering the Oath is not required but it
is helpful to have that filled out

The declaration of candidacy has not been completed on or after
the first date authorized by statute to circulate the petition, and
signed by the candidate and the signature witnessed by an
official empowered to administer oaths in South Dakota; or

The circulator’s verification was signed by more than one
circulator; and

GGUIDELINES FOR COUNTING SIGNATURES

It was signed prior to the signing of the candidate's
declaration of candidacy;

It was signed after the circulator completed the verification;

The residence address does not include a street and house
number or a rural route and box number and the town. If the
signer 1s a resident of a second or third class municipality, a
post office box number may be used. If the signer does not
have a residence address or post office box number, a
description of the residence location must be provided. If the
signer is a resident of a building with a publicly known name,
the building name may be used,;

The date of signing, including month and day, is not
indicated;

The signer’s name is not printed and legible; or
The signer’s county of voter registration is not provided.
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VERIFICATION BY PERSON CIRCULATING PETITION ' =

[, under onth, state that | carculated the above petition, that each signer persomally signed this petitson m my presence,
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VERIFICATION BY PERSON CIRCULATING PETITION
INSTRUCTIONS TO CIRCULATOR: This section must be completed following circulation and before

filin, : j
)
name of the circulator Resi Address iy tale

I, under cath, state that I circulated the above petition, that cach signer personally signed this petition in my
presence, that | made veasonable inquiry and 1o the best of my knowledge cach person signing the pelition is a
qualified voter in the county indscated on the signature line, that no state statute regarding petition circulation

was knowingly violated, and that either the signer or | added the printed name, the residence address of the
signer, the date of signing, and the county of voter registratio
'ﬁ*‘:" Wosdell [ TO = Driversliew ‘2%
ature of Circulator
Swom to hefore me this _| Lo day o&gﬁ__‘g&ﬂ.
(Seal)

M (ssion Expires & Easa "M.F -
29 - smvsenpy ! : I8 ¥ Administering Oath
'

Bfficer Administering Oath
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VERIFICATION BY PERSON CIRCULATING PETITION

n]NSIRUCrIONS TO CIRCULATOR: This section must be completed following circulation and before
iling.
Olo L5+ Lt ity S
Nt NEme o reclstor idence Address iy State

1, under oath, state that [ circulated the above petition, that each signes pessonally signed this petition in my
presence, il made reasonable inquiry and 1o the best of my knowledge sach pesson sgning the petition iz
e $ PG county indicated on the signature line, that no state statute regarding petition circulation
Kol and that cither the signer or I added the pri , the residence address of the

2, and the county of voter registration.
gf day of ¥ F o7 .
= Commissicn Expires Signature tcer Admimistering Oath
My Commission Expn'gpws
Forn Rigs e 2867 - $:9320534 Tity/of Officer Administering Oath
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ERCULATOR: This section mad ba conpletad following ciroulatios sl befire
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|, under oath, state that [ coculazed the thove petition, that each signer persomally vigned Sis petition in sy
presnce, that [ made reasosssble mquiry and Lo the 2est of my knowledge each person sning the petilion is 1
qealified voler m the county indicated on e signature line, that ne gae dalise 8 petilion crewlation
was knawingly violated, and that erther the sigeer or | added e enig: adidress o(_mc

sigoer, the dute of sygning, and the county of voter regisaan
O TV~

et 30 0L ke Title of Officer Amnntpi;nngénih -
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_dayof N (LA

VERIF| ICATION BY PERSON CIRCULATING PET ITION
INSTRUCTIONS TO CIRCULATOR: This #ecton must be completed following <trculison med befoie
T
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1, under oath, seatc that | circsiased the shove petition, thet each wigner penanally sigeed s petition in my
P , ot | masde Indury and 5o the bewt of m knowledge vach persoa signing the mefitice is «
qualificd voler in the county mdicatal on the sigatioe Moo, thal no state stuse rogarding petition croslation

was keowingly viclated, and that eiter the signer o | sdded the printed rocrrs e rosi e e
signer, the dalé of signing, wnf the county of voter NMMM\
of Cire -
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Signature of Officer Administering Cark

My Comrmssion Expires
Fom Ravvaed 287 . 3 00508

Titke of Officer Adointstering Oath
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VERIFICATION BY PERSON C[RCUI.ATI'N \

1, under oath, state that | circulated the above petition, that e
presence, that T made reasonable inquiry and to the best of my
qualified voter in the county indicated on the signature line, that
was knowingly violated, and that either the signer or | added the
signer, the date of signing, and the county of voter registration.

signer personally signed this petition in my
owledge cach person signing the petition is a
Q State statute regarding petition circulation
ted name, the residence address of the
Z

Swom to before me this /. é day of # ,.?a 7

(Seal) Bpnil Cunda, o S
Stgmaty ofz?# Administering Oath
_& A/

of Officer Adpfinistering Ok

My Commmission Expires 9”-’ / o

Fore Revead 2007 - 507 0804
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ING PETITION
fl_INSTRUCTIONS TO CIRCULATOR: This section must be completed following circulation and before
tilng. -

N TP ey

= 12026 Cungy BaCoshu- S
Print name of the circulator Residence Address K

City State

¢ ! inquiry and to the best of my knq
qualified voter in the county indicated on the signature line, that no state statute re
was knowingly violated, and th

at either the signer or I added the printed name,
signer, the date of signing, and the county of voter registration.

1gnature of Circulator -
Sworn to before me this day of
(Seal)

My Commission Expires
Form Revised 2007 - 5:

Signature of Officer Administering Oath

02:08:08

Title of Officer Administer

INSTRUCTIONS TO CIRéI'IATm: Thn section must be
- «
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¢ presence,
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und that eiher the signes of 1 added the peinsed name, the residence address of te mgnes, the date of signing, aod the
county of voter registration
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Petitions must be self-contained, meaning printed front and back '

PETITIONS
IMPORTANT REMINDERS
o Give petition processing top priority.
o Check registration and residency of candidate.

» Not required for cities to do this but if you do, do
it for all signers on all petitions.

o Candidate cannot notarize their own petition but
they can circulate and sign their own petition.

o Notify candidate that petition was filed or rejected.
» Business managers have to have a signed verification
per SDCL 13-7-6.
o Finance Officers, Business Managers and School
Board Presidents may notarize documents witho
being a notary (SDCL 18-3-1 and 13-8-15). “b
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PETITIONS

PETITION CHALLENGE LAW
o SDCL 12-1-13 to 15.

o Any person may challenge, within 5 working days, after any
local election petition is filed or rejected.

o Must file affidavit stating deficiencies.

o Person in charge of the election verifies information
provided in affidavit.

* Work with your attorney.
o Does not prevent any other legal remedy (SDCL 12-1-16).

Questions? O

VACANCIES

HOW ARE VACANCIES CREATED ON CITY
COUNCILS?

SDCL 3-4-1
RESIGNATION
Change of residence
Death
Removal from office
Failure to qualify
. Criminal conviction involving violation of oath
Judgment against incumbent for breach of bond
Military call up (5DCL 3-4-8)
Incapacitation- by illness or accident (SDCIL., 3-4-9)
@ No one files a nominating petition (SDCL 9-13-14.3)

25



HOWwW ARE MUNICIPAL VACANCIES FILLED?

By appointment

At the end of December 2015 the Attorney General issued an
opinion (15-03) clarifying that an appointee serves until the next
annual election not the next regularly scheduled election. This
means that an appointee only serves until the next year
regardless of whether you have an annual election scheduled.
Also, if the seat remains unfilled it would be up for election the
next year.

o Examples:
CM Smith resigns October 2016. Council appoints CM Jones.
Jones serves until April 2017.

CM Smith resigns January 2017. Council appoints CM Jones.
Jones serves until April 2017.

By special election
By temporary replacement

FILLING MUNICIPAL VACANCY BY APPOINTMENT

Remember in Aldermanic form of government the appointment must be
from the same ward.

Appointing can be an easier, faster, and less costly process.

Remaining members shall appoint a replacement to serve until the next
annual municipal election.

Keep track of the terms when there has been an appointment.
Official that is vacating his position does not vote on his replacement.

The Mayor may make a recommendation but the remaining members
vote on the appointment.

There are no publication rules or notices for filling a vacancy.
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FILLING MUNICIPAL VACANCY BY
SPECIAL ELECTION

Governing body creates an ordinance requiring that any
vacancy on the governing board or in the office of the
Mayor is to be filled by special election.

The ordinance must be enacted prior to the vacancy.

Election not to be held less than 90 days before the annual
municipal election.

Finance Officer will publish a notice that a vacancy exists
and will be filled by special election, the date of election,
time and place where nominating petitions may be filed
for the office. Nominating petitions prepared and filed as
usual according to , and filed at least 30 days
before the date of the elections.

Notice of special election published as usual according to
and

FILLING MUNICIPAL VACANCY BY
TEMPORARY REPLACEMENT

In the cases of Military call-up ( ) or
Incapacitation ( ):

The member temporarily resigns

A temporary replacement is made by appointment

The replacement serves until the original member returns or
the member’s term expires, which ever comes first.

If the replacement serves until the original members term
expires and no one files for the position, then a vacancy is
created. The temporary replacement would then need to be re-
appointed if they wanted to continue to serve.
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WHAT IF NO ONE FILES A MUNICIPAL
NOMINATING PETITION?

Law since July 2014

If for any reason a municipality fails to elect any person to
succeed an elected official whose term has expired or an
elected official fails to file a nominating petition or qualify, the
office is deemed vacant ( ).

The elected official whose term has expired shall continue to
act in an official capacity until the vacancy is filled by election
or appointment pursuant to or

HOW ARE VACANCIES CREATED ON SCHOOL
BOARDS?

Death

Removal from the board

Failure to qualify as provided by law

Ceases to be a resident* of the school district or representation area
where elected

Conviction of any infamous crime or of any offense involving a violation of
the member's official oath

Has a judgment obtained against the member for breach of the member's
official bond

Is incapacitated and is unable to attend to the duties of the position

Assumes the duties of an office incompatible with the duties of a school
board member

Resignation

*Note: this says “resident” not “resident voter” which is the language for a
candidate to qualify for office.
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VACANCIES
HOW ARE SCHOOL VACANCIES FILLED?

o Any vacancy occurring on a school board shall be filled by appointment by the
remaining school board members.
+ In the case of a resignation the member resigning could be involved in selection of
his successor (SDCL 13-8-25(3))
« A resignation shall not be effective until the successor is appointed and qualified
as prescribed by law (SDCL 13-8-24).
o In the cases of Military call-up (5DCL 3-4-8) or Incapacitation
(SDCL 3-4-9):
*  The member temporarily resigns
» A temporary replacement is made by appointment

o The replacement serves until the original member returns or the member’s
term expires, which ever comes first.

o If the replacement serves until the original members term expires and no one
files for the position, then a vacancy is created. The temporary replacement
would then need to be re-appointed if they wanted to continue to serve.

o The appointee will serve until the next succeeding election at which time a
successor shall be elected to serve the unexpired term (5D CL 13-8-25).

Questions? o

BALLOT PREPARATION

O Types of ballots:
+ Paper Ballots — make your own or have them
professionally printed.
* Automated Tabulating System Ballots (optical
scan).
O Candidate order:
*  May have witnesses present when drawing for
candidate order.
* Schools — draw by lot (SDCI, 13-7-13).
*  Municipalities — draw by lot (SDCL 9-13-21).
O List names on the ballot exactly as they appear on
the petition.
O Do not include titles or political party affiliation on
the ballot.
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BALLOT PREPARATION

BALLOT FORM:

0 Municipal Election (ARSD 5:02:06:12)
o School Board Election (ARSD 5:02:06:15)
o Special Elections (ARSD 5:02:06)
o If a combined election:
* One of the ballots will be white.
» Contrasting colors for the other ballots.

» Cannot use yellow paper for ballots as that must
be the color used for Sample Ballots.
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S2:06: 15, School board edeetion. The school hoarsd election ballot must be white and
mumt be in the following form:

OFFICIAL SCHOOL BOARD ELECTION BALLOT
SCHOOL DISTRICT NO, JSOUTH DAKOTA
(Election Date)

To vote we o cromn (X) or o check mark (¢} in the square in front of the name, DO NOT cast
mote voles than ure allowed m cach rave.

Fore School Board Membyr year e, You may vote for up to or leave it blank
] John Doe

O] Richard Roe
1 John Senith

IMPORTANT RECOMMENDATION

PROOFREAD the
BALLOT!
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5:02:06:01.02. Optical scan ballot instructions

The instructions to voters found on optical scan ballots shall be enclosed in a box. The
appropriate instructions shall be placed at the top of the first column containing presidential
electors (subdivision 1 and 8) or presidential delegates and alternates (subdivision 2 or 3 and
8), at the beginning of the portion containing other candidates (subdivision 4 and 8) and at
the beginning of the portion containing ballot questions (subdivision 5 and 8). The
instructions for all elections must be in the following form without the subdivision numbers:

(1) To vote for a group of presidential electors FILL IN (Bold) the oval (@) next to the
names.

(2) Ifthe delegates and alternates are printed on the ballot use: To vote for a group of
presidential delegates and alternates FILL IN (Bold) the oval (@) next to the names.

(3) If the political party does not have the delegates and alternates on the ballot use:
To vote for a person FILL IN (Bold) the oval (@) next to the name.

(4) To vote for a person FILL IN (Bold) the oval (@) next to the name

(5) To vote on a ballot question FILL IN (Bold) the oval (@) next to "yes" or "no".

(6) Use only a pencil or pen.

(7) If you make a mistake, give the ballot back and get a new one.

(8) DO NOT (Bold) cast more votes than are allowed in each race.

Printers note: Subdivisions 6 and 7 shall be included in the first instruction box only. If the
ballot has columns, the words "Go to top of next column" shall be printed on the bottom of any
column preceding each column to be voted. If the ballot has races on the back side, the wo
"Turn page" shall be printed in the lower right corner. ‘

QUESTIONS?
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“Welcome Precinct
Workers!”

“Let me first offer my thanks to you for
being a precinct worker. Without you it
would be impossible to conduct free
and fair elections in our state. Your
responsibility is great.

Prior to each election, training is to be conducted by the
person in charge of the election (County Auditor, Municipal
Finance Officer, School Business Manager) and assisted by
the jurisdiction’s attorney.

SDCL 12-15-7 and 12-1-2.
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You are conducting the most essential
element of our democracy. Work and act accordingly.

Arrive at the polling place at the time required.

All of us have our
favorite candidate or position on a ballot question. That’s OK.
When you are an election official, however, none of your
personal preferences can show while you are working.

- Nothing shakes a voter’s
confidence in the integrity of the election more than when a
precinct worker treats them or their ballot unfairly.

- Your work will be more enjoyable and the
voters will be better served if you work as a team.

All elections: 7:00am to 7:00pm legal time
Be sure the polling place clock is set to the correct time!

No earlier than twenty-four hours before the polls open, the person in
charge of the election may call a special emergency meeting, pursuant to
and , of the local governing board to postpone any
election, except a primary or general election, for one week if the weather
conditions put into question the opening of a polling place. The polling
place shall then remain open for the same number of hours as it would
normally have been open. Absentee voting shall continue pursuant to

( )

\oters waiting in line at 7:00pm are allowed to vote.

Precinct workers may not leave polling place while polls are open.



Notwithstanding , the county auditor may, upon
request of the superintendent of an election precinct, if an
emergency exists by reason of mechanical failure of a voting
machine or an unanticipated shortage of ballots or like
unforeseen event warrants it, extend the polling hours for that
precinct until the emergency situation has been resolved. If the
emergency situation is not resolved within two hours, except
for a primary or general election, the polling place shall remain
closed for one week and reopen at the time of the closure of the

polling place ( ).

Please NOTE: if the polling hours have been extended, anyone
in line after 7:00 pm (local time) until the polls would close,
have to vote a provisional ballot. If anyone is in line after the
extended polling times close they are not allowed to vote.

In charge of the polling place
Designates election board duties to each election worker
Duties would include:

Registration list

Poll book

Stamping ballots

Handing out ballots

Observing returned ballots for a ballot stamp before
they are placed in the ballot box

If you are using the AutoMARK voter assist terminal, refer
to slides later slides for the AutoMARK procedures.
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Perform duties assigned by the superintendent

Duties may rotate throughout election day if directed by the
precinct superintendent

Precinct worker in charge of the pollbook must be of a
different political party than worker in charge of
registration list

This does not pertain to city and school elections unless they are
combined with the County and then the County Auditor would
follow this rule.

Before the opening of the polls and throughout election day the 100 foot
area surrounding the entrance to the polling place must be checked to be
sure it is free of campaign materials.

The importance of keeping the polling place free from advertising cannot be
stressed enough.

The polling place includes where absentee voting takes place.

No campaign advertising, signs, buttons, articles of clothing or any other
type of campaigning may be in the polling place or within 100 feet of the
entrance to the polling place.

Periodically view each polling booth (when empty) to make sure that no
campaign materials are left there.

If any campaign materials are found they should be removed. If some
person is campaigning or wearing campaign advertising they must be
stopped or asked to exit the area.
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= A candidate who is on the ballot in your precinct may only be
present long enough to cast their vote.

= |If anyone persists with campaign activities within the
prohibited area, law enforcement should be called to deal with
the situation.

NO
CAMPAIGNING
BEYOND
THIS POINT

PoLL WATCHERS

= Poll watchers work for a candidate or campaign to monitor activity
at the polling place.

= Election board workers may not be poll watchers.
= Poll watchers must be allowed to be positioned close enough to the

election worker’s table so that they can see and hear what is going
on but not so that they interfere in any way.

= Poll watchers may converse with the election board and look at the
pollbook if it doesn’t interfere with the voting process.

= Poll watchers may not campaign in any way within the polling
place, touch any election supplies or control the legal actions of the
election board!

= Provide each poll watcher with a copy of the South Dakota Poll
Watcher and Observer Guidelines as shown on the next screen.

= \oters cannot take a picture of their voted ballot (SDCL 12-18-3). ‘
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ELECTION DAY PROCEDURES

The following pages will show you each of the activities that you
will perform throughout election day. We will begin by looking at
those things that must be done before the polls open, continue
through election day and finish with the counting of the ballots and
election supply cleanup.
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BEFORE THE POLLS OPEN

= Count ballots and verify the number of ballots against ballot
receipt.

= Display American flag inside or outside polling place.
= Display a “Vote Here” or similar sign outside the polling place.

= Prepare voting booths and supplies.

Poll workers
will all take
the oath of
office found
inside the
pollbook.
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Precinct superintendent will sign receipt for official ballots and
election supplies.

STATE OF SOUTH DAKOTA )

COUNTY OF )

1, , Superintendent of Election in and for the voting precinct of

in said County, do hereby certify that on the day of ,

20 , at the hands of (Auditor, Sheriff), by , his
deputy, of said County, | received a sealed package said to contain official ballots and necessary
supplies for the use of the voters of said precinct at the election to be held on
Tuesday the day of , 20 .

Dated this day of , 20

SUPERINTENDENT OF ELECTION

Precinct election board will sign receipt for official ballots.

STATE OF SOUTH DAKOTA

COUNTY
PRECINCT
We, the Precinct Election Board Members, do hereby certify that on Tuesday the day
of , 20 , at the opening of the polls for the election held on that day, we
received from a sealed package containing the following official
ballots:

(Here list the official ballots received)

for the use of the voters at the election.

Dated this ____ day of ,20_
Precinct Superintendent
Precinct Deputy
Precinct Deputy
Precinct Deputy
Precinct Deputy
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Prior to the opening of the polls, the Precinct Superintendent must test the AutoMARK for
proper operation using the following procedure:

Use only the test ballots provided by the person in charge of the election which are
labeled “TEST BALLOTS”. These will be provided in your AutoMARK Election
Day Polling Place Kit.

Mark at least two “TEST BALLOTS” using the AuUtoMARK by selecting various
candidates and ballot questions using the touchscreen, keypad and headphones.

When two “TEST BALLOTS?” print properly, the AutoMARK is ready for use by
voters. Store the “TEST BALLOTS” with your AutoMARK Election Day Polling
Place Kit. DO NOT place the “TEST BALLOTS?” in the ballot box.

If the AutoMARK does not properly mark the ballots, use the troubleshooting
section found on page 89 to resolve the problem. If your troubleshooting is
unsuccessful, call your County Auditor.

You must successfully mark two “TEST BALLOTS” before allowing voters to use
the AutoMARK™,

Even if the AutoMARK test is not successfully completed, open the polls at 7:00 am.
Do not allow voters to use the AutoMARK until the test is successfully completed.

Before Polls Open
Make sure the AutoMARK is in place on the special AutoMARK table
and in a location that both encourages accessibility and maintains privacy.
Place the INSTRUCTIONS TO THE VOTERS label below the
AutoMARK.
Plug in the AutoMARK and install a print cartridge.
Make sure the touch screen and ballot feed tray are out and ready.
Make sure the headphones are not plugged into the audio slot but are next
to the AutoMARK on the table.
Make sure the privacy shield that comes with the special table is in place
over the AutoMARK.

Insert the gold Mode Switch Key and turn to ON. Be Patient © (The
screen will remain black for about 1 minute and then finally show boot
progress.)

Verify that the light above the key is green to confirm that the
AutoMARK is receiving AC power. (If the light is yellow, the machine is
on battery power, which will only last 2 hours.)




Before Polls Open cont’d

Perform the required voting test with at least the 2 special ballots marked

by inserting, viewing, listening to, moving through, and marking the 2
ballots. (Use the touch screen and the keypad to communicate with the AutoMARK.)
If the system does not properly mark the test ballots, the precinct superintendent shall
work on the system until a successful test is conducted. The precinct superintendent
shall maintain custody of the key to activate the system at all times. Call your County
Auditor if you need help.

Return all ballots used to test the AutoMARK to the Election Day Polling Place Kit.
Turn the .
From the information displayed at the bottom of the , record the

number after on the AutoMARK Election Day Polling
Place Recording Sheet.

Record also the of the AutoMARK, which is also displayed at the
bottom of the .

Record the that is that contains the election
definition.

Turn the , remove the key, and

. The AutoMARK is ready for voters.

After Polls Close
Insert the and turn to
again the .
again the that
contains the election definition.
the completed

Turn the and . Return the
key and the AutoMARK Election Day Polling Place Recording Sheet
to the AutoMARK Election Day Polling Place Kit.

from the AutoMARK and seal it in the
ziplock bag in the Kit.

the AutoMARK
apart from the AutoMARK case on election night.



Before Polls Open

LIFETIME PRINT COUNTER:
Serial Number: AM0105

Number of the Seal:
After Polls Close

LIFETIME PRINT COUNTER:

Number of the Seal:
Name of County:

Name of Polling Place:

Signature of the Precinct Superintendent in charge of the AutoMARK

If you have time, please offer any comments below:

Did you have any problems with the AutoMARK during Election Day? If so,

please describe:

Describe any ideas or concerns on how the AutoMARK functioned or was

received by voters

throughout Election Day.

Post regular
size
“Instructions
to the Voters”
in each
voting booth.

INSTRUCTIONS TO THE VOTER

TO MARK THE BALLOT

Use a cross (X) or chack mark (V) for each vota

Do not make any marks other than a cross (X} or check mark (v')
Do not erase anything on your baliot.

Do not rip your ballot or make holes In it

Do not write in a name,

IF YOU MAKE A MISTAKE

It you make a mistake, give the baliot back and get a new one
If you cast more votes than allowed in a race, give the ballet back
and geta new one

TO RETURN THE BALLOT(S) AFTER VOTING
Fold each ballot so the ballot stamp shows and take o the ballot box

IF YOU NEED HELP, ASK.

Two large “Instructions to the Voters” posters must also be posted

in the polling place.
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Post regular || " >
size OMERIIRA
“Instructions
to the Voters”
in each
voting booth.

Two large “Instructions to the Voters” posters must also be posted
in the polling place.

THE FOLLOWING ON TO
THE AND THE

Please Read

To vote, you must either:
* Presenta photo ID, or if not able to do so,
* Sign an affidavit which will be given to you.

Accepted forms of photo identification include any one of the following:
= A SDdriver license or nondriver 1D card; or
» A US government photo ID; or
» Atribal photo ID; or
= A current student photo ID from a SD high school or SD accredited institution of
higher education.




Remove everything from the ballot box and seal the ballot box
with a metal or plastic seal in preparation for voting.

b & ¢ 2 SN Y A0 T

L

INTAB

L .

Declare the polls open at the legal starting hour.

The following screens detail the process for each voter who
presents themselves to vote.

Any person who has voted and returned an absentee ballot may
not vote again at the polling place.

If there is any question regarding the steps to verify the voter’s
identity or whether the voter receives a regular or provisional
ballot, please consult the South Dakota Polling Place Voter Key
as shown on the next screen.

The back side of the South Dakota Polling Place Voter Key
contains suggested responses to voters for each of the situations
presented on the Voter Key.
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South Dakota Polling Place Voser Key
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\oter presents themselves to the precinct worker in charge of the
registration list. The voter must announce their name and show a
valid photo identification. Valid identification is:

A South Dakota driver’s license or non-driver identification
card;

If the license is expired that is still an acceptable form of ID

A passport or an identification card, including a picture, issued
by an agency of the United States government;

A tribal identification card, including a picture; or

A current student identification card, including a picture, issued
by a high school or an accredited institution of higher
education, including a university, college, or technical school,
located within the State of South Dakota.

A member of the election board must verify that the picture
on the ID matches the voter. The name on the ID must also
match the name on the voter registration list. The address
on the ID does not have to match what is on the voter
registration list.

If the election board worker cannot make this verification,
the worker may consider:

Other forms of identification;
Personal knowledge; and
The voter’s explanation.

If the voter’s identity can’t be proven to the satisfaction of
the election board, the voter may vote a provisional ballot.



= If the voter does not have in their possession a valid
identification, the voter may retrieve an 1D or complete a
Personal Identification Affidavit (ARSD 05:02:05:25). Every
voter without a valid ID in their possession must be given
this option!

on the official voter registration fst, th;
currently reside nt =

) ) Y e o

N

e 2

The maximum penalty for perjuey ix 2 yeary
fine, e :

Duated

SV

What you could see on the registration list:

1. \oter is listed as “inactive”

*  “Inactive” may be indicated on the list by an “l or
Inactive or Complete new VR form” next to the voter’s
name. See the example of Allen Braumbaugh on the next
page.

« If the voter is inactive they must complete a new voter
registration form as shown on the next page.

«  If the registration card shows a residence address within
South Dakota, the voter is allowed to vote.

+  If the registration card shows a residence address outside
of South Dakota, the voter is not allowed to vote.

7. Ballot sent date 1s next to the voter’s name

« This indicates that the voter has been sent an absentee ‘
ballot.
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UNDERSTANDING THE VOTER REGISTRATION LIST

A precinct voter registration list is shown below:
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Voter’s name is the registration

Ask the voter if they are registered to vote in this precinct.
If the answer is “n0”, they are not allowed to vote a regular
ballot.

Contact the County Auditor
County auditor may advise to allow voter to vote a provisional
ballot
Have them fill out a new voter registration form so that they will be
able to vote in the next election.

If the answer is “yes”, contact the county auditor to verify
if the voter’s name was mistakenly left off the registration
list. The auditor will provide one of three responses:

There is no record of that person registering in that precinct. The
voter will not be allowed to vote a regular ballot but must be given
the opportunity to vote a provisional ballot. Have the voter fill out a
registration form so that they will be able to vote a regular ballotdn
the next election.

The voter is registered in another precinct in this county. Send the voter to that

precinct.

We made a mistake in preparing the registration list. The voter will be allowed

to vote a ballot. Before voting, the voter and precinct workers

the Emergency Voting Card ( ).
EMERGENCY VOTING CARD
FOR COUNTY
Ward Precinct

Party
Name
Residence

IThe undersigned members of the precinct election board hereby certify that the above-named
\voter was permitted to vote in this precinct at the election held
20 , pursuant to instructions from the office of the county auditor.

Signature of Voter

Signature of precinct election board member calling office

IAuthorized by:

Precinct election board members Precinct election board member

Precinct election board member Precinct election board member

50



Who may vote a provisional ballot?
A person who:
Is not on the registration list; and
Claims to be registered in that precinct; and

Is not eligible to vote a regular ballot by using an
emergency voting card.

A person who is successfully challenged as described
in the next slide “Challenging a Voter”.

A person whose identity can’t be proven as described in
an earlier slide “Voter Identification at the Polls”.

Challenge

A person’s right to vote may be challenged for the following reasons (SDCL 12—18—10):“
The person’s identity is not that of the registered voter;

The person has been convicted of a felony or declared mentally incompetent since the registration
list was prepared; or

In school and municipal elections, the person is not a resident of the school district or municipality
(SDCL 9-13-4.1 and 13-7-4.2). Resident is defined as:

Live within the school district or municipality at least 30 days within the past year; or

Full-time postsecondary student who resided in the school district or municipality
immediately prior to leaving for school; or
On active duty as a member of the armed forces whose home of record is within the school district
or municipality.

The challenger will present evidence to the precinct election board. The voter would be
allowed to offer evidence supporting their right to vote.

Based on the evidence presented and any personal knowledge the precinct election board will
impartially determine if the person is eligible to vote.
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PROCEDURE FOR VOTING A PROVISIONAL BALLOT IS:

= \oter must complete the affirmation on the blue provisional
ballot envelope.

0] Dibest e, 11020022
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PROCEDURE FOR VOTING A PROVISIONAL BALLOT IS:

" Write voter’s name in pollbook and designate as a provisional
voter.

v Provide the voter the correct ballot and stamp with official ballot
stamp.

v \oter votes the ballot and seals it in the provisional ballot envelope.
v Envelope is placed in the ballot box.

v Give the voter a “Notice to Provisional Voter” sheet with the
following language:

Provisional Ballot

You will be sent a notice within 13 days whether your ballot was
counted or not counted. If the ballot was not counted, you will be
told of the reason. ARSD 05:02:05:23
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ONCE IT HAS BEEN DETERMINED THAT
THE VOTER MAY CAST A BALLOT:

= Mark the voter’s name on the registration list in the manner
you have been instructed.

= Announce the voters name (and party if in a primary).
= \Write the voter’s name in the pollbook.

= If all of the voters in your precinct do not receive the same
ballot, mark in the pollbook which ballot the voter is given.

= The pollbook cover and pages for the listing of voter names
are shown on the following pages.

POLLBOOK
COVER
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SAMPLE
PAGE OF A
POLLBOOK

= Provide the voter with the correct ballot. The ballot must have an
official ballot stamp (shown below).

= ARSD 05:02:05:00 lists the contents required for the official ballot

stamp.
OFFICIAL BALLOT
(NAME OF COUNTY, SCHOOL DISTRICT, MUNICIPALITY,
OR OTHER POLITICAL SUBDIVISION)
(Precinct name or number or both)
SOUTH DAKOTA

= For hand counted paper ballots, place the ballot stamp on the back
near the top of the ballot before being given to the voter.

= For optical scan ballots, place the stamp where indicated by the
person in charge of the election.

= If there is more than one type of ballot at your polling place, be
sure the voter gets the correct ballot!
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OTHER ELECTION DAY ITEMS:

=1t is critical that you place the official stamp on the ballot before giving the
ballot to the voter.
=Voters must vote alone in the voting booth.

=If the voter needs assistance they may have someone help them in voting their
ballot.

=\/oters have ten minutes to cast their ballot (SDCL 12-18-15).

=If a voter makes a mistake on their ballot (spoiled ballot), they can return it to the
election board and receive a new ballot. A voter may have up to three ballots. A
record is made of the spoiled ballot as shown on the following page.

= In optical scan precincts a voter may request instruction before entering the
voting booth on how to mark their ballot so that it will be properly counted. You
should provide that instruction publicly and without suggesting who to vote for.
=\/oters cannot show their marked ballot to anyone (SDCL 12-18-27).

=The voter returns the voted ballot to the precinct worker in charge of the ballot
box. The voter must show the precinct worker the official ballot stamp on the
back of the ballot. The voter may then place the ballot in the box or give it to the
precinct worker to place in the box. .

RECORD OF
SPOILED
BALLOTS

L L — = ‘
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RETURN OF SPOILED AND UNUSED BALLOTS

5:02:16:34. Return of unvoted ballots. All spoiled and unused ballots shall be returned to the
person in charge of the election in plain wrappers or envelopes with the words "spoiled ballots"
or "unused ballots" added to each wrapper or envelope. Each wrapper or envelope shall be sealed
by a ballot seal containing the following information:

BALLOT WRAPPER OR ENVELOPE SEAL PRECINCT
NUMBER OF BALLOTS

DO NOT PLACE THESE SPOILED AND UNUSED BALLOTS IN THE BALLOT BOX

ABSENTEE BALLOT PROCESSING

= Process absentee ballots whenever you have time during election day
or immediately after the polls close.

= The person in charge of the election will provide you with all of the
applications for absentee ballots and all of the returned absentee ballots
sealed in their individual envelopes. No absentee ballot may be
accepted after the close of the polls.

= Compare the signature on the ballot envelope with the signature on the
application.

= In-person voted absentee ballots are in a combined
application/envelope with only one signature from the voter. You will
have no signatures to compare for these absentee ballots since these
were voted in person at the election official’s office.

= Avoter is not allowed to deliver their absentee ballot to the polling
location. Only an authorized messenger is allowed to do so ONLY i
there was no time to deliver the ballot to the person in charge of theb
election in time for that person to get it to the polling location.
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If you are satisfied that:

The ballot weas voted by the voter whose name appears on the ballot
envelope; and

The voter is registered in your precinct (if the voter is registered as
“Inactive”, a completed voter registration card must accompany the
absentee ballot); and

The application and ballot envelope or the in-person combined
application/envelope were signed by the voter; then...

the registration list and the name in the pollbook.
the ballots from the envelope

the official ballot on the ballot.

the ballot :
If an before election day, the ballot is not
processed.
If you determine that an the

should not be and the for

should be indicated on the envelope.

If you use hand-counted paper ballots, these
instructions are not for you. Skip this slide and the
next four slides.

The poll closing process must be open to the public.

No one may be excluded from watching the closing
process provided there is no interference with the
process.

Complete the recap sheet as shown on the next
screen. This DOES NOT require opening the
ballot box.
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Use this for
Optical
Scan
Ballots

Printer’s note: In central count optical scan precincts, lines 10 and 11 may be completed by
tabulation center employees. The printed form may be changed to reflect this option.

AFTER COMPLETING OF THE RECAP SHEET
Compare the:
= Number of voters from the pollbook (line 12); and

= Number of ballots voted (line 9)

= These numbers should be equal.

= |If these numbers are not equal, compare the
pollbook names with the names marked on the voter
registration list. Correct any errors.

= If any corrections are made to the pollbook, the number
of voters on line 12 should also be corrected.

Optical Scan Ballots




Seal the ballot box clasps with a metal or plastic seal.
Seal any remaining slots with a paper seal.

bea| ¢ R @ A0 X
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BALLOT BOX SEAL
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Transport the sealed ballot box, unvoted ballots,
spoiled ballots and all other election supplies to the
counting location by the most direct route.

The ballot box MUST be

, one of each
major political party (this only applies to primary or
general elections); or

A :
one of each major political party; or
, one of each major
political party.

Ofnced Soc Balors
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The vote counting process must be open to the public. No one may be
excluded from watching the vote counting as long as there is no
interference with the vote count process.

Open the ballot box, remove the ballots and if there is more than one
type of ballot, sort the ballots by type.

Place any Provisional Ballot and Uncounted Absentee Ballot
envelopes in the large Provisional and Uncounted Absentee Ballot
Return Envelope ( ):
PROVISIONAL AND UNCOUNTED ABSENTEE BALLOT RETURN ENVELOPE
PRECINCT
TO: COUNTY AUDITOR

SOUTH DAKOTA
DO NOT PUT THIS IN BALLOT BOX

Hand Counted
Paper Ballots

Place the ballot box seal in the envelope
provided ( ).

THIL EMVLLOME FOR MTRRN S8
METAL BALLOT BOX SEALS
N T I dag o1 LA

Powmer Coanty, 3 21

DO NOT

PUT IN POLL BOOK
ENVELOPE

s @ T
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ballots according to ballot type if you have more than one type.
the number of ballots in each ballot type.

against the number of voters in the
who voted that type of ballot.

If the numbers are the

If there are more ballots than voters voting that type of ballot,
place those ballots back in the box, mix them up and withdraw
(unopened) the number of excess ballots. These excess ballots are
not counted and are marked as “Excess ballot not counted” (

)-

If the number of voters

Examine each ballot for the official ballot stamp.

Hand Leunizd
tagecr Thed Tuls

At least two precinct deputies shall examine each ballot to determine
how each vote is cast. If the election is a primary or general election
the precinct deputies must be of opposite political parties. If there is a
dispute, the precinct superintendent will break the dispute.

A voting mark that is in or touches the circle or square shall be
counted. A mark that does not touch the circle or square and is not on
or in the circle or square, may not be counted.

If a write-in vote is found on the ballot, that vote is not counted but all
other votes on the ballot for which the voter’s intent can be determined
shall be counted.

Two tally sheets are used for vote tabulating. One is in the pollbook
and the other is a separate sheet called the duplicate tally sheet. A
sample is shown on the following page.

The names of the candidates will be written in the proper place in the
pollbook tally sheet and the duplicate tally sheet.

Hand Coamzd
Fager Bl
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= Votes are recorded on the tally sheet in the pollbook by one
precinct worker and on the duplicate tally sheet by another
precinct worker.

= As each vote is determined, a hash mark will be placed next to
the candidate’s name on both tally sheets.

= When all ballots have been processed, the hash marks are totaled
and the result placed on the tally sheets.

= The precinct workers will sign the statement on the bottom of the
tally sheets as shown below.
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Hxnd cunizd
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= Complete the official precinct vote count sheet found in
the back of the pollbook

= Place the vote totals for each candidate and question on the
Immediate Unofficial Returns of Precinct Vote form.
ARSD 05:02:16:25

= Complete the ballot recapitulation sheet shown below.
5:02:16:36. Recapitulation sheet. A recapitulation sheet in the following form shall be filled out indicating the disposition of the
ballots: Balloty recetved from

Ballots recvived after palis
||lllll'

Futal ba vl and totul ballots retsirned showld be the same

1 rrrive r

This recapitulation sheet, together with the spoiled and unused ballots, shall be returned to the person in charge of the election. It

shall not be placed in the ballot box. I

Hand Cointd
Pager Brilers
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= Seal the pollbook in the envelope provided (ARSD 05:02:16:40).

Hand Ceunis

gt Tt icle

= Place the pollbook envelope seal on the pollbook envelope
(ARSD 05:02:16:41).

Hand Connizd
Pager Bl
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= Seal the duplicate tally sheet and official vote count sheet in the
envelope provided (ARSD 05:02:16:40.01).

Hand Coini
Fager Brilor

WHAT GOES IN THE BALLOT BOX:

= Place the voted ballots in an envelope or separated by a wrapper
and then place in the ballot box per ARSD 05:02:16:33.

= Place any voted ballots but not counted in an envelope or
separated by a wrapper with the words “ballots voted but not
counted” added to the wrapper or envelope per ARSD
05:02:16:35. These are also placed in the ballot box.

= Nothing else goes in the ballot box.
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Seal the ballot box clasps with a metal or plastic seal.
Seal any remaining slots with a paper seal.
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Sealed ballot box
Unvoted ballots

Provisional and Uncounted Absentee Ballot Return
Envelope for hand-counted precincts only (
). In optical scan precincts these ballots are still

in the ballot box.

Sealed pollbook and duplicate tally sheets

\oter registration list

Immediate Unofficial Returns of Precinct Vote form (
)

Absentee voting materials

All other election supplies

Hznd <cunizd
tageer 1 ls
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CONGRATULATIONS! You have successfully completed the
“Election School”. You are now ready to serve the voters of
South Dakota. If you have additional questions about your
responsibilities on election day, please consult the person in
charge of your election.

ABSENTEE VOTING

O Any registered voter, without a reason, may vote by
absentee ballot.

O Absentee ballots must be made available no later
than fifteen days prior to the election.

O If you combine with a Primary or General Election,
the ballots must be available 46 days prior to the
election. (SDCI 9-13-21, 13-17-13 and 12-19-1.2)
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ABSENTEE BALLOT APPLICATION

There are many ways to request an absentee ballot:

o

O O O o

Prescribed form (ARSD 5:02:10:01) can be found at www.sdsos.gov .

Federal Post Card Application (FPCA).

Letter.

All the above must be signed, dated and complete.

Check registration list before sending an application or ballot.

« If they aren’t registered include a Voter Registration form with
the application.
o If they aren’t registered but have submitted the application,

they need to complete a voter registration form prior to sending
the ballot.

Give these top priority since there are only 15 days of absentee
voting.

B South Dabota
) Al tie Badet Apcation form
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MAIL-IN ABSENTEE VOTING

o This process is used for any voter who wants to vote absentee through
the mail.

o Application process:

o Check voter registration list.

» Is the application signed and completed?

» Is the application notarized, or signed by an official authorized to
administer oaths, or accompanied by a copy of a photo ID? This
step is waived for overseas military or overseas citizen voters.

o Send the voter the correct ballot, instructions (ARSD 05:02:10:04) and
return envelope (ARSD 05:02:10:05).

o Update absentee voter log (ARSD 05:02:10:06).

HiCH o

AT by 130 11 5 ST Sy
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Return envelope for those military (stateside or overseas) and
overseas citizen voters (residing outside of the U.S.) must be
in this format (05:02:10:08) which provides free postage for
those voters to return their voted absentee ballot to you.

The postage is free if mailed in a U.S. postal system.

If mailed in a non-U.S. Postal system the voter will have to pay the

postage.
NAME AND COMPLETE ADDRESS
s US POSTAGE PAID
e e OFFL A =N 19 USC 3406
- HECHUN MALL sl
= F . PAR AVION
OFFICIAL ABSENTEE BALLOTING MATERIAL - FIRST-CLASS MAIL[
NO POSTAGE NECESSARY IN THE U.S. MAIL . DMM 703.8.0
TO:
Keep an absentee ballot log — ( )

This is a public record

Contents prescribed in

(1) Date of election and party designation if primary ballot;

(2) Name of voter;

(8) Current mailing address of voter;

(4) Voting precinct;

(5) Regular or UOCAVA voter;

(6) Date mailed to voter, given to authorized messenger, or voted
in office;

(7) Name of authorized messenger;

(8) Date returned;

(9) Date application received;

(10) Email address if electronic transmission requested by
UOCAVA voter (this is only for an election a county auditor runs,
a local election does not have the option to transmit a ballot
electronically through the state UOCAVA system); and

(11) Voter registration address.
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Absentee application must be received by 5:00 p.m. the day
before the election.

One application may apply to all elections

If you receive an application for other elections make
sure to share that with the other jurisdictions.

A voter cannot use a Power of Attorney to sign the
application for them. A voter has to make some sort of
mark per .

An individual is allowed to attest to the mark by writing the
voter’s name and then the individual signs and prints their own
name indicating they were a witness to the voter making amark.

If an absentee voter dies before Election Day, the ballot is
not processed or counted.

Inactive voters must complete a new registration form.

Have the voter fill out the form and mail it back
separal:iely from their ballot or else the ballot may not be
counted.

Who can use an authorized messenger?
Only a qualified voter who is because of

Work is not considered confinement. Employers are required under
law to allow an employee up to 2 hours to be absent to vote (SDCL 12-
3-5).

Voter designates on the application for someone to bring them a ballot.

If a nursing home requests that you bring ballots to the residents to vote

absentee, you are to do so.

A for any elective office cannot be an authorized messenger
( ).

No may, in the presence of the voter at or before

the time of voting, display campaign posters, signs or other campaign
materials or by any like means solicit any votes for or against any
person, political party or position on a question submitted. A violation of
this section is a Class 2 misdemeanor ( ).
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ABSENTEE VOTING — ID REQUIREMENTS

o In-person absentee

» Voter must show photo ID or complete personal ID
affidavit.

o Absentee by mail

» Absentee Ballot Application Form must be notarized or
accompanied with a copy of their photo ID.

o UOCAVA (Military servicemen or spouse and overseas
citizens or their spouse)

o Stateside — Form must be notarized or accompanied with
a copy of their photo ID.

o Overseas — ID requirements are waived.

* Only UOCAVA voters may submit their absentee request
by email or fax.

o (Cities and Schools are not able to send ballots to
UOCAVA voters electronically.

QUESTIONS?
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PRECINCTS AND ELECTION BOARDS

o Municipal Precincts (SDCL 9-13-16):

+ Each ward is a precinct and does not have to be the same as for county
elections.

» If precinct had over 500 voters at the last election, then you may choose
to split the precinct into two precincts.

» If you have two contiguous precincts with less than 350 voters, then you
may combine them.

» Any changes to your precincts may have to be done via an ordinance
change and that would have to take effect prior to your notice of
election.

» If you make any changes to your precincts notify your county auditor at
least 45 days preceding your election (SDCL 12-14-1.1).

o If all wards use the same polling place, a single election board
may be appointed (SDCL 9-13-36).

o If all wards are voting on an identical ballot, then a single ballot
box and pollbook may be used (SDCL 9-13-36).

PRECINCTS AND ELECTION BOARDS

o School voting precincts and polling places are determined
by the school board and do not have to be the same as
those used for county elections (SDCL 13-7-11).

o Must notify county auditor of precinct changes at least
45 days before election (SDCIL 12-14-1.1).
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PRECINCTS AND ELECTION BOARDS

ELECTION BOARDS

o SDCL 9-13-16.1 and 13-7-12
» Appointed by the governing body. Notice of Appointment is ARSD
05:02:05:11.01.
* Minimum of one superintendent and two precinct deputies.

» Choose election board members whom you trust and who will do a
good job. If possible, use board members who work for other
elections and are experienced.

» Members of School Boards may serve on election boards as long as
they are not a candidate on the ballot or related within the second
degree to a candidate on the ballot.

o Election board members must be a registered voter and resident of
the precinct they will be working in (SDCL 12-15-12). You may go
outside of the precinct if you've exhausted all options.

o May not be related within the second degree to a candidate on the
ballot (SDCL 12-15-14.3).

o Election board members may not be poll watchers (SDCIL 12-15-2. 1'

DEGREE OF KINSHIP CHART
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QUESTIONS?

COUNTING, CANVASSING
AND RECOUNTING
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PROVISIONAL BALLOTS

O Provisional ballots AR NOT opened or counted on election night.

O If your ballots are counted at the polling place, all the provisional
ballot envelopes must be placed unopened in the Provisional and
Uncounted Absentee Ballot Return Envelope (ARSD 5:02:16:44)
and returned to you. Keep them secure!

O The day after the election you must “diligently investigate” to
determine if the voter was legally entitled to cast a ballot in that
precinct.

O Use the information provided by the voter on the affirmation to
begin your investigation. Ask the county auditor to assist you with
this determination.

PROVISIONAL BALLOT ENVELOPE

You will use the information provided by the voter to assist you in
determining if the provisional ballot will be counted or not.
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PROVISIONAL BALLOTS cont'd

Determining which ballots should be counted.
Voter was registered in that precinct by deadline.
Identity has been verified.
Voter has not been removed from the voter list.
Voter is a resident.

If you determine that there are provisional ballots which must be
counted, a provisional ballot counting board is appointed (
). Follow for process to appoint the board.

Provisional ballot counting board meets to the

Provisional ballot counting board shall count the provisional ballots
which you have certified as countable. The a
Certification of Provisional Ballot Count ( ).

Your canvassing board will add the tally from this certification to the
tallies from the pollbooks.

PROVISIONAL BALLOT NOTIFICATION

Within ten days after the official canvass, you must send each
provisional voter a Notice of Provisional Ballot Determination.

( )

The notice sent to the mailing address of a person who has cast
a provisional ballot shall contain:

Voter's name;

Voter's mailing address;

Election at which the ballot was cast;
Whether the ballot was counted;

If the ballot was not counted, the reason why it was not
counted; and

A telephone number for further information.



OFFICIAL CANVASS
Conducted by the governing body.

states a candidate does not sit on the canvassing board
but instead has a designee. Cities and Schools follow Title 12 when
there is not a statute in their respective Title that covers a process

( ).

There could be a conflict of interest should a candidate sit on the
canvassing board ( ).

Work with your attorney on whether candidates should sit on the
canvassing board.

Schools ( ):

Canvass occurs at the

Certify results to the county auditor ( ).
Municipalities ( ):

Canvass must occur

BOARD OF CANVASSERS

The duties of the official board of canvassers for a local jurisdiction
are as follows ( ):

Open the returns from each precinct which are found in each
poll book;
Satisfy itself that the returns are genuine and not forged;
Tabulate the returns from the precincts and the certification of
provisional ballot count;
Declare the result; and
Make an abstract ( ) of the results of the votes
cast for each of the candidates and each of the issues. The
abstract must be signed and certified by the canvassers under
the seal of the business manager or finance officer of the local
jurisdiction.
There is no need to take the ballot box to the canvassing.
They open the ballot box or recount ballots.



OFFICIAL CANVASS SHEET
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CANDIDATE RECOUNTS

Purpose:

Used to recount the results for a specific municipal or school
board candidate's race.

Deadline to request a recount:

Within five days after official canvass for that office.
Who requests:

A tied or losing candidate.
A recount can be requested for the following reasons:

Municipal- if a race is tied, defeated by five votes or less or
defeated by a margin not exceeding two percent.

School- if a race is tied or defeated by a margin not exceeding two
percent

File with:

Municipal finance officer or school business manager.

CANDIDATE RECOUNT BOARD
Appointed by the person in charge of the election.
One person chosen by each candidate declared elected.

One person chosen by each candidate who is eligible to
request a recount.

If the board consists of an even number of persons, one
additional recount board member shall be appointed
who is mutually agreeable to each candidate involved
in the recount.

The person in charge of the election sets the time and
place for the recount.
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BALLOT QUESTION RECOUNTS

Purpose:

Used to recount the results for a ballot question.
Deadline to file a petition for recount:

Within five days after official canvass for that question.
Who petitions:

Any three registered voters of the municipality or school

district.
Required when:

Defeated by a margin not exceeding two percent.
Petition:

File with:
Municipal finance officer or school business manager.

BALLOT QUESTION RECOUNT BOARD

Appointed by the person in charge of the election and
consists of one person on each side of the question and one
person mutually agreed upon by the other two appointed.

Person in charge of the election shall set the time and
place for the recount.
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RECALLS

WHO CAN BE RECALLED?

o Only applies to Municipalities
o SDCL 9-13-29
o In any municipality, with or without a city manager
* Mayor
+ Commissioner
* Alderman
+ Any member of the board of trustees

RECALLS

GROUNDS FOR RECALL (SDCL 9-13-30)
o Misconduct

o Malfeasance

o Nonfeasance

o Crimes in office

o Drunkenness

o Gross Incompetency
o Corruption

o Theft

o Oppression

o Gross partiality
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RECALLS

PETITION FOR RECALL

o Signed by 15% of the registered voters of the municipality,
based upon the total number of registered voters at the last
preceding general election.

o Petition shall contain a specific statement of the grounds on
which removal is sought.

o Petition form (ARSD 5:02:08:17)

o No signature is valid if sighed more than 60 days prior to the
filing of the petitions.

o New language added to SDCIL, 9-13-30: A challenge to the recall
petition regarding the specific statement of the grounds of the
recall petition must be filed in circuit court within five business
days of the filing of the recall petition. The circuit court shall
conduct an expedited declaratory judgment hearing with no right
to trial by jury.

Questions?

SPECIAL ELECTIONS

Municipalities:

O Initiative

O Referendum

O Recall

O Bond - 60% to pass

O Change in form of government

Schools:

O School start date

O School consolidation/reorganization

O Bond - 60% to pass

O Tax levy opt out — held on or before October 15t

O Discontinue attendance center

O Some capital outlay certificates

O Implementation of a school sentinel program
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SPECIAL ELECTIONS

o If the petition meets the requirements of ARSD 5:02:08:00
and 5:02:08:00.01 the governing body needs to move
forward and set the election date.

o Notices and Publications for Special Elections

» Notice of Voter Registration Deadline.
« Publication of facsimile ballot.
» Notice of Election.

o Notices of Vacancy (for special municipal elections to fill
vacancy).

o One year waiting period after election on form of city
government to vote on the question again (SDCL 9-11-8).

o Tax levy opt out elections require a “NOTICE TO
TAXPAYERS” publication (SDCIL 10-13-35 and 10-12-43).

o Municipality required to publish the entire initiated or

referred measure once a week for two successive weeks
(SDCL 9-20-4 and 9-20-12).

QUESTIONS?
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FINANCIAL INTEREST
STATEMENTS

O Required for 15t Class Municipalities and Schools with
greater than 2,000 average daily membership (ADM)
O There are two types:
O Candidate (SDCIL 12-25-28)
O Filed within 15 days after filing nominating
petition.
O Appointed official would not need to fill this
out.
O Elected Official (SDCL 3-1A-4)
. O Filed within 15 days of being elected.
O Appointed official would need to fill this out.
O Sample forms can be found at www.sdsos.gov
O These are filed with the person in charge of the
@  election.

Statement of Financial Interest
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ELECTED OFFICIAL
Statement of Fimancial Interest
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CAMPAIGN FINANCE SDCL 12-27

WHO IS REQUIRED TO FILE?

o ONLY Ballot Question Committees in 15t Class
Municipalities

o ONLY School district offices and ballot questions in school
districts with ADM greater than 2,000.

o Any other municipality or school that has ordinances in

o Sample forms and campaign finance information can be
found at www.sdsos.gov

- Statement of Organization for Local Jurisdictions
- Disclosure Statement for Local Jurisdictions
‘ + Within this disclosure is suggested filing dates for reports

Statement of Organization Local Jurisdictions
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Local Jurksdictions
” Campaign Fhuu Disclosure Statement
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ADVERTISING DISCLAIMER

Only those committees in those jurisdictions that have
to comply with campaign finance have to use a
disclaimer

The disclaimer must be on printed material or
communication made by a political committee or
political party.

"Paid for by (Name of candidate, political committee,
or political party).“

Small impractical items are exempt.

Buttons, balloons, pins, pens, matchbooks, clothing,
etc.

GOVERNMENT RESTRICTIONS

A city or school may not spend public funds for the purpose
of influencing an election ( ).

No candidate, political committee, or political party may
accept any contribution from any state, state agency,
political subdivision of the state, foreign government, Indian
tribe, federal agency, or the federal government (

).

WHO IS RESPONSIBLE FOR ENFORCING CAMPAIGN
FINANCE LAWS?

State’s Attorney ( )



QUESTIONS?

AUTOMATED TABULATING SYSTEMS

Have a backup plan!
o ARSD 5:02:09:01.02
0O Requires testing of the system twice.
O Notice before each test.
o Create your own “prior” tally sheet and test deck.
WHEN THE POLLS CLOSE:
© Do not open ballot box.
o Complete recap sheet. (ARSD 5:02:09:15)

o If ballot count from recap does not match
. voters in the pollbook, justify pollbook and

‘ registration list.
o Two precinct board members transport ballot

1 box.
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Printer’s note: In central count optical scan precincts, lines 10 and 11 may be completed by
tabulation center employees. The printed form may be changed to reflect this option.

AUTOMATED TABULATING SYSTEMS

TABULATION CENTER (County Auditor’s office)

o Procedures can be found in SDCI, 12-17B-10 through
12-17B-13 and in ARSD 5:02:09:04.04,

o Make sure the counter is set to SORT OUT blank
ballots.

o Make sure the counter is set to NOT SORT overvoted
ballots.

91



BALLOTS

Ballot count:

Compare number of ballots from machine count with
number of ballots on recap sheet.

If discrepancy, note on recap sheet, signed by
tabulation technician and notify resolution board.

If there are five or more ballots than names in the
pollbook, the resolution board shall examine each
ballot for the official ballot stamp.

Unstamped ballots are removed and marked
“unstamped — not counted”.

If the total number of ballots still exceeds the number
of names in the pollbook, ballots equal to the excess
number shall be randomly pulled and not counted.

Retabulate the ballots.

RESOLUTION BOARD

For Primary and General election — one Republican and one Democrat.
For other elections — two persons who are not employees of your
jurisdiction.
Duties:

Any ballot which cannot be counted by the machine shall be examined

by the Board — this would include “blank” ballots which are out sorted.

If any of these ballots are actual blank ballots, reset the machine to
accept the blank ballots and run them through.

If the board cannot agree on the voter’s intent, the ballot is rejected
and so marked.

If the Board agrees on the voter’s intent, a duplicate ballot shall be
made by the Board.

Duplicate shall be marked “Duplicate” and “Official Resolution Ballot”.

Identical serial numbers shall be place on the duplicate and on the
original.

Duplicate shall be counted by the tabulating equipment.
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AUTOMATED TABULATING SYSTEMS
VOTER INTENT

o “A mark that touches the oval on an optical scan ballot shall
be counted as a vote; any mark that does not touch the oval
and is not in the oval may not be counted as a vote.”

o (ARSD 5:02:09:22)
o After the vote count:
o Place ballots in boxes and reseal.
o Remove program boards and store sealed.
o Recounts are conducted according to ARSD 5:02:09:05.

Questions?
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