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SECRETARY OF STATE’S OFFICE

Division of Elections:
• Christine Lehrkamp – Interim Director, Division of 

Elections
• Bailey Tibbs – Elections, Federal Projects & NVRA 

Coordinator
• Heather Irwin – Elections Systems Administrator
• Evan Sippel – Election Coordinator

Contact Information:
• Email – Elections@state.sd.us
• Phone – (605) 773-3537
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SOUTH DAKOTA MUNICIPAL LEAGUE

Jessica Carr, Director of Member Engagement:
• Email – Jessica@sdmunicipalleague.org
• Phone – (605) 224-8654

ASSOCIATED SCHOOL BOARDS OF SOUTH 
DAKOTA

Tyler Pickner, Director of Communications:
• Email – tpickner@asbsd.org
• Phone – (605) 773-8382
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VOTER QUALIFICATIONS
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VOTER QUALIFICATIONS FOR MUNICIPAL AND SCHOOL DISTRICT ELECTIONS

Voter qualifications for municipal and school district elections are established in SDCL 9-13-4.1 and 13-7-4.2.

In order for an individual to vote in either a municipal or school district election, the individual must:
1) Be registered to vote pursuant to SDCL chapter 12-4; and
2) Be a resident of the municipality or school district at the time of the election.

An individual is considered a resident of a municipality or school district if they meet any of the following criteria:
1) The individual “actually lives” in the municipality or school district for at least thirty days each year;
2) The individual is a full-time postsecondary education student who resided in the municipality or school district 

immediately prior to leaving for the postsecondary education; or
3) The individual is on active duty as a member of the Armed Forces whose home of record is within the 

municipality or school district.

Under most circumstances, it is not your job or your election workers’ job to judge the qualifications of individual 
voters, provided that they are registered to vote and appear on your official voter registration list. If there are any 
concerns about an individual’s qualifications, the individual’s right to vote may be challenged by a poll watcher or 
another interested party. There will be more on these challenges in the next webinar!
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VOTER REGISTRATION DUTIES

Pursuant to SDCL 12-4-2, municipal finance officers must conduct voter registration (i.e., the finance office is an 
official voter registration site). School district business managers are not responsible for voter registration.

Voter Registration Process – Municipal Finance Officers:
1. If an individual comes to register to vote, you must provide them with a voter registration form and help them 

complete it if they need any help doing so.
a. It is your duty to ensure that the form is completed correctly before it is handed over (SDCL 12-4-7.2).

2. When you receive a voter registration form, you should date stamp it immediately.
3. After receiving and stamping the form, you should deliver (by mail or in person) it to the county auditor’s office 

as soon as possible.
a. A voter registration form completed at a city finance office during any given week commencing on Tuesday 

through the following Monday must be sent to the appropriate county auditor no later than the following 
Wednesday (SDCL 12-4-5).

b. The voter’s registration will be considered effective on the date that the form is received by the municipal 
finance officer, meaning that there is some flexibility around the deadline day (SDCL 12-4-6.1).
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VOTER REGISTRATION DUTIES (CONT’D)

Voter Registration Process – School District Business Managers:
1. If an individual comes to register to vote, we recommend directing them to the county auditor’s office or a city 

finance officer’s office; however, you may still choose to provide them with a voter registration form.
2. If you receive a voter registration form, you should date stamp it immediately.
3. After receiving and stamping the form, you should deliver it to the county auditor’s office as soon as possible.

a. Since school district business managers do not have any official role in the voter registration process, you 
must deliver the form to the county auditor’s office within ten days or by the voter registration deadline, 
whichever occurs first (SDCL 12-4-3.2). Failure to do so would be a Class 2 misdemeanor.

b. The voter’s registration will be considered effective on the date that the form is received by the county 
auditor, meaning that there is absolutely no flexibility around the deadline day (SDCL 12-4-6.1).

Just for reference, other official voter registration sites include: a driver’s license station, a public assistance 
agency, a Department of Human Services office, military recruitment offices; and the Secretary of State’s office.

Let’s take a quick look at the voter registration form!
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ACTIVE VS. INACTIVE VOTERS

Active Voter: Any voter who has voted or updated their voter registration information in the last four years.

Inactive Voter: Any voter who has not voted or updated their voter registration information in the last four years.

Both active and inactive voters may sign petitions; however, the number of signatures required for a petition is 
calculated based on the number of active voters only.
• SDCL 12-4-34 states: “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.”

Both active and inactive voters may vote; however, inactive voters are required to complete a new voter 
registration form prior to voting (SDCL 12-18-7.4).

When calculating voter turnout, remember to base is on the number of active voters only, just like the signature 
requirements for petitions.

The active/inactive designation of any voter can be found in the official voter registration file!
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IMPORTANT REMINDERS

The voter registration deadline for an election is 5:00 
PM local time fifteen days preceding the election (SDCL 
12-4-5). For this year’s elections, the voter registration 
deadlines are:
• May 18th, for a June election; or
• October 19th, for a November election.

The official in charge of a local election must notify the 
appropriate county auditor(s) of any changes to precinct 
boundaries at least 100 days (45 days in odd-numbered 
years) before the date of their election (SDCL 12-14-
1.1).

When the boundaries of any election precinct are 
changed, the county auditor must immediately change 
the voter registration list (SDCL 12-4-11).
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BALLOT PREPARATION
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BALLOT TYPES & FORMS

Hand-Counted Paper Ballots: The standard type of ballot for 
municipal and school district elections.
• These ballots may be printed by you or by a professional printer.

Optical Scan Ballots: Used for automatic tabulating equipment.
• You may use optical scan ballots if you combine with a county’s 

ballot or if you have your own tabulating equipment.

All ballot forms can be found in ARSD 5:02:06. The forms for most 
municipal and school district elections are as follows:
1. Municipal Election – ARSD 5:02:06:12
2. School District Election – ARSD 5:02:06:15
3. Optical Scan – ARSD 5:02:06:01; 5:02:06:10

If you are having a combined election using separate, hand-counted 
paper ballots, one of the ballots must be white and the others must 
be in contrasting colors that are not yellow.
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CANDIDATE ORDER

Candidate order is determined by lot for both municipalities 
and school districts (SDCL 9-13-21; 13-7-13).
• Candidates may have a representative present to observe 

the drawing, and we recommend that you notify each 
candidate when you are preparing to draw for candidate 
order.

• Be sure to have at least one other person present with you 
when the drawing takes place, even if it is just another 
person from your office.

A candidate’s name should be placed on the ballot exactly as it 
appears on the candidate’s petition.
• Do not include titles or political party affiliation.
• Do not list or mark a candidate as an incumbent.
• Nicknames can sometimes be used (e.g., William “Bill” 

Smith).
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ADDITIONAL NOTES

Remember to proofread your ballots and have 
multiple people verify that they are correct!

If you are using optical scan ballots, you will 
need to provide voters with the instructions 
listed in ARSD 5:02:06:01.02.
• You will need to work with your vendor to 

have them placed on the ballot.

Please work with your attorneys when 
preparing your ballots and finalizing any 
ballot language.

If you would like us to verify the format of 
your ballots, please feel free to email us at 
the email provided on Slide 2.
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ABSENTEE VOTING
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TIMELINE & GUIDE

Any registered voter may, without a reason, vote by absentee ballot (SDCL 12-19-1).

For municipal and school district elections, absentee ballots must be made available no later than fifteen days prior 
to the election (SDCL 9-13-21; 13-7-13).
• Absentee ballots may be made available more than fifteen days prior to the election, but this should not be done 

too early in order to avoid confusion.
• It is always best to work with your jurisdiction’s attorney when planning an alternate absentee voting timeline.

If you combine with the primary or general election and will be having contests on the county ballot, absentee 
ballots must be made available forty-six days prior to the election (SDCL 9-13-21; 12-19-1.2; 13-7-13).
• In this case, the county auditor should be responsible for the absentee voting process, but you may still assist 

them as needed.

If you will be conducting absentee voting for your jurisdiction, please see our Absentee Voting Guide for more 
information on the process: https://sdsos.gov/elections-voting/assets/AbsenteeVotingProcessSchoolCity.pdf. 
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ABSENTEE BALLOT APPLICATION FORM(S)

Most individuals who request an absentee ballot will do so using the 
official absentee ballot application prescribed in ARSD 5:02:10:01.
• This form can be found on the Secretary of State’s website: 

https://sdsos.gov/elections-voting/voting/absentee-voting.aspx. 

You may also see other forms being used, mainly by individuals 
covered by the Uniformed and Overseas Citizen Absentee Voting Act 
(UOCAVA): Members of the Armed Forces, overseas citizens, and 
spouses or dependents.
• These forms include:

1. The Federal Post Card Application (FPCA); and
2. Written requests, which must include everything on the 

standard absentee ballot application form.

Any absentee ballot application form must be signed, dated, and 
complete. All signatures must be original, not electronic.
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ABSENTEE BALLOT APPLICATION REMINDERS

Make sure to check the registration list before sending an 
application or ballot to an individual.

If an individual is not registered or is inactive, include a voter 
registration form with any application that you send.

If an individual is not registered or is inactive but submits an 
absentee ballot application form, they must complete and 
submit a voter registration form before absentee ballots are 
processed.
• It is important to instruct a voter to send their voter 

registration form back separately, not with their ballot.

Give absentee voting your complete attention, since there are 
only fifteen days for absentee voting!

SOUTH DAKOTA SECRETARY OF STATE – DIVISION OF ELECTIONS 

19



ABSENTEE BALLOT LOG

You are required to keep an absentee ballot log (SDCL 12-19-2).
• This log is a public record.

The contents required in an absentee ballot log are prescribed in ARSD 5:02:10:06 and include:
1. Date of election and party designation if primary ballot;
2. Name of voter;
3. 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 (only for elections run by a county 

auditor); and
11. Voter registration address.
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ID REQUIREMENTS

In-Person Absentee: The voter must show a valid form of personal identification (SDCL 12-18-6.1) or complete a 
personal identification affidavit (SDCL 12-18-6.2).
• Valid forms of personal identification include:

1. A South Dakota driver’s license or nondriver identification card;
2. A passport or an identification card, including a picture, issued by an agency of the United States 

government;
3. A tribal identification card, including a picture; or
4. A current student identification card, including a picture, issued by a high school or an accredited 

institution of higher education located within the State of South Dakota.

Mail-In Absentee: The absentee ballot application form must be notarized or accompanied by a copy of a valid form 
of personal identification (SDCL 12-18-6.1; 12-19-2.1).

UOCAVA: Voter identification requirements are waived for all voters covered under UOCAVA, and UOCAVA voters 
may request an absentee ballot by email or fax (SDCL 12-19-2.3).
• Municipalities and school districts may not send ballots to UOCAVA voters electronically (i.e., by email).
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AUTHORIZED MESSENGERS

An individual who is confined because of sickness or disability may designate an authorized messenger on their 
absentee ballot application, and the authorized messenger may bring them a ballot (SDCL 12-19-2.1).
• A request to have a ballot delivered by an authorized messenger must be received by 3:00 PM on the day of an 

election (SDCL 12-19-2.1).
• Work is not considered confinement because employers are required to allow their employees to take up to two 

hours off in order to vote (SDCL 12-3-5).

A candidate for any elective office cannot be an authorized messenger (SDCL 12-19-7.1). Authorized messengers 
may not, in the presence of a voter at or before the time of voting, display campaign materials or solicit any votes 
for or against any person, political party, or position on a ballot question (SDCL 12-19-7.2). 

If an individual is an authorized messenger for more than one voter, they must notify the person in charge of the 
election of all voters for whom they are an authorized messenger (SDCL 12-19-2.2). You must also keep a record of  
authorized messengers!

If a nursing home requests that you bring ballots to its residents to allow them to vote, you may not do so. Only the 
county auditor may do so for a primary or general election (SDCL 12-19-9.1).
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IN-PERSON ABSENTEE VOTING

Use this process for any voter who wants to vote by 
absentee ballot in your office:
1. Check the voter registration list.
2. Confirm that the voter would like to vote in-person 

absentee.
3. Have the voter fill out a combined absentee ballot 

application and envelope.
4. The voter must show a valid form of identification 

or complete a personal identification affidavit.
5. Give the voter the correct ballot.
6. Update your absentee ballot log. 

You should have appropriate booths set up for voters 
to use. You should also have a ballot box in a place 
where voters can deposit their envelopes or in a visible 
area if you are depositing their envelopes. 
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MAIL-IN ABSENTEE VOTING

Use this process for any voter who wants to vote by absentee ballot 
through the mail.

When you receive an absentee ballot application, you should verify:
• Is the person a registered voter?
• Is the application signed and completed?
• Is the application notarized (i.e., signed by an official authorized to 

administer oaths) or accompanied by a copy of a valid form of 
identification, or has the application been submitted by a UOCAVA 
voter?

If everything has been completed correctly, send the voter the correct 
ballot, instructions (ARSD 5:02:10:04), and a return envelop (ARSD 
5:02:10:05). Remember to update your absentee ballot log!
• There is a different return envelope for UOCAVA voters that has free 

postage if mailed through a U.S. postal system (ARSD 5:02:10:08).
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ABSENTEE BALLOT PROCESSING

Your election board will process absentee ballots at 
the polling place when they have time on the day of 
the election or immediately after polls close (SDCL 
12-19-10).
• No absentee ballots may be accepted after polls 

close (SDCL 12-19-12).

Processing includes:
1. Comparing the signature on the ballot envelope 

with the signature on the application, except for 
in-person absentee ballots.

2. Marking the registration list and entering the 
voter’s name in the pollbook.

3. Opening the envelop, placing the official ballot 
stamp on the ballot, and putting the ballot in the 
ballot box.
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ADDITIONAL NOTES

Absentee ballot applications must be received by 5:00 PM or the end of regular office hours on the day before an 
election, whichever is later (SDCL 12-19-2.1). An exception is that a request for an absentee ballot to be delivered 
by authorized messenger, which must be received by 3:00 PM on the day of an election (SDCL 12-19-2.1).
• All ballots must be returned by the time that polls close at 7:00 PM on the day of an election (SDCL 12-19-12).

A voter may submit a single absentee ballot application for all elections in a calendar year (SDCL 12-19-2).
• If the voter’s address changes after submitting an application, they must submit a new one.
• If you receive an application that covers elections outside of your jurisdictions, send a copy of the application to 

election officials in the other jurisdictions.
• Make sure your county auditor(s) have an up-to-date email address that they can send applications to!

An individual may not use a power of attorney to sign an application for another person. The voter requesting an 
absentee ballot must make some kind of mark, which a witness may clarify by writing the voter’s name and their 
own name indicating that they were a witness (SDCL 2-14-2(25)).

If an individual dies after submitting an absentee ballot, the ballot may not be processed or counted and should be 
pulled and labeled with “Unopened by reason of death of voter” (SDCL 12-19-9.2).
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PRECINCTS
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PRECINCTS – MUNICIPALITIES

For municipalities, each ward is considered a precinct 
for election purposes (SDCL 9-13-16).
• For municipalities conducting combined elections 

with a county, you will need to work with the county 
auditor to determine which precincts will be used.

Precinct boundaries must be changed by ordinance 
prior to the publication of your first notice of election. 
You should also ensure that there is sufficient time for 
the county auditor to make changes to the voter file.

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

If all wards are voting in an election, a single election 
board, ballot box, and pollbook may be used if the ward 
ballots are different colors (SDCL 9-13-36).

SOUTH DAKOTA SECRETARY OF STATE – DIVISION OF ELECTIONS 

PRECINCTS – SCHOOL DISTRICTS

For school districts, precincts and polling places are 
determined by the school board (SDCL 13-7-11).
• For school district conducting combined elections 

with a county, you will need to work with the county 
auditor to determine which precincts will be used.

Precinct boundaries can only be changed prior to the 
publication of your first notice of election. You should 
also ensure that there is sufficient time for the county 
auditor to make changes to the voter file.

REMINDER!

You must notify the appropriate county auditor(s) of 
any changes to your precinct boundaries at least 100 
days (45 days in odd-numbered years) before the date 
of your election (SDCL 12-14-1.1).
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ELECTION WORKERS
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APPOINTING ELECTION WORKERS

Per SDCL 9-13-16.1 and 13-7-12, election workers are 
appointed by the governing body of your municipality 
or school board.
• The notice of appointment is established in ARSD 

5:02:05:11.01.
• There must be at least one precinct superintendent 

and two precinct deputies.
• If you are combining with a county for your election, 

you will need to work with the county auditor when 
appointing election workers. Follow your agreement!

Choose election workers that you trust and try to use 
experienced election workers when possible.

School board members may serve as election workers, 
provided that they are not on the ballot or related 
within the second degree to a candidate on the ballot.
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APPOINTING ELECTION WORKERS 
(CONT’D)

Election workers must be registered to vote and 
reside in the precinct in which they will be working 
(SDCL 12-5-2).
• You may appoint someone from outside the 

precinct if there are no other options.

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

Election workers may not be poll watchers (SDCL 
12-15-2.1).

An 18-year-old student may be excused from 
school to be an election official (SDCL 13-27-6.1).
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TRAINING ELECTION WORKERS

As election officials, it is your responsibility to ensure 
that your election workers are properly trained and 
ready to perform their duties on the day of the election.

The Secretary of State’s office has produced two 
documents for you to use when training election 
workers.

The Election Worker Training PowerPoint is meant to 
help you instruct your election workers prior to election 
day.

The Election Day Precinct Manual is a shorter guide for 
your election workers to reference if they have any 
questions on the day of the election.

Let’s take a quick look at these materials!
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QUESTIONS?
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