Tiana Epps-Johnson Email 2020-07-13
So good to meet you. I’m really looking forward to working with you in the coming months! As
Vicky shared, I’m reaching out to accomplish a few things:
•
•
•

Share the WI Safe Voting Plan grant agreement for your review (attached)
Collect point of contact information
Schedule a kick-off meeting to take place next week

Grant Agreement
A draft grant agreement is attached for your review.
Actions needed:
1. Please review the agreement. Are there any requested revisions?
As of this date, there are no revisions. Do we have the ability to change some things, given
your assistance?
2. Are there any additional approvals required before you’re able to accept the grant funds?
If so, what are those steps? And what is the anticipated approval timeline?
Yes, we need the Finance Committee to approve acceptance of the grant, which will go to the
common council on the 21st. That would be all that is necessary.
Point of Contact Information
We want to be sure we direct our communications to the folks on your end best suited to
respond.
Actions needed:
1. Please share the following:
a. Primary point of contact (Name, Email, Phone)
Celestine Jeffreys, Celestine.Jeffreys@greenbaywi.gov, 920-448-3006
b. Clerk’s office contact (Name, Email, Phone)
Kris Teske, Clerk, Kris.Teske@greenbaywi.gov, 920-448-3014
c. Mayor’s office contact (Name, Email, Phone)
Mayor Eric Genrich, Eric.Genrich@greenbaywi.gov, 920-448-3005
d. Finance contact (Name, Email, Phone)
Diana Ellenbecker, Diana.Ellenbecker@greenbaywi.gov, 920-448-3025

Kick-off Meeting
We would like to schedule a one-hour kickoff meeting to take place next week. We’d like to use
the meeting to:
• Meet each other’s teams
• Share an overview of the technical assistance we have available to support
implementation of your plans

•

Learn about the elements of the Wisconsin Safe Voting Plan where you might like
implementation support

Actions needed:
1. Please share who should be in attendance at this meeting.
2. Stephanie Hummel--Planner
3. Mike Hronek—IT Director
4. Shelby Edlebeck—Webmaster and Digital Coordinator
5. Joe Faulds—HR Director
6. Joanne Bungert—Deputy City Attorney
7. Matt Buchanan—Economic Development
8. Pam Manley—Assistant Finance Director

9. What times are available for the group listed above to meet during the Week of July 20
between 9am and 6pm CT?
We will most likely have more than the people listed above in the team. We have some other
teams at City Hall, and I’d like to include those members. I’m going to suggest Thursday
morning, but let me get you an exact time. I’ve set aside 7/23 at 9:30 central. Is 1.5 hours
enough?
Response
Please submit one response on behalf of the City to the actions items/questions above by close
of business Thursday, July 16.
You’re welcome to respond via this email if that is most convenient for you. Alternatively, I’ve
created this short form to capture responses: https://forms.gle/CsaW2jp9bRQt4AXK8. I’ve also
included the form below in this email.
Please reach out with any questions!
All the best,
Tiana

July 24, 2020

City of Green Bay

Dear Mayor Genrich,
I am pleased to inform you that the Center for Tech and Civic Life (“CTCL”) has decided to
award a grant to support the work of the City of Green Bay.
The following is a description of the grant:
AMOUNT OF GRANT: One million, ninety-three thousand, four hundred US dollars
(USD $ 1,093,400.00).
PURPOSE:

The grant funds must be used exclusively for the public
purpose of planning and operationalizing safe and secure
election administration in the City of Green Bay in accordance
with the Wisconsin Safe Voting Plan 2020 (“Appendix”).

Before we transmit these funds, we ask that you sign this agreement promising to use the
grant funds in compliance with United States tax laws. Specifically, by signing this letter
you agree to the following:
1.

The City of Green Bay is a U.S., state, or local government unit or political
subdivision in the meaning of 26 USC 170(c)(1).

2.

This grant shall be used only for the public purpose described above, and for
no other purposes.

3.

The City of Green Bay shall not use any part of this grant to give a grant to
another organization unless CTCL agrees to the specific sub-recipient in
advance, in writing.

4.

The City of Green Bay has produced a plan for safe and secure election
administration in 2020, including an assessment of election administration
needs, budget estimates for such assessment, and an assessment of the
impact of the plan on voters. This plan is attached to this agreement as an
Appendix. The City shall expend the amount of this grant for purposes
contained in this plan by December 31, 2020.

5.

This grant is intended to support and shall be used solely to fund the
activities and purposes described in the plan produced pursuant to
paragraph 4.

6.

The City of Green Bay shall produce a report documenting how this grant has
been expended in support of the Appendix. This report shall be provided to
CTCL by January 31, 2021.

7.

The City of Green Bay shall not reduce or otherwise modify planned
municipal spending on 2020 elections, including the budget of the City Clerk
of Green Bay (“the Clerk”) or fail to appropriate or provide previously
budgeted funds to the Clerk for the term of this grant. Any amount reduced
or not provided in contravention of this paragraph shall be repaid to CTCL up
to the total amount of this grant.

8.

CTCL may discontinue, modify, withhold part of, or ask for the return of all or
part of the grant funds if it determines, in its sole judgment, that (a) any of
the above conditions have not been met or (b) it must do so to comply with
applicable laws or regulations.

9.

The grant project period of June 15, 2020 through December 31, 2020
represents the dates between which covered costs may be applied to the
grant.
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Your acceptance of these agreements should be indicated below. Please have an
authorized representative of The City of Green Bay sign below, and return a scanned copy
of this letter to us by email at grants@techandciviclife.org
On behalf of CTCL, I extend my best wishes in your work.
Sincerely,

Tiana Epps Johnson
Executive Director
Center for Tech and Civic Life

Accepted on behalf of the City of Green Bay:

By: __________________________

Mayor
Title: _________________________

07 / 28 / 2020
Date:_______________________

APPENDIX: Wisconsin Safe Voting Plan 2020 Submitted to the Center for Tech & Civic Life

June 15, 2020
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Wisconsin Safe Voting Plan 2020
Submitted to the Center for Tech & Civic Life
June 15, 2020
The State of Wisconsin found itself in the midst of an historic election in April of 2020
when statewide elections occurred in the midst of the COVID-19 pandemic. These
elections included not only the presidential preference vote, but also local races for city
councils, county boards, school board, and mayors, a statewide election for a seat on
the Wisconsin Supreme Court, and numerous district-wide school referenda.
Municipalities were required to make rapid and frequent adjustments to ensure
compliance with the rapidly changing Supreme Court, Wisconsin Supreme Court, and
Wisconsin Election Commission (WEC) rulings about the election. (The April 2020
Election may go down in history as the only election in which the Wisconsin Supreme
Court and the US Supreme Court weighed in on the same day on how the election
would be conducted.)
The shifting legal landscape was also complicated by the extraordinary lengths
municipal clerks went to to ensure that both voting and election administration were
done in accordance with prevailing public health requirements.
As mayors in Wisconsin’s five biggest cities - Milwaukee, Madison, Green Bay,
Kenosha, and Racine - we seek to work collaboratively on the two remaining 2020
elections (August 11th and November 3rd) to: safely administer elections to reduce the
risk of exposure to coronavirus for our residents as well as our election officials and poll
workers; identify best practices; innovate to efficiently and effectively educate our
residents about how to exercise their right to vote; be intentional and strategic in
reaching our historically disenfranchised residents and communities; and, above all,
ensure the right to vote in our dense and diverse communities.
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Table 1: Summary of Municipalities’ Electorate Data, June 2020
Green Bay

Kenosha

Madison

Milwaukee

Racine

Estimated Eligible
Voters

71,661

73,000

213,725

430,000

56,000

Registered Voters

52,064

47,433

178,346

294,459

34,734

2020 Election
Budget

$329,820

$205,690

$2,080,283

$2,986,810

$409,529

All five jurisdictions share concerns about how to best facilitate voter participation and
limit exposure to coronavirus. All five jurisdictions spent all or most of the budgeted
resources for all of 2020 on the extraordinary circumstances this Spring. If no plan is
approved, it will leave communities like ours with no choice but to make tough decisions
between health and the right to vote; between budget constraints and access to
fundamental rights. The time that remains between now and the November Election
provides an opportunity to plan for the highest possible voter turnouts in the safest
possible ways.
We are collectively requesting a total of $6,324,527 as summarized in Table 3 below
and detailed extensively in the plan.
Review of the April 2020 Election
The April 2020 election placed two sacred duties of cities in conflict: keeping our
residents safe and administering free and fair elections. Since Wisconsin’s elections are
administered at the municipal level, each municipality was on its own to deal with these
dynamics. Our Municipal Clerks and their staff are all remarkable public servants, who
responded nimbly and effectively to marshal the resources needed to run these
elections under exceedingly challenging circumstances. In this election, all five of our
municipalities faced:
● Precipitous drop-offs of experienced poll workers;
● A scramble to procure enough PPE to keep polling locations clean and
disinfected and to mitigate COVID-19 risk for election officials, poll workers, and
voters;
● A never-before-seen increase in absentee ballot requests;
● High numbers of voters who struggled to properly submit required photo ID
and/or provided insufficient certification of absentee ballot envelopes; and
● Voters who, understandably, were completely confused about the timeline and
rules for voting in the midst of a pandemic and required considerable public
outreach and individual hand-holding to ensure their right to vote.
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See Table 2, below, for detailed data on all five municipalities’ April 2020 absentee mail
and in-person early voting experiences.
Table 2: Summary of Municipalities’ Experiences in April 2020 Election
Green Bay Kenosha

Madison

Milwaukee

Racine

# of voters who requested
absentee ballots for April
election

15,509

16,017

89,730

96,712

11,615

# of absentee ballots
successfully cast in April

11,928

13,144

77,677

76,362

9,570

# of absentee ballot
requests unfulfilled due to
insufficient photo ID

Unknown

Unknown

1,840

2.5%

Estimated
hundreds

# of absentee ballots
rejected due to incomplete
certification

312

196

618

1,671

368

# of secure drop-boxes for
absentee ballot return

1

2

3

5

1

# of days of early voting

12

10

19

14

13

Use curbside voting for
early voting?

✔

✖

✔

✔

✔

# of voters who voted
in-person early absentee

778

85

4,930

11,612

1,543

# of additional staff enlisted
for election-related efforts

86

60

225

95

20

$ spent on PPE

$2,122

$13,000

$6,305

Unknown

Unknown

# of polling locations

2

10

66

5

14

Use drive-thru or curbside
voting on Election Day?

✔

✖

✔

✔

✔
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Comprehensive Election Administration Needs for 2020
In early June 2020, all five municipal clerks and their staff, with review and support from
all five cities’ Mayors and Mayoral staff, completed a detailed, multi-page template
(attached) providing both data and information about the municipalities’ election plans
and needs. This Wisconsin Safe Voting Plan 2020 is based on that comprehensive
information. All five of our municipalities recommend the following four strategies to
ensure safe, fair, inclusive, secure, and professional elections in our communities for
the remaining 2020 elections:
Recommendation I: Encourage and Increase Absentee Voting (By Mail and Early,
In-Person)
1. Provide assistance to help voters comply with absentee ballot requests &
certification requirements
2. Utilize secure drop-boxes to facilitate return of absentee ballots
3. Deploy additional staff and/or technology improvements to expedite & improve
accuracy of absentee ballot processing
4. Expand In-Person Early Voting (Including Curbside Voting)
Recommendation II: Dramatically Expand Strategic Voter Education & Outreach
Efforts, Particularly to Historically Disenfranchised Residents
Recommendation III: Launch Poll Worker Recruitment, Training & Safety Efforts
Recommendation IV: Ensure Safe & Efficient Election Day Administration
As detailed in this plan, our municipalities are requesting a total of $6,324,567 to
robustly, swiftly, comprehensively, and creatively implement these four strategic
recommendations in each of our communities. That request is summarized as follows in
Table 3, below, and detailed extensively in the remainder of this plan.
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Table 3: Summary of Resources Needed to Robustly Implement All Four
Recommendations
Recommendation

Green Bay

Kenosha

Madison

Milwaukee

Racine

Totals

Encourage and
Increase
Absentee Voting
By Mail and
Early, In-Person

$277,000

$455,239

$548,500

$998,500

$293,600

$2,572,839

Dramatically
Expand Strategic
Voter Education
& Outreach
Efforts

$215,000

$58,000

$175,000

$280,000

$337,000

$1,065,000

Launch Poll
Worker
Recruitment,
Training & Safety
Efforts

$174,900

$145,840

$507,788

$800,000

$181,500

$1,810,028

Ensure Safe &
Efficient Election
Day
Administration

$426,500

$203,700

$40,500

$76,000

$130,000

$876,700

Totals:

$1,093,400

$862,779

$1,271,788

$2,154,500 $942,100

$6,324,567
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Recommendation I: Encourage & Increase Absentee Voting By Mail and Early,
In-Person
Of all the things that need to be done to ensure access and safety at the polls, this is
perhaps the most important and timely. It is time, resource, and labor intensive but
results in the voter being able to vote by mail or from the relative safety of their car or at
a socially distanced and carefully planned early voting site.
Overview of Absentee Voting in Wisconsin
Before discussing our strategies and plans to encourage and increase absentee voting,
both by mail and in-person, early voting, it’s important to first understand the absentee
voting context in Wisconsin.
There are two ways to vote early in Wisconsin: in-person and through the mail. Both
are technically called “absentee voting,” a phrase held over from a time when absentee
voting required you to affirm that you were over 80, ill, or going to be out of the
municipality on Election Day. Those requirements no longer exist in the statutes, and
people can vote early, or absentee, for any reason. The April 2020 election saw
dramatic increases in the number of absentee ballot requests over previous elections.
While for many regular voters, absentee voting - whether completed by mail or early,
in-person - is a relatively easy process, our five cities understand that absentee voting
does not work easily for all voters. Our communities of color, senior voters, low-income
voters without reliable access to the internet, people with disabilities, and students all
have legitimate concerns about the absentee voting process.
Voting absentee by mail has been complicated by the fairly recent imposition of state
law requiring voters to provide an image of their valid photo ID prior to first requesting
an absentee ballot. While this works relatively easily for voters who have valid photo IDs
and the technology necessary to upload an image file of that valid ID into the state’s
myvote.wi.gov website, it does not work well or easily for other voters who do not have
valid photo ID (complicated by closure of DMVs due to the pandemic), lack access to
reliable internet (also complicated by coronavirus-related closures or reduced hours at
libraries and community centers, leaving those residents without regular public internet
access that our municipalities normally provide), those who don’t have smart phones to
take and upload photos, and those who need additional education about what
constitutes a valid photo ID. (For example, countless voters in our municipalities
attempted to submit “selfies” as valid photo ID. Explaining to them that this was not a
valid form of photo ID and instructing them on how to properly submit valid ID took
considerable staff time and resources.)
Once the absentee ballot is received, it must be completed correctly to be successfully
cast, and there are numerous certification requirements on the absentee ballot
envelope; if not correctly completed, the ballot could be rejected. Prior to this April’s
6

election, very small numbers of voters had traditionally chosen to cast ballots by mail.
Municipal clerks’ offices simply were not prepared and do not have the staffing or
technological resources needed to quickly process dramatically higher numbers of
absentee ballot requests, troubleshoot problems, answer voter questions, provide
information and to expedite the processing of thousands of received absentee ballots on
Election Day.
In-person early absentee voting also poses challenges for voters and election
administrators. While all of our communities had previously offered early voting
locations and hours, April’s election required election officials to creatively and quickly
expand in-person early voting opportunities, including curbside voting, all while
prioritizing necessary COVID-19 precautions.
As indicated by Table 4, below, all five of our municipalities are already experiencing
dramatic increases in the number of voters requesting to vote absentee, compared to
pre-pandemic, and must procure resources to enable voters in our communities to
meaningfully access absentee voting.
Table 4: Absentee Ballots in All Municipalities as of June 2020
Green
Bay

Kenosha

Madison

Milwaukee

Racine

# of voters on permanent
absentee list prior to
2/18/20

1,628

1,856

2,062

6,252

613

# of voters on permanent
absentee list as of 4/7/20

4,306

3,469

8,665

23,374

2,684

# of voters who have
already requested
absentee ballots for
August 2020

5,162

9,450

36,092

53,438

3,389

# of voters who have
already requested
absentee ballots for
November 2020

4,859

9,123

34,164

50,446

3,204

We are committed to making voting accessible via mail, in-person prior to Election Day,
and at the polls on Election Day. Particularly in the midst of a global pandemic when
many voters are rightfully apprehensive about in-person voting, we want to ensure that
voters in our communities know they have options and we are committed to conducting
the necessary voter outreach and education to promote absentee voting and encourage
higher percentages of our electors to vote absentee.
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Increasing the number of voters who cast votes prior to Election Day minimizes the risk
of spreading COVID-19 on Election Day from in-person contacts at our polling locations,
and it reduces the chance for lines and delays in voting on Election Day.
The Wisconsin Election Commission (WEC) has approved a proposal to mail all
registered voters absentee ballot request forms, which allows our five communities to
focus on helping voters overcome the barriers to successfully returning those forms so
they can obtain, and then successfully submit, their completed absentee ballots. This
measure will provide absentee request information directly to voters, alleviating the
need for municipalities to expend the cost to send the mailing. However, it is unclear
how this measure will affect the workload of municipal clerks. Although the WEC has
directed that the forms be returned to the WEC for entry, municipal clerks must still
review each record, process, mail, record receipt and canvass each absentee ballot.
All of our municipalities anticipate continued large increases in absentee voting based
on the April 2020 trends. Milwaukee, for example, anticipates that 80% of residents will
vote absentee by mail for both the August primary and the November general election.
All five cities have identified numerous barriers to successful absentee voting, including:
voters facing numerous challenges to successfully submitting valid photo ID; voters
needing assistance complying with absentee ballot certification requirements, including
obtaining the required witness signature on the absentee ballot return envelope; the
labor-intensive process faced by all of our clerks’ offices of processing absentee ballot
requests; and U.S. Postal Service errors and mail delays. All of these are challenges for
our municipalities in normal elections, but they are all compounded by the coronavirus
pandemic, and made exponentially more difficult by the unprecedented volume of
absentee voting requests. This puts tremendous strain on municipal election clerks and
their staff.
Our five cities share the desire to assist as many residents as possible with casting
ballots before Election Day, serving as the greatest opportunity we have to mitigate the
spread of COVID-19 in our communities. We have identified several strategies to help
voters in each of our communities overcome these barriers to successful absentee
voting, both by mail and in-person early voting.
Overall, our five communities are requesting $2,572,839 in resources related to
enabling our municipalities to overcome these particular barriers and ensure that our
voters can meaningfully access absentee voting, both by mail and in-person early
voting. These strategies and resource needs are broken down into four distinct
component recommendations, within the overall umbrella of increasing and encouraging
absentee voting:
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1. Provide assistance to help voters comply with absentee ballot requests &
certification requirements
● Green Bay: The City would like to employ bilingual LTE “voter navigators”
($45,000) to help residents properly upload valid photo ID, complete their ballots
and comply with certification requirements, and offer witness signatures. These
voter navigators can assist voters prior to the elections and then also be trained
and utilized as election inspectors. They would also like to utilize paid social
media and local print and radio advertising to educate and direct voters in how to
upload photo ID and how to request and complete absentee ballots. ($2,000)
Total: $47,000
● Kenosha: The City would like to have Clerk’s staff train library staff on how to
help residents request and complete absentee ballots, would like to produce
($3,000) and mail ($26,200) a bilingual absentee ballot instruction sheet with all
absentee ballots to increase correctly completed and submitted ballots. The City
would like to hire a trainer for seasonal election workers, volunteers and poll
workers. This employee would also coordinate assignments to polling locations,
the early driver up voting site, the Clerk’s office for assistance in processing, data
entry and filing of absentee requests and the Absentee Board of Canvassers
(approximately $50,000). The increase in absentee ballots due to COVID-19 has
tremendously increased the workload of the department. In order to properly
serve the citizens and voters additional LTE employees are needed
(approximately $175,000). Total: $254,200
● Madison: Plans to hold curbside “Get your ID on File” events with the Clerk this
summer utilizing volunteers or paid poll workers ($15,000) equipped with PPE
(estimated $5,000) and digital cameras ($4,500) to capture voter ID images for
voters who are unable to electronically submit their IDs to the Clerk’s office. They
also need large flags to draw attention to these curbside sites ($4,000). Would
also like mobile wifi hotspots and tablets for all of these sites ($100,000) so
voters could complete their voter registration and absentee requests all at once,
without having to wait for staff in the Clerk’s office to follow up on paper forms.
(These mobile wifi hotspots, tablets, and flags, could all then be repurposed for
early in-person voting closer to the election.) Total: $128,500
● Milwaukee: The City notes that the biggest obstacle to Milwaukee residents,
particularly those in poverty, to applying for an absentee ballot in April was
access to the internet and securing an image of their photo ID. To address this,
the City will be promoting and utilizing Milwaukee Public Library branch staff
($90,000 for both elections) for 3 weeks prior to each election to assist any
potential absentee voters with applying, securing, and uploading images of their
valid photo ID. Total: $90,000
● Racine: The City will recruit and promote ($1,000), train ($3,000), and employ
paid Voter Ambassadors ($8,000) who will be provided with both PPE and
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supplies ($4,000) and set up at the City’s community centers to assist voters with
all aspects of absentee ballot request, including photo ID compliance. Due to the
increase of absentee mailed requests the City of Racine will need an additional 2
full time staff members in the Clerk’s Office in order to have a reasonable turnaround time for absentee requests ($100,000). Total: $116,000.
Total: $635,700
2. Utilize Secure Drop-Boxes to Facilitate Return of Absentee Ballots
Our five communities all share a desire to expand voters’ ability to easily return
absentee ballots to the municipality without having to rely on the postal service, since,
after April’s election, many voters are (rightfully) apprehensive that putting their
completed ballot in the mail does not guarantee it will be received and counted by the
municipality by statutory deadlines. Voters also need to have confidence that they are
returning their completed absentee ballots into secure containers that are not at risk of
tampering. All five cities need resources to purchase additional secure drop-boxes and
place them at key locations throughout their cities, including libraries, community
centers, and other well-known places, to ensure that returning completed ballots is as
secure and accessible to voters throughout our cities as possible.
● Green Bay: The City would like to add secure (security cameras $15,000) ballot
drop-boxes (approximately $900 each) at a minimum of the transit center and
two fire stations, but if funding were available would also install secure drop
boxes at Green Bay’s libraries, police community buildings, and potentially
several other sites including major grocery stores, gas stations, University of
Wisconsin Green Bay, and Northern Wisconsin Technical College, in addition to
the one already in use at City Hall. Total: $50,000
● Kenosha: The City currently has two drop-boxes that are checked throughout
the day, and would like to install 4 additional internal security boxes at Kenosha
libraries and the Kenosha Water Utility so that each side of town has easy
access to ballot drop-boxes. Total: $40,000
● Madison: The City would like to have one secure drop box for every 15,000
voters, or 12 drop boxes total ($36,000). The City would also like to provide a
potential absentee ballot witness at each drop box, utilizing social distancing and
equipped with PPE (staff costs unknown): Total: $50,000
● Milwaukee: The City would like to install secure 24-hour drop boxes at all 13
Milwaukee Public library branches, staffed with socially distanced volunteers to
serve as witnesses. Total: $58,500
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● Racine: The City currently has one secured drop box for absentee ballots, and
would like to have 3 additional drop boxes, each equipped with security cameras,
to install at key locations around the City. Total: $18,000.
Total: $216,500
3. Deploy Additional Staff and/or Technology Improvements to Expedite &
Improve Accuracy of Absentee Ballot Processing
The process of assembling and mailing absentee ballots is labor-intensive, slow, and
subject to human error. Absentee ballot requests must be approved and entered into
the statewide system, labels must be printed and applied to envelopes, ballots must be
initialled, folded, and inserted into the envelope along with instructions. Ballots must be
logged when received back from the voter. Undeliverable ballots must be reviewed,
reissued or canceled. When voters make mistakes on ballots the requests to reissue
must be completed. These tasks are time-consuming and utilizing existing clerk’s office
staff pulls them away from all of the other service requests, phone answering, and tasks
handled by busy municipal clerks’ offices.
The tremendous increase in absentee ballot requests in April was unprecedented, and
municipal clerks and their staff were unprepared for the volume. They responded
remarkably well - particularly since many of their staff were, by late March and early
April, working remotely or, at a minimum, all needing to adhere to social distancing and
masking precautions when working together in the same room - but all five
municipalities need additional resources to accurately and swiftly process absentee
ballot requests.
● Green Bay: The City needs 45 additional staff to process absentee ballot
requests before the election, to open and verify envelopes on Election Day, and
insert them into the tabulators. After the election, staff are needed to enter new
voter registrations and assist with all election certification tasks ($140,000 for
staffing) The City would also like to purchase a ballot opener and ballot folder to
expedite processing ($5,000). Total: $145,000.
● Kenosha: The City needs resources for absentee ballot processing, to staff and
process early, in-person absentee requests, and to answer voters’ questions
(approximately $100,000). Additional workers are also needed to canvass
absentee ballots (approximately $11,000) Total: $111,000
● Madison: Based on data from April, the City estimates it will need additional
staffing ($110,000) for hourly election clerks for the fall elections, and will incur
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additional overtime costs ($100,000) for staff processing of absentee ballots and
other election-related tasks. Total: $210,000
● Milwaukee: Given its tremendous volume of absentee ballot requests and
processing tasks which far exceeds that of the other municipalities, Milwaukee
would like to completely automate and expedite the assembly and mailing of
requested absentee ballots. The City would like to purchase a high-speed,
duplex printer, a top-of-the-line folding machine, and a high quality folding and
inserting machine. This would reduce staff costs and eliminate the use of
absentee labels, by enabling the City to print directly onto inner and outer
envelopes. This would also allow the City to have a small 2D barcode that the
inserter machine would be able to scan to ensure that the outer envelope is for
the same voter; increasing quality controls. This automation would enable the
City to eliminate the assembly delay no matter the volume of daily absentee
requests, allowing experienced election workers and previously trained election
temporary employees to be re-deployed to early voting sites as supervisors and
lead workers. Total: $145,000
● Racine: To process absentee ballot requests in April, the City estimates that it
will need seven additional full-time employees to process fall election requests.
These employees will be needed full-time for one month prior to the August
Election (approximately $17,000) and seven weeks prior to the November
election (approximately $30,000). Total: $47,000
Total: $658,000
4. Expand In-Person Early Voting (Including Curbside Voting)
For a variety of reasons, many voters in our municipalities do not want to vote by mail
and prefer to vote in-person. As a result of the coronavirus, far more voters are
interested in early, in-person absentee voting (EIPAV) than we’ve seen in previous
elections, wishing to avoid lines or crowds on Election Day. All five municipalities would
like to have resources to accommodate these early, in-person voters. Expanding access
to early, in-person voting also will lessen lines at polling places on Election Day and
allow for proper social distancing and other pandemic precautions to be uniformly
implemented.
Curbside and drive-thru voting have been very popular with residents of our
municipalities, particularly for those with health concerns who can remain in the cars
and have a virtually contact-less voting process. For example, Milwaukee previously
operated in-person early voting for one week leading up to the April election at three
sites and then transitioned to one site of drive-thru voting. 11,612 cast ballots through
these options: 5,571 via in-person and 6,041 at drive-thru, and these numbers represent
a 46% increase over April 2016 “early voting” totals. However, it is slow-moving and
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labor-intensive. Additionally, particularly in the larger cities among us, it requires law
enforcement and traffic control assistance to help manage traffic.
● Green Bay: The City would like to expand and establish at least three EIPAV
sites in trusted locations, ideally on the east (potentially UWGB) and west sides
(potentially NWTC or an Oneida Nation facility) of the City, as well as at City Hall.
The City is planning to offer early voting starting two weeks before each election,
with several weekdays available until 6:30pm and Saturdays 10am-4pm. They
would like to staff these early voting sites with election inspectors who are
bilingual and would like to increase the salary rate for these bilingual election
inspectors to assist with recruitment and retention, as well as in recognition of
their important role at these sites. The City also will need to print additional
ballots, signage, and materials to have available at these early voting sites.
Total: $35,000.
● Kenosha: The City plans to have one early voting location, at City Hall, and
plans to hold early voting two weeks before the August election, with no weekend
or evening hours planned, and 4 weeks before the November election, with
access until 7pm two days/week and Saturday voting availability the week before
the election. If City Hall is still closed to the public, they will explore offering early
drive thru voting on City Hall property. Resources are needed for staffing
(approximately $40,000), PPE ($1,050), signage ($200), laptops, printers, and
purchase of a large tent ($8,789) to utilize for drive thru early voting. Staff could
see voters’ ID, print their label, hand them their ballot, and then collect the
completed envelope. This would also allow staff to help voters properly do
certification and provide witness signatures if necessary. The City could do this
for one full week before elections. Total $50,039.
● Madison: The City would like to provide 18 in-person absentee voting locations
for the two weeks leading up to the August election, and for the four weeks
leading up to the November election. Their original plan was to offer in-person
absentee voting at all nine library locations, the City Clerk’s Office, a city garage,
Edgewood College, two Madison College locations, and four UW-Madison
locations. Due to weather uncertainties, they will need to purchase and utilize
tents ($100,000) for the curbside voting locations in order to protect the ballots,
staff, and equipment from getting wet and will also need large feather flags to
identify the curbside voting sites. (Additional staff costs covered by the earlier
question re. Absentee ballot processing.) The City would also like to get carts
($60,000) for our ExpressVote accessible ballot marking devices so we can use
the ExpressVote for curbside voting to normalize the use of ExpressVote to help
voters with disabilities feel less segregated during the voting process.Total:
$160,000.
● Milwaukee: The City would like to set up 3 in-person early voting locations for
two weeks prior to the August election ($150,000) and 15 in-person early voting
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locations and 1 drive-thru location, potentially at a central location like Miller
Park, for four weeks prior to the November election ($450,000). (Establishing this
many EIPAV sites requires a significant investment in IT equipment, an additional
ballotar printer, tents, signage, and traffic control assistance. Milwaukee would
also like to offer evening and weekend early voting hours which would add
additional costs for both August ($30,000) and November ($75,000). Total:
$705,000.
● Racine: The City would like to offer a total of 3 EIPAV satellite locations for one
week prior to the August election, as well as offering in-person early voting curbside, if City Hall is still closed to the public - at the Clerk’s office for 2 weeks
prior to the August election. For the November election, Racine would like to offer
EIPAV at 4 satellite locations two weeks prior to the election and at the Clerk’s
office (again, potentially curbside) 6 weeks prior. The City would need to obtain
PPE, tents, supplies and cover staff time and training ($40,000). Racine would
also like to have all satellite locations available for half-day voting the two
Saturdays ($17,000) and Sundays ($17,000) prior to the November election, and
the library and mall locations would be open until 8pm the week prior to the
Election. Additional resources needed include one-time set-up fee per location
($7,500), laptops and dymo printers ($10,000), training ($1,100), and signage
($12,000.) As well, the City would like to host at least one drive-thru Voter
Registration Day, where City Hall would be set up for residents to come get
registered, curbside, and get their voting questions answered by Clerk’s staff.
Newly registered voters could also get assistance requesting absentee ballots for
upcoming elections while they’re there. ($8,000) Total: $112,600
Total: $1,062,639.00
Recommendation I Total for All Strategies to Encourage and Increase Absentee
Voting by Mail and Early, In-Person: $2,572,839.00
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Recommendation II: Dramatically Expand Voter & Community Education &
Outreach, Particularly to Historically Disenfranchised Residents
All five municipalities expressed strong and clear needs for resources to conduct voter
outreach and education to their communities, with a particular emphasis on reaching
voters of color, low-income voters without reliable access to internet, voters with
disabilities, and voters whose primary language is not English. This outreach is
particularly necessary given the voter confusion that ensued in the lead-up to the April
election, and voters’ concerns and questions about voting during the COVID-19
pandemic. We understand that our communities of color do not necessarily trust the
voting process, and that we need to work to earn that trust. We want to be transparent
and open about what happens behind the scenes in elections, and what options are
available for casting a ballot. We also want to make sure we are listening to groups that
have historically been disenfranchised and groups that are facing obstacles with voting
during this pandemic, and working with them to effectively respond to their concerns.
Voter outreach and education is also needed to encourage and explain new voter
registration, and to encourage voters to verify and update their address or other voter
registration information to do so prior to the Election. None of our communities have
sufficient resources budgeted or available for the strategic, intentional, and creative
outreach and education efforts that are needed in our communities over the summer
and into the fall.
We all want our communities to have certainty about how the voting process works,
trust in our election administration’s accuracy, and current, accurate information on what
options are available to vote safely in the midst of the pandemic. Significant resources
are needed for all five municipalities to engage in robust and intentional voter education
efforts to reduce confusion; encourage and facilitate new voter registration and
registration updates; provide clear, accessible, and accurate information; address
voters’ understandable pandemic-related safety concerns; reassure voters of the
security of our election administration; and, ultimately, reduce ballot errors and lost
votes and enhance our residents’ trust and confidence in our electoral process.
● Green Bay: Would like to reach voters and potential voters through a multi-prong
strategy utilizing “every door direct mail,” targeted mail, geo-fencing, billboards,
radio, television, and streaming-service PSAs, digital advertising, and automated
calls and texts ($100,000 total). The City would also like to ensure that these
efforts can be done in English, Spanish, Hmong, and Somali, since roughly 11%
of households in the Green Bay area speak a language other than English.
Ideally, the City would employ limited term communications staff or engage
communications consultants ($50,000) from August through the November
election to design these communications and design and launch paid advertising
on Facebook, Twitter, and Instagram, also in multiple languages. The City would
also like to directly mail to residents who are believed to be eligible but not
registered voters, approximately 20,000 residents. It would require both
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considerable staff time to construct that list of residents and directly mail a
professionally-designed piece (in multiple languages) to those voters. ($50,000
total for staffing, design, printing, and postage). To assist new voters, the City
would also like resources to help residents obtain required documents (i.e. birth
certificates) which are needed to get a valid state ID needed for voting. These
grant funds ($15,000) would be distributed in partnership with key community
organizations including churches, educational institutions, and organizations
serving African immigrants, LatinX residents, and African Americans.
Total: $215,000
● Kenosha: Would like to directly communicate to all Kenosha residents via
professionally-designed targeted mail postcards that include information about
the voter’s polling location, how to register to vote, how to request an absentee
ballot, and how to obtain additional information. The City would have these
designed by a graphic designer, printed, and mailed ($34,000). The City would
also like resources for social media advertising, including on online media like
Hulu, Spotify, and Pandora ($10,000) and for targeted radio and print advertising
($6,000) and large graphic posters ($3,000) to display in low-income
neighborhoods, on City buses, and at bus stations, and at libraries ($5,000).
Total: $58,000
● Madison: Would like to engage the City’s media team to produce videos to
introduce voters to the election process, voting options, and to explain the safety
precautions taken at polls and early voting sites. These videos would then be
shared in numerous ways, including through partner organizations and on the
City’s social media platforms. The City would also like to partner with community
organizations and run ads on local Spanish-language radio, in the
Spanish-language newspapers, on local hip hop radio stations, in African
American-focused printed publications, and in online publications run by and for
our communities of color (advertising total $100,000). Additionally, the City has
many poll workers who are from historically disenfranchised communities. The
City would like to pay those poll workers ($75,000) to conduct voter outreach and
additional poll worker recruitment activities. Total: $175,000.
● Milwaukee: Would like to partner with other City divisions to develop mailings
and door hangers ($10,000) that could accompany water bills, be distributed by
the Department of Neighborhood Services, or hung on trash receptacles by
sanitation staff. The City would also like to revamp current absentee voting
instructions to be more visual, address issues specific to the pandemic such as
securing a witness signature, prepare it in English and Spanish, and print
150,000 color copies (estimated total $15,000). The Election Commission would
also like to produce a short video ($5,000) with visuals showing voters how to
apply for an absentee ballot and how to correctly complete and return the ballot.
Additionally, the Election Commission would like to hire a communications firm to
prepare and implement a comprehensive voter outreach communications plan
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($250,000). This communications effort would include numerous voter education
ads and PSAs on radio, billboards, buses, with some using local celebrities like
Milwaukee Bucks players. This communications effort would focus on appealing
to a variety of communities within Milwaukee, including historically
underrepresented communities such as LatinX and African Americans, and
would include a specific focus on the re-enfranchisement of voters who are no
longer on probation or parole for a felony. Additionally, this campaign would
include an edgy but nonpartisan and tasteful communications campaign to
harness the current protests’ emphasis on inequity and ties that message to
voting. The video, the ads, and the PSAs could all also be placed on social
media, the Election Commission and City websites, and GOTV partner websites
and social media. Total: $280,000
● Racine: The City would like to retain a communications firm to design and
implement a comprehensive voter outreach communications plan ($80,000). This
would include ads on Facebook, Instagram, and Snapchat. The City would also
like to rent billboards in key parts of the City ($5,000) to place messages in
Spanish to reach Spanish-speaking voters. The City would also like to do
targeted outreach aimed at City residents with criminal records to encourage
them to see if they are not eligible to vote; this outreach will be accomplished
with the production, editing, and sharing of a YouTube video ($2,000) specifically
on this topic shared on the City’s website, social media channels, and through
community partners. Racine would also like to purchase a Mobile Voting Precinct
so the City can travel around the City to community centers and strategically
chosen partner locations and enable people to vote in this accessible
(ADA-compliant), secure, and completely portable polling booth on wheels, an
investment that the City will be able to use for years to come. (Estimated cost
$250,000). Total: $337,000
Recommendation II Total For All Strategies to Dramatically Expand Strategic
Voter Education and Outreach Efforts, Particularly to Historically Disenfranchised
Residents: $1,065,000.00
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Recommendation III: Launch Poll Worker Recruitment, Training, and Safety
Efforts
The pandemic made conducting Election Day activities extremely challenging. Most poll
workers in Wisconsin are retirees doing their civic duty to help facilitate the election.
Given the increased risk for the elderly if exposed to COVID-19, many experienced poll
workers opted out. Milwaukee had so many poll workers decline to serve that the City
went from 180 polling locations to five polling locations. Green Bay, facing a similar
exodus of poll workers, went down to two polling locations. Racine usually relies on
nearly 190 poll workers for a spring election; only 25 of those experienced poll workers
were under the age of 60.
As fears about the coronavirus increased in mid-late March and early April, poll workers
in all five municipalities declined to work the election, leaving cities scrambling to quickly
recruit enough bodies to keep polling locations open. All cities were appreciative of the
last minute assignment of hundreds of Wisconsin National Guard members to assist
with Election Day activities, and all of our cities re-assigned City staff from other
departments to serve as poll workers and election officials and to assist with the myriad
of tasks related to Election Day administration. The remainder of positions were staffed
by high school students, college students, and members of the National Guard. Many of
our poll workers had never worked an election before.
● Green Bay: The City needs to hire a total of 380 workers per election (total
$112,660). The City would like to pay poll workers more than they have
previously received, to signify their importance in the process and to
acknowledge the extra challenge it represents to serve as an election official
during a pandemic. The City would like to increase poll worker salaries by 50%
(additional $56,330). All poll workers will be trained through the Wisconsin
Elections Commission website and the City’s own training manual ($6,000).
Total: $174,900
● Kenosha: The City needs to hire 350 poll workers per election ($100,000). They
would like to offer hazard pay to increase pay to $160/worker and $220/chief
inspectors ($10,840). To aid in recruitment efforts, the City would like to hire a
recruiter and liaison position for poll workers ($35,000). Total: $145,840.
● Madison: The City utilizes the election toolkit available through the MIT
Technology Project to determine the staffing levels needed to ensure that voters
will not have to wait in line for more than 15 minutes. In addition to the one Chief
Inspector per polling location, Madison also has additional election officials who
are certified as the Absentee Lead at each polling location. Madison estimates
that if 75% of votes cast are absentee, the City will need 1,559 election officials
at the polls in August. The City envisions a robust and strategic poll worker
recruitment effort, focusing on people of color, high school students, and college
students. The City would like to have resources for hazard pay for poll workers
this fall at a rate comparable to what the U.S. Census is paying in the area
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($369,788). The City has also found it challenging to convince facilities to host a
polling location in the midst of a pandemic, and would like to provide each facility
with a small amount of funds to compensate for their increased cleaning and
sanitization costs ($750/location, $138,000 total). Total: $507,788
● Milwaukee: The City plans to have 45 voting locations in August and to keep
open as many of the normal 180 polling places as possible in November. August
will require 3 chief inspectors per site and 20 election workers per site, for a total
of 1200 election workers minimum and 150 chief inspectors. The City has a goal
of recruiting 1,000 new election workers. The City would like to add an additional
$100 per worker in hazard pay to the poll workers’ stipends of $130 ($460,000
additional for both elections) and $100 hazard pay to chief inspector stipends of
$225 ($87,750 additional for both elections). Additionally, the City of Milwaukee
utilizes a Central Count of absentee ballots, which necessitates 15 chiefs and
200 election workers per election at Central Count ($50,000/day for 2- days each
election for a total of $200,000). Total payroll for both elections will reach
$750,000 based upon these calculations.The City will launch a recruitment
campaign for a new generation of election workers to sign up and be involved in
their democracy, and hopes this effort can be included in the above request for
resources for a marketing firm. Recruiting new and younger poll workers means
that the Election Commission will need to innovate in election training. The
Commission would like to produce polling place training videos ($50,000) with
live small-group, socially distanced discussions and Q&A sessions. These videos
will augment existing training manuals. Total: $800,000
● Racine: The City needs approximately 150 poll workers for August and 300 for
November, in addition to 36 Chief Inspectors, and would like to pay all workers a
$100/election hazard pay ($118,000 total payroll for both elections). City notes
that its desire to have more early voting locations and hours is directly impacted
by its ability to hire and train election officials. To that end, the City would like to
launch a recruitment campaign that includes radio ads ($1,000), ads on social
media platforms ($10,000), billboards in strategic City locations ($5,000), and film
videos for high school students in history/government classes ($500). The City
would also like to enlist a communication firm to: create a training video for
election officials, develop an online quiz, detailed packets for election officials,
and a PPE video filmed by a health professional about necessary COVID-19
precautions during all voting operations ($22,000 total). Racine would also like to
hire a liaison position to schedule, training and facilitate poll workers. ($35,000)
Total: $181,500.
Recommendation III Total for All Strategies to Launch Poll Worker Recruitment,
Training and Safety Efforts: $1,810,028.00
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Recommendation IV: Ensure Safe & Efficient Election Day Administration
It is no small task to mitigate risk of a lethal pandemic at all polling locations and
throughout all required Election Day processing. Municipal clerks must ensure they
have done everything possible to comply with public health guidelines and mitigate the
risk of COVID-19 for all of the election officials, poll workers, observers, and voters. Our
five municipalities are in need of numerous resources to both ensure seamless
processing of voters on the upcoming Election Days, procure Personal Protective
Equipment (PPE), disinfectant, and cleaning supplies to protect election officials and
voters from the coronavirus, and to aid in processing of an expected high volume of
absentee ballots. Additionally, as several of our municipalities move to add or expand
drive-thru voting on Election Days, those expansions come with additional unbudgeted
expenses for signage, tents, traffic control, publicity, and safety measures. All of our
municipalities need resources to ensure that the remaining 2020 Election Days are
administered seamlessly and safely.
● Green Bay: Green Bay would like to purchase 135 electronic poll books
($2,100/each for a total of $283,500) to reduce voter lines, facilitate Election Day
Registrations and verification of photo ID. The City would also like a high speed
tabulator ($62,000) to count absentee ballots on Election Day, a ballot opener
and ballot folder ($5,000), and additional staff to process absentee ballots on
Election Day ($5,000). The City also needs masks, gloves, gowns, hair nets, face
shields ($15,000), cough/sneeze guards ($43,000), and disinfectant supplies
($3,000). Total: $426,500
● Kenosha: The City would like to purchase automatic hand sanitizer dispensers
for all polling locations ($14,500) as well as PPE (gloves, masks, disinfectant,
etc.) for all poll workers and voters ($15,200). Kenosha would also like to be able
to offer elderly residents and people with disabilities who wish to vote in person
on Election Day two-way transportation, utilizing a local organization such as
Care-A-Van ($2,000). The City also needs resources for technology
improvements to include a ballot opener, a ballot folder, 12 additional laptops and
dymo printers, and high-speed scanner tabulators ($172,000 total) to expedite
election day processing and administration. Total: $203,700
● Madison: The City needs hand sanitizer for all poll workers and voters,
disinfectant spray, plexi-glass shields to allow poll workers to split the poll books,
face shields for curbside election officials, and face masks for all poll workers and
observers ($20,000) as well as renting additional space to safely and accurately
prepare all supplies and practice social distancing at the public test of election
equipment ($20,000) If the new voter registration form is not translated by the
state into both Spanish and Hmong, Madison plans to translate the form ($500).
Total: $40,500
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● Milwaukee: The City will be purchasing 400 plexiglass barriers ($55,000) for
election workers at all polling location receiving and registration tables.
Additionally, the Milwaukee Election Commission will need to acquire 400 face
shields for workers not staffed behind plexiglass ($4,000), gloves for all poll
workers ($3,000), masks on hand for election workers and members of the public
($5,000), hand sanitizer ($2,000) and disinfectant ($2,000). Additionally, since
Milwaukee also plans to offer curbside voting as an option at all polling places,
updated, larger, more visible signage is necessary ($5,000). Total: $76,000
● Racine: Racine plans to issue all 36 wards its own PPE supply box which will
each include masks, cleaning supplies, pens for each voter, gloves, hand
sanitizer, safety vests, goggles, etc. ($16,000). The City also needs large signs to
direct and inform voters printed in English and Spanish ($3,000). Additionally, the
City would like to deploy a team of paid trained EDR Specialists for each polling
location ($10,000, including hourly pay, training expenses, and office supplies).
As well, Racine would like iPads with cellular signal for each polling location to be
able to easily verify voters’ registration status and ward ($16,000). The City
would like to equip all wards with Badger Books ($85,000); Racine began using
electronic poll books in the February 2020 election and has found they
dramatically increase and facilitate EDR, verification of voters’ photo ID, expedite
election processes, and reduce human error. Total: $130,000
Recommendation IV Total for All Strategies to Ensure Safe & Efficient Election
Day Administration: $876,700.00

Conclusion
As Mayors in Wisconsin’s five largest cities, we are committed to working collaboratively
and innovatively to ensure that all of our residents can safely exercise their right to vote
in 2020’s remaining elections in the midst of the COVID-19 pandemic. The April 2020
election placed two of our most sacred duties in conflict: keeping our residents safe and
administering free, fair, and inclusive elections. This Wisconsin Safe Voting Plan 2020
represents a remarkable and creative comprehensive plan, submitted collaboratively by
all five of our cities. With sufficient resources, all five municipalities will swiftly,
efficiently, and effectively implement the recommended strategies described in this plan,
to ensure safe, fair, inclusive, secure, and professional elections in all of our
communities this year.
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Launch Poll Worker Recruitment, Training and Safety Efforts
Launch poll worker recruitment--$174,900
380 poll workers higher salary --$168,990

recruiting poll workers
retaining poll workers

training on WIS VOTE = $6,000
IMPORTANT: these are ADDITIONAL funds, so the
workers would receive our budgeted funds + grant funds

Voter navigator Job Description:
This is a limited term employment position, which is grant-funded. The voter navigator helps guide
voters to cast a ballot successfully, and works to overcome obstacles, especially due to the
pandemic. The navigator will educate voters about their rights and voting options. A successful
voter navigator will quickly learn the details of the voting process. Voter navigators will also train to
become poll workers, and will work at the polls on Election Day. Voter navigators will work as a
group, with city staff and with existing volunteer organizations to create and conduct community
events that increase voter awareness and the number of registered voters.
Voter navigator responsibilities:
• Ensure voters are fully informed about the voting process
• Help voters navigate forms, including registration and absentee-by-mail
• Review forms submitted by voters to ensure they are accurate and complete
• Assist voters, potentially at their front doors, to answer questions about interacting with
myvote.wi.gov and witnessing absentee ballot signatures
• Work with the team of voter navigators, city staff and existing volunteer organizations to
create voter awareness, information and registration events
• Serve as an essential link between the community and the city (clerk’s office)
Voter navigator requirements:
• Associate, Bachelor or working towards Bachelor, preferred
• Spanish-language fluency, preferred
• Successful completion of poll worker training (after hire)
• Successful background check
• Computer skills (Microsoft word, excel, etc)
• Able to life 25 pounds

Patient Navigator Job Description Template
We are looking for a dedicated Patient Navigator to help guide patients
through all the various complexities of the healthcare system. You will be
responsible for educating patients about their rights, insurance coverage, and

payment options, as well as addressing any queries or complaints. Your
ultimate duty is to ensure patients receive the best care available to them.
To be a successful Patient Navigator, you should have extensive knowledge
of the healthcare system, and an ability to communicate complex information
effectively. The best candidate will also be an excellent listener with a highly
empathetic mindset.

Patient Navigator Responsibilities:
•
•
•
•
•
•

Ensuring patients are fully informed about their legal rights.
Helping patients navigate insurance claims, and working to create
payment plans where necessary.
Documenting and resolving any complaints lodged by the patient or
their loved ones.
Reviewing paperwork for the patient to ensure it is accurate and
complete.
Explaining test results, diagnoses, and available treatments to the
patient and their loved ones.
Communicating all the information patients need to make informed
decisions about their healthcare.

Patient Navigator Requirements:
•
•
•
•
•
•
•

High-school diploma.
Bachelor's Degree in a healthcare-related field preferred.
BCPA Certification.
Experience and knowledge of all aspects of the healthcare system.
Excellent listening and communication skills.
Empathetic attitude, with an ability to offer emotional support.
Passion for the proper care and well-being of patients.

Election Day Report
O8/11/2020
Alder Barbara Dorff-Elections Committee
On Tuesday, 8/11/2020, as an Alder and a representative of the Ad Hoc Elections Committee, I
visited a total of 9 polling locations and interviewed poll workers, including inspectors and chief
inspectors regarding what suggestions they might have to improve the election process for
November 3rd, 2020.
Overall, this election experience appeared to be a very positive on for both voters and poll
workers. The purpose of the observations I will make in this report is to focus on what can be
done even better. I am a firm believer in always looking for opportunities to improve and I also
believe that interviewing front line workers gives us insights we may not otherwise get as a
planning team.
I will begin with suggestions heard at multiple polling places by multiple poll workers. These
suggestions may be able to be implemented at every polling location in November. I will then
report individual observations made at each of the 9 polling locations I was able to visit in
another document by the next meeting.

Common Suggestions
• Purchase vinyl or plastic privacy sleeves for the ballots. The cardboard ones are not
able to be effectively cleaned and may present a health hazard.

• Use three ring binders for the voting lists. This was a suggestion that I was told has

been made for years. Several Chief Inspectors and their teams actually transferred the
lists into binders and three hole punched them. The binders were much easier to fit
through the slots in the plastic shields and much easier for the voters to sign. If we have
the money to make this transition, I would make this a priority.

• Using single serve coffee machines have coffee available for poll workers and well as

water if not already available. We don’t need to buy the coffee makers; we can ask
people with a Keurig to bring from home. We should supply the pods and creamer and
sugar. It is so important to treat our poll workers with respect and kindness. They work
an extraordinarily long day and should have a few creature comforts.

• Supply brightly colored vinyl tape to be used to make arrows and mark off social

distancing locations. Some locations had this tape others did not. It is very helpful for
the voters to get those types of cues to know where to go and where to stand.

• Make 1, 2, 3 signs that can be put up on the plastic shields so the voters know where
to start. Super simple thing to supply. Can be laminated for re-use or just a piece of
paper with the numbers on.
Page 1 of 2

Election Day Report
O8/11/2020
Alder Barbara Dorff-Elections Committee
• Offer people with no masks curbside voting. Sure some voters are making a statement

by not wearing a mask because they do not have to wear a mask to vote. Do not argue
with anyone who does not wish to curbside vote. Others have a legitimate medical
condition and may be very willing to vote curbside to make it safer for other voters and
the poll workers. Make big signs. CURBSIDE VOTING AVAILABLE IF YOU CANNOT WEAR
A MASK. Many poll workers mentioned that people were voting without masks and
they did not feel comfortable with this. Let’s do what we can to reduce this concern.

• MORE TRAINING REQUESTED: Multiple first time workers including chief

inspectors asked for another training session before November and would prefer a
socially distanced in person session.

• Either provide a hotline for questions and/or visually designate
experienced people at each site to answer questions. This was a particular

problem at the larger sites Knowing who to ask, quickly, is important. The Sears’ site in
particular needs this support. Examples were given to me of the same question being
asked and different answers being given each time.

• Better, bigger signage to designate entrances and exits and provide
directions within buildings.
• Provide a receptacle for clean pens and used pens that need to be
sanitized. Provide a large sign saying please return your pen to this bin.
• Make the option for two shifts more available if possible. Tell workers if they
find a reliable partner that they can split the shift. Not everyone, but make this
available for some.
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Absentee voting instructions
2020 General Election
Green Bay, Wisconsin

We want your vote to count! Our
goal is to have all absentee ballots
counted. Use this guide to
prepare.

City of Green Bay Clerk’s Office
100 N. Jefferson, room 201
Green Bay, WI 54301

Your materials for the 11/3/2020 election are
enclosed.

Phone: 920-448-3010

They include the following:
• your official ballot
• these instructions
• your return envelope

clerkinquiries@greenbaywi.gov
Fax:

Before you begin – get your witness.
You must vote your ballot in the presence of a witness:
Anyone who is a US citizen can be
a witness (except a candidate on the ballot).
If you’re living outside the US, your witness
does not need to be a citizen.

Mark, seal, sign and return your ballot by Election Day
1

Check your information

5

Witness, address and sign

2

Mark your ballot

6

Return your ballot

3

Seal your ballot

4

Sign the back of the envelope

• Make sure your address on the envelope label is
correct. If it isn’t, call us immediately using the
number above.

• Show your witness that your ballot is not marked.
• Use a blue or black ink pen to mark your ballot in the
presence of your witness.

• Put your ballot into the enclosed envelope.
• Seal the envelope.
Don’t put anything else into the envelope.

• Read the statement on your absentee envelope and
sign your name in the space marked Signature of
Voter.

• Have your witness read the witness certification statement,
sign at the bottom of the envelope, and write their address
beneath their signature (house number, street name and
municipality are required).

• Please allow 4-5 days to be sure that your ballot is received by
Election Day. For more information, turn the page over.

Turn this page over for information
about returning your ballot, making a
correction, and checklist to review
before you return your ballot.

Return your ballot by 8:00pm on
Election Day
There are two ways to return your ballot

Other information
•

Mail your ballot
No postage is required to mail your
ballot. Your ballot must be received by
11/3/2020.

•

Return your ballot to a drop box.
You can return your ballot drop box.
Here is a list of drop boxes and times.

•
•

Check your absentee ballots and return
envelope to make sure they include the correct
information and signatures.
Voting twice is against the law. If you have
returned your absentee ballot, do not vote at
your voting site on Election Day. If you do not
return your absentee ballot, you may vote at
your polling place on Election Day.
[Other info here]
[Other info here]

You can return your ballot on election
day, but only to the city hall drop box
at 100 N. Jefferson. We must receive
by 8 pm on 11/3/2020.

Review checklist
Use this checklist to ensure that your ballot will be
counted:
 Did you sign Step 2 on the back of the envelope?
 Did your witness sign and write their address
on Step 3 on the back of the envelope?
 Are you returning your ballot by the deadline?
If you are mailing your ballot close to the ballotreturn deadline, which is on Election Day, are
you going to mail your ballot from a post office
and ask a postal official to postmark the
envelope?

Track your ballot

To check the status of your returned absentee ballot, use the
Voter Lookup tool at myvote.wi.gov

Making a correction
•

•

If you make an error or need a replacement
ballot, contact our office using the information
on the front of this page. We’ll send you a new
ballot.
While a request for a new ballot must be
received no later than 5:00 p.m. on the
Thursday before Election Day, this isn’t much
time. If you make a mistake, contact us
immediately to ensure your vote counts.
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Overview
Ballot drop boxes offer a secure, convenient alternative for voters to cast their completed mail
ballots. They save money for voters in jurisdictions where return postage is not prepaid, and they
can reduce costs for election authorities where postage is paid.
Voters like ballot drop boxes. In jurisdictions where vote-by-mail is prevalent, as many as 80
percent of voters choose to return their ballot at a ballot drop box.
A ballot drop box program can help build public trust in the election process. Ballot drop boxes
can reassure voters who mistrust the postal system because of lost or delayed mail, or who worry
about someone potentially tampering with their ballot. Ballot drop boxes also provide a solution
for voters who are concerned about their signature being exposed to anyone outside of their local
election office.
For election officials, ballot drop boxes ensure ballots are received in time to be processed. This is
critical since many voters wait until Election Day to return their ballots.
This guide is divided into three sections.

• Planning will help election officials decide the type, location, equipment and staffing for
three types of ballot drop boxes.

• Voter Outreach and Communication contains suggestions for promoting ballot drop box
convenience and availability, and to publicize your request and return deadlines.

• Execution includes sample forms that can be used separate from this guide to train
temporary staff and used as a daily checklists and chain of custody logs, including a section
for Election Night.
As you review this guide, keep in mind accommodations for COVID-19 and social distancing
requirements. For example, asking two unrelated workers to share a car ride may be a challenge.
COVID-related considerations are addressed in the Planning section.
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Planning
How Many Ballot Drop Boxes Do I Need?
Estimating an adequate number of ballot drop boxes can be challenging when you don’t know
how many voters will use them. And determining how many to obtain will be constrained by your
budget, purchasing process, and ability to deploy multiple boxes before Election Day.
Hiring enough temporary workers to staff ballot security teams is another critical factor. To
maintain public trust you should have bipartisan, two-person teams picking up ballots from each
drop box on a daily basis. You will need more frequent pick-ups in the days leading up to and
including Election Day. Early on, some busy locations may also require frequent pick -ups, perhaps
multiple times a day.
The benefits to deploying as many ballot drop boxes as possible include:

• Providing greater access to the election process
• Keeping voters out of busy and stressful polling places on Election Day
• Receiving voted ballots back faster than USPS delivery
A rule of thumb to consider is one drop box for every 10,000-15,000 voters; that is a common
requirement in states where mail ballots are the primary voting method. Your geography should
also inform how many drop boxes to place. For example, rural, sparsely populated areas may
require more drop boxes per capita than densely populated urban areas.
Fewer drop boxes will yield fewer benefits. An overflowing, unstaffed 24-hour ballot drop box can
become a serious public relations and voter trust issue. If mailing out ballots is a temporary
pandemic alternative, or if you don’t have an adequate budget, temporary indoor ballot drop
boxes at staffed locations can provide an adequate solution.

Scaling Up
Ballot drop boxes should be available to voters as soon as ballots are mailed and remain available
through the close of polls on Election Day (or as the statute in your state provides). Unstaffed
drop boxes are usually available 24 hours per day. Staffed drop boxes or drive -up options are
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typically offered on a more limited schedule, such as during business hours and full polling hours
on Election Day.
If adequate staffing is a problem, consider starting with fewer drop boxes and scaling up to the
full number you need closer to Election Day. Note that scaling up over time presents P.R.
challenges. You will need to clearly publicize drop box locations, plus the dates and times that
each location is available.

Where Do I Place Them?
To choose ballot drop box locations, election officials should consider these factors at a minimum:

• Concentrations of population
• Concentrations of historically higher mail-voting populations
• Geographic distance and features
• Voter convenience
• Proximity to public transportation
• Community-based locations
• Security, including lighting, visibility, and security cameras
The Center for Tech and Civic Life (CTCL) created a Ballot Drop-off Location Criteria Planner
to help jurisdictions evaluate potential ballot drop-off locations. The planner is located in
Appendix B.
Unless prohibited by law, a staffed ballot drop box should be provided at every polling location.
This will require separate drop boxes for mail ballots and in-person paper ballots (when not
scanned at the polling location).
Additional locations for staffed drop boxes may include, but are not limited to: city offices, public
libraries, county offices, assisted living facilities, senior living communities, college campuses,
local businesses and shopping centers, and offices of community organizations. At t hese locations,
the voter may need to leave their vehicle and enter the building. A drive -up option could allow
voters to deposit their ballots and remain in their vehicles.
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ADA Accessibility
Election officials should ensure that ballot drop box locations are accessible to voters with
disabilities. Consider the following when implementing drop box plans.
1. If a location has only one drop box, the design and placement of that drop box should meet
accessibility requirements.
2. If a location has more than one drop box, at least one of the drop boxes should meet
accessibility requirements. Any inaccessible drop box at a facility should have a sign with
directions to the nearest accessible drop box.
3. A drop box should be placed along an accessible path connected to the nearest ADA
parking space, or nearest the passenger drop-off zone, and if applicable, the nearest public
transportation stop.
4. If there is no accessible pathway from the parking lot, there should be signs directing the
voter to the nearest accessible drop box.
5. Drop box locations inside of buildings should be assessed for accessibility as if they were
polling places. For more information, please see the ADA Checklist for Polling Places.
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Purchasing Considerations
The type of ballot drop box(es) you use will depend on your plan and b udget. Drop boxes come in
several sizes, types, and different construction materials to with stand vandalism and inclement
weather and to prevent removal. The following section will cover three types of ballot boxes: a
24-hour permanent box, a temporary indoor box and a temporary drive-through ballot drop-off.

24-Hour Unstaffed Ballot Drop Box
A 24-hour ballot drop box mimics a USPS blue mailbox. It is a permanent metal structure
accessible by vehicle or on foot in the public right-of-way, and should be well-secured to the
ground. Styles vary. These can be installed on your jurisdiction’s property, or you can arrange to
install one at a partnering public agency (see list in previous section.) This usually means securing
a written agreement with property owners to locate and secure these drop boxes on their
property before you purchase them. A list of drop box vendors is located in Appendix A.
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Some things to consider when purchasing 24-hour, unstaffed ballot drop boxes:

• The drop box should be a permanent fixture or a temporary structure that is secured in
place to prevent removal or tampering.

• Ensure that the ballot drop box has robust locking mechanisms for both the ballot slot(s)
and storage compartment. Ensure that ballots cannot be tampered with while in the drop
box, nor removed by anyone other than your authorized ballot retrieval team.

• The opening slot should be large enough to deposit ballot envelopes and designed to keep
anyone from pouring liquid into the drop box, or for rainwater to seep into it.

• Drop boxes should be easily recognizable by voters. Plan to purchase or produce
permanent, large, weather-proof decals to label the drop boxes with at least your agency
name, logo, phone number and the words Official Ballot Drop Box. Use consistent decals
on all 24-hour boxes. Additional language may include:
o No Postage Required
o Closes at 7 p.m. on Election Day (or relevant time)
o This Box Under Video Surveillance (if applicable)
o If required, list any statutory language, such as the number of ballots that can be
dropped off by one person in any election.

• Find out how many ballot envelopes each different brand or style of drop box can hold.
Ballot return projections will help you to determine the drop box size you will need.

• Consider whether your jurisdiction can or must monitor the ballot drop box with 24/7
video surveillance, where the camera will be mounted, and how footage will be stored. If
the drop box is located at another agency’s facility, include mounting and access
requirements in the agreement.

• If the ballot drop box is accessible by vehicle, consider whether you can safely locate it on
the driver’s side. This can ensure safety by letting the driver cast their ballot without
exiting the vehicle. “One-Way” streets/thoroughfares are ideal for installing a box on the
driver’s side.

• When planning to receive a shipment of drop boxes, consider multiple important factors.
o These drop boxes will arrive on pallets and are large and heavy.
o They should be shipped to a warehouse.
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o Installation may not take place immediately and you may need space to store them.
o A forklift may be needed to move them.
o While drop boxes have few moving parts, it is crucial that you verify the locks and
doors are functioning properly and that all ballot slots are unobstructed before
acceptance.
To install drop boxes you may need an agreement or permit from the local governing body before
installing a drop box. Once an agreement and/or permit is secured, you may need to coordinate
work with other offices to complete installation. Some items to consider:

• New concrete may need to be poured, which may extend the timeline for the boxes to be
safe and fully functional.

• Consider drop box weight and bulk before shipping them out for installation. Consider
which staff and vehicles are appropriate, and how the boxes will move in and out of the
vehicle cargo area.

• Securing the boxes will require tradespeople whose schedules may not be flexible if
shipment is delayed.

• Early and regular communications will help keep the team working together .
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Temporary Ballot Drop Boxes — Indoors
Temporary indoor ballot drop boxes or bags are portable and much smaller than 24 -hour drop
boxes. Smaller options have handles on the side for carrying and are small enough to rest on a
table. Larger options can hold more ballots and are on wheels. Bipartisan teams of two election
workers usually monitor these drop boxes or bags.
Ideally, these drop boxes or bags should be available inside every polling place, to offer voters the
greatest convenience for dropping off mail ballots. Ballot drop boxes placed inside the polling
location may be serviced and staffed by poll workers rather than separate ballot collection teams.
They can also be located inside government buildings, libraries, community centers, and other
high traffic areas. Your agency could secure an agreement to have staff from these partnering
agencies monitor the drop box during their business hour and during polling hours on Election
Day. The agreement should ensure access for your ballot retrieval team to pick up the ballot drop
box or bag at scheduled times.
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Factors to consider when purchasing temporary, indoor ballot drop boxes or bags:

• Consider durability, weight and sizing options, and which would be a better solution for
your facility—a smaller, tabletop box, a bag, or a larger box on wheels.

• Determine how many ballots each drop box or bag can hold and your requirements for
replacing or emptying it. Ballot drop boxes fill up quickly, especially approaching and on
Election Day.

• Ensure that the drop box or bag cannot be opened or moved by unauthorized persons. It
should have a lock to protect ballot envelopes, and ideally should be secured to an
immovable object with a padlock or chain lock (such as a bicycle lock).

• Ensure that there is a place on the drop box or bag for a zip-tie style security seal for chain
of custody.

• The drop box or bag should be easily recognizable by voters. Plan to purchase or produce
decals to label it with your agency name, branding, the purpose of the drop box and useful
information (see the section on Voter Outreach and Communication).
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Temporary Ballot Drop Boxes — Drive Through
A drive-through ballot drop box is staffed by bipartisan teams of two election workers on a street
or in a parking lot. These workers safely approach a vehicle, accept the voted ballot envelope
from the voter, and deposit it into a ballot drop box while the voter observes. At minimum, these
workers are equipped with safety vests and badges, a canopy tent for shelter, a table and chairs
and locked ballot boxes. This option is usually only deployed on the last few days of the election,
including Election Day.
Drive-through locations can be very convenient for voters as they do not need to park or exit their
vehicles. They also offer greater operational efficiency for election administrators because they
can absorb some of the traffic from high-demand, 24-hour ballot drop boxes on Election Day.

To avoid long lines of cars potentially blocking roadways and/or parking lots, ensure that you have
enough staff and ballot drop boxes to move traffic through quickly. Also, some jurisdictions
provide “I Voted” stickers at drive-through locations. While this can be a fun idea, it has the
potential to slow the pace of cars through the process, creating longer lines. Be sure to consider
this impact in your planning.
Some things to consider for temporary, drive-through drop off locations:

• To maximize safety and efficiency, provide instructions and maps to set-up teams. These
should map out exactly where set-up should take place and how traffic should flow well in
advance of deployment.
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• Pop-up tents, tables, chairs, safety cones, and portable space heaters can often be
borrowed from other government agencies (Sheriff's Office, Public Works, Parks &
Recreation, Facilities or Fleet) or rented from a party or restaurant supply company.
Additional supplies are necessary for staff working outdoors, such as spotlights and flashlights for
working in the dark, and apparel for inclement weather.

12

Guide to Ballot Drop Boxes

What Other Resources Will I Need?
Additional Supplies and Equipment for All Types of Ballot Drop Boxes
Bipartisan ballot retrieval teams
(Enough teams to ensure each drop box is closed/locked at “close of polls” on Election Night)

Phone tree to reach bipartisan teams while in the field
(May need to provide mobile phones for those who do not want to use the ir personal phones)

Rental cars or fleet vehicles
Chain of custody logs
Security seals
Portable ballot drop boxes or bags for transport
High-visibility vests for workers
Personal protective equipment such as gloves, masks, and hand sanitizer
Accessibility, directional, and electioneering signs (if applicable)

Temporary Indoor

Temporary Drive-Through

Permanent 24-Hour

Table(s)

Table(s)

Extra keys made

Chairs

Chairs

Large mail bin placed inside

Cable or bike lock

Pop-up canopy

Flashlights

Road signs
Orange cones
Lanterns
Flashlights
Weather appropriate support such
as propane heater and rain gear
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How Do We Secure Ballot Boxes?
The location and type of drop box can affect the security measures needed to ensure both actual
and perceived security.

Locking Requirements
All drop boxes shall be secured by a lock and a tamper-evident seal. Only an election official and a
designated ballot retriever shall have access to the keys and/or combination of the lock. If your
drop box(es) are secured by a key lock, be sure to make copies of each key and store them
securely at your election facility.

Video Requirements
If feasible, both temporary and 24-hour drop boxes should be monitored by a video security
surveillance system, or an internal camera that can capture digital images and/or video.
A video security surveillance system is especially critical for unstaffed, 24 -hour boxes and can
include existing systems on county, city, or private buildings. The video system should be robust
enough to capture and store video for the full time the ballot drop box(es) are open to receive
ballots during an election. These videos may be considered an election record, and thus may need
to be retained for a certain period of time after each election, depending on your state laws.
The easiest way to provide video surveillance is to position your ballot drop box within view of an
existing video surveillance system. If you need to install your own system, work with your
city/county IT, facilities, or law enforcement division to see if there are similar systems used
throughout the city/county. Chances are your jurisdiction already has a vendor set up for this ty pe
of equipment.

Bipartisan Election Workers (drive-through locations)
Drive-through ballot drop boxes must be monitored very closely by election workers to ensure
that someone does not drive-off with a ballot drop box.
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Other Safety and Security Measures
Unstaffed drop boxes placed outdoors should be securely fastened to prevent moving or
tampering. For example, fasten the drop box to concrete or an immovable object. This will
prevent unauthorized removal of the drop box.
Staffed drop boxes have several options, but all options should take into consideration additional
security measures when the ballot drop site is not staffed. Safeguarding the drop box during
unstaffed hours could mean the drop box is inaccessible to the public when not in use. The box
should be secured in a locked room, sealed with a tamper-evident seal, and if possible, under
video surveillance. Staffed drop boxes should be securely fastened to a stationary surface or to
an immovable object, and/or placed behind a counter, and/or portable so they can be transported
to a curbside area or a mobile voting area. When in use, these drop boxes should be constantly
monitored by election officials or other designated representatives.
Work with law enforcement to include frequent patrols of unstaffed drop boxes. In some
communities, it might also be appropriate to develop a network of citizens willing to regularly
patrol unstaffed drop boxes.
Work with the public works department and law enforcement to make drive through locations
safe and secure.

Ballot Retrieval
Driving Routes, Frequency, and Staffing Needs
Once the locations of your ballot drop boxes are set, you should begin planning daily routes for
ballot retrieval. This includes sending teams to visit all ballot drop boxes - permanent and
temporary. The frequency of pickups may vary in the beginning, every other day versus every day,
and become more frequent - multiple times per day - the closer you get to Election Day.
The time it takes to retrieve ballots will depend on the type of ballot drop box used. Ballot
retrieval teams will be able to park close to most permanent, 24-hour drop boxes. They will need
to transfer the contents of the drop boxes to portable bags or boxes, seal the boxes, complete
their chain of custody paperwork, and load the portable boxes into a vehicle.
Temporary, staffed ballot drop boxes are usually located inside a building. This means ballot
retrieval teams will need to park and walk into the building to the room where the temporary
ballot drop box is located. Most often, they will switch out the full ballot drop box for an empty
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drop box, complete the chain of custody paperwork, and carry the full drop box or bag back to
their vehicle. The process for temporary drive-through locations will be similar.

Driving Routes
The process of retrieving ballots will be most efficient if retrieval teams are able to follow pre planned driving routes. This can be made easier with mapping technology. Some election offices
use commercial software such as Routific and Esri Workforce. Google Maps is a free option that
most staff will be familiar with and find easy to use.
When using Google Maps, begin by mapping out a route that you think can be completed in four
hours. Identify each location, including the starting and ending location (typically the election
office). Assume that the necessary steps at each location will take approximately 15 minutes to
complete. Adjust the number of drop boxes on the route until you are able to achieve a route that
can be completed in roughly four hours. Be sure to map it during the same times your retrieval
team members will be on the road to account for daily traffic patterns. Also consider adding in
break times as needed for your retrieval teams.
Consider using mobile phone tracking applications or GPS spot trackers as a way to ensure the
assigned route is followed without deviation and that your retrieval team is on time. This may also
help document your chain of custody.

Frequency of Retrieval
The frequency with which you retrieve ballots from each ballot drop box depends on multiple
factors, including:

• Timing (How close to Election Day is it?)
• Projected and actual voter turnout
• The number of ballot boxes you have
• How many ballots each box can hold
• The geography of your jurisdiction and distance retrieval teams have to travel
Generally, it is important to retrieve ballots at least once per day from the first day ballots may be
returned. This will ensure ballot security and the ballots can enter y our processing operation as
quickly as possible. From there, structure your retrieval plan around a slowly building stream of
ballots. Jurisdictions have seen as few as 20% of ballots cast by mail deposited in drop boxes
during the first two weeks and as many as 55%–60% of ballots deposited during the last two days
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of the election, including 40% of ballots cast on Election Day. You will need to retrieve ballots
multiple times per day from your busier ballot drop boxes the closer you get to and on Election
Day.
Other important items to consider when creating your retrieval plan:

• Your plan needs to be flexible. If voter turnout is higher than anticipated, you may need to
retrieve ballots multiple times per day sooner than you had planned to scale up.

• On the Monday evening before Election Day, you must retrieve ballots from all drop boxes
at the end of the day so they do not fill overnight and to maximize the number of ballots
you can count on Election Day.

• On Election Night, you must close all drop boxes simultaneously with closing the polls. This
will take significant staffing and coordination.

• It is important to track as much data about this process as possible. Retain it for future
planning, including how many ballots you retrieve from each drop box each day and how
many retrieval runs were needed to each drop box each day. This data can be obtained
from ballot logs and reviewed after the election.

Staffing Needs
Use the mapped driving routes and frequency of retrieval to determine how many teams and
vehicles you will need and for how long. For example, in the first few weeks after ballots are
mailed out you might only need three teams of two (six temporary workers) and three vehicles.
That number might increase significantly or even double as you start the week leading up to
Election Day.
The biggest staffing challenge for ballot retrieval will be at the close of polls on Election Night. You
will need bipartisan teams to close and seal each ballot drop box right at the close of polls (or as
the statute in your state provides). Many jurisdictions recruit staff from sister agencies, since
drop box closing teams do not require full poll worker training. Remember, these ballot retrieval
teams will need to be bipartisan, even those staff recruited from other age ncies, and may need to
be sworn in as election workers.
As mentioned in the overview, accommodations for COVID-19 and the need for social distancing
will affect your staffing decisions. Asking two unrelated workers to drive together in the same car
may be a challenge. You will need to accommodate any retrieval team member requests to travel
in separate cars in tandem. The steps for setup and the daily retrieval of ballots should also follow
the six-foot distancing requirements.
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Voter Outreach and Communication
Promoting the use and availability of ballot drop boxes is essential to their success. Use all of the
communication tools and resources at your disposal as soon as practical to publicize ballot drop
box locations, hours and notable accessibility features.
For example, use your regular print and electronic materials, website, social media, video, and
news releases to announce ballot drop box locations and share a link to a comprehensive list
and/or map of ballot drop boxes.
You can also include a list of ballot drop-off locations in your mail ballot instructions, voter
information guide and sample ballot publications. Depending on how many locations you have,
you may be able to print them on the mail ballot envelope as well. If there are too many loc ations
to fit, perhaps include a link or QR code on the envelope to direct voters to your list of locations.
Your election website will be the optimal resource for voters to find a ballot drop -off location.
Create a web page for Ballot Drop-Off Locations. Include a list of all location names, addresses,
hours and embed a link to a Google map for each. If there is a change to the ballot drop box plan,
it should be noted on your official website within 24 hours.
You can also create and embed a map of all ballot box locations using Google My Maps. First,
create a list of locations as a .csv file, with separate columns for location name, address, city,
state and zip code, hours, and type of ballot drop box. Then visit www.google.com/mymaps and
follow instructions to import the map. You’ll need to create a Google account if you don’t already
have one.
Issue a news release and photos if you have installed one or more new 24-hour ballot drop boxes
in your community. Share it with your own employee news channels, local news media, as well as
jurisdictions for newsletters and public television news shows.
Ask the clerk or communications team in your local cities and towns if you can submit a
contributed article for their newsletter, blog or website regarding the election. Be sure to request
a deadline and word count. Describe options for voters and indicate where citizens within your
jurisdiction can find their nearest ballot drop box and polling place. You can also ask them to
embed your election page link on their own webpages.
Another creative idea is to develop a ‘Find My Nearest’ web-based tool to help voters find the
ballot drop box that is closest to them. A user will type in an address or allow the tool to use their
device’s ‘location services’ to identify their current location. The tool would then populate with a
map and list of the nearest three or four ballot drop off locations. This will require knowledge of
ArcGIS or Google Maps, and will likely require support from your IT department to create.
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Execution
Opening and Setup
Whether you are setting up a temporary ballot drop box or a 24-hour location, you will need to
plan for a ballot retrieval team to set up, open, and secure the drop boxes for voters to deposit
their voted ballots.

Temporary Ballot Drop Boxes
Supplies:

• Locked and sealed ballot drop boxes or bags
• Tamper-evident seals (if replacements are needed)
• Chain of custody logs
• Phone numbers to call for support/emergencies
• Cable or bike lock
• Applicable signage
• Tables and chairs (if necessary)
• “I Voted” stickers (optional)
• Voter information sheet (optional)
• Voter Registration forms (optional)
Voter information sheets, “I Voted” stickers, and other voting related information may be placed
near the drop box.

Drive-Through Ballot Drop Boxes
Drive-through ballot drop boxes might be set up in a parking lot or on the street depending on the
location. For all street-related setups, there should be a law enforcement officer present to guide
the setup and maintain safety throughout the day.
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When setting up in a parking lot, consider the use of “no parking” signs. These signs can be left
out overnight to ensure no vehicles park in the area to be used for the drive-through location.
Supplies should be delivered, including:

• Locked and sealed ballot drop boxes or bags
• Tamper-evident seals
• Chain of custody logs
• Phone numbers to call for support/emergencies
• Set-up maps/documentation
• Pop-up tent
• Road signs
• Orange cones
• Table and chairs
• “I Voted” stickers (optional)
• Propane heater (optional during cold weather months)
• Flashlights or lanterns
Bipartisan teams should:
1. Position road signs and cones according to provided map or instructions.
2. Set up the tent and position according to the provided map or instructions.
3. Set up the folding table and chairs.
4. Place the ballot drop box on the table.
5. Set up the heater and propane tank if needed

24-Hour Ballot Drop Boxes
Permanent, 24-hour drop boxes should be available for voters to use as soon as ballots are
mailed. This requires staff or ballot retrieval teams to inspect, clean, and open the ballot drop slot
on each drop box. An assigned route for opening should be created along with a checklist or log to
ensure all ballot drop boxes have been opened.
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Each retrieval team will need:

• Slot key
• Access door key
• Phone numbers to call for support/emergencies
• Cleaning supplies
• Silicone spray (for locks)
• Flashlight
• Inspection checklist or chain of custody form
For setup and opening of 24-hour ballot drop boxes, retrieval teams will:

1
Unlock

2
Inspect
and Clean

Open the ballot slot, using the slot key.
Open the access door, using the access door key.

Visually inspect the drop box and surrounding areas.
If there is any graffiti or wrap damage, the retrieval team will clean or
repair as best they can.
If unable to clean or repair it thoroughly, use mobile phone to take pictures
and note the damage on the chain of custody form

Wipe down the exterior, top and slot area of the drop box.
Spray the locks with silicone spray and ensure they can be easily locked
and unlocked.
Both retrieval team members visually inspect the drop box interior for
ballots or any type of debris.
Use a mobile phone to take a picture as time-stamped proof the ballot
drop box is empty.

3
Seal and
Record

Close and lock the access door using the access door key.
Place a security seal on the access door and record seal number on a
chain of custody form.
Complete and sign the retrieval form or chain of custody form.

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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Daily Collection of Ballot Drop Boxes
• Only designated bipartisan ballot retrieval teams should remove ballots from drop boxes.
This is done in teams of two.

• All designated ballot retrieval team members should wear badges or vests that readily
identify them as designated ballot retrievers or election officials.

• Each team of two will be provided a route each day.
• Ballots must be picked up in designated order.
• A separate chain of custody form should be completed at every stop (both for 24 -hour
drop boxes and temporary drop boxes or bags).

• The ballot retrieval log and checklist should be completed at the beginning of the route, at
each stop, and after returning to the election office.

• Visually inspect the drop box and surrounding area at each visit. If there are any signs of
tampering or vandalism, take pictures, clean or repair the drop box as best you can, and
report in the notes section of the chain of custody form.

Instructions for Completing Ballot Retrieval Log
• On the front, record the date and time and check off all supplies that have been retrieved.
• On the back, record the route number, date, and names of both ballot retrievers.
• After ballots have been retrieved at each stop, record:
o Column A: Name/ID/location of the ballot drop box
o Column B: Seal number on the door (24-hour drop box) when you arrived (should be
affixed to custody log) or the security seal on the temporary drop box you are
retrieving
o Column C: Seal number attached to each transfer box or bag (only for 24-hour drop
box)
o Column D: New seal number put on the door (24-hour drop box) or the seal number
for the replacement temporary box or bag
o Column E: Current time of day
o Column F: Initials of each ballot retrieval team member.
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• At the conclusion of each route, the bottom portion of the form should be completed.
Consider using the same visual checklist of supplies to indicate all supplies and equipment
have been returned to the election office.

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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Ballot Retrieval Team Daily Log (front)
Date:

Route Departure Time:

☐ AM ☐ PM

:

Access door or
padlock keys

Empty, portable
ballot box(es)

Flashlight

High-visibility vests

Cleaning supplies

Gloves

Masks

Hand sanitizer

Chain of custody logs

Driving route and
map

Pens

Clipboard

24-hour drop box
security seals

Transfer ballot box or
bag security seals

Route Return Time:
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:

☐ AM ☐ PM

☐ Supplies

❏

Vehicle keys

Mobile phone and
charger

☐ Vehicle Keys

Ballot Retrieval Team Daily Log (back)
Route ID#
Date:

Retriever 1:

Retriever 2:

A

B

C

D

E

F

Drop Box
Name/ID

Existing
Seal ID

Transfer
Box/Bag Seal

New Seal ID

Collection
Time

Team Initials
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Ballot Retrieval Team Chain of Custody Record
Ballot Drop Box
Name/#:

Date:

Retrieval Team
Member 1:

Retrieval Team
Member 2:

Transfer Box/
Bag #:

Additional Transfer
Box/Bag #:

Time of Arrival:

Security Seal Intact:

Initials:
☐ AM

☐ PM

☐ YES

☐ NO

PLACE USED
SECURITY SEAL

Initials:

Remove security
seal and record
seal #:

☐ Inspect ballot drop box for any signs of tampering or vandalism.
☐ Unlock the access door and remove ballots.
☐ Transfer ballots to ballot transfer box or bag.
☐ Inspect inside of drop box for ballots that might be leaning against or stuck to the wall.
☐ Inspect drop box area to ensure no ballots have fallen on the ground.
☐ Seal the ballot transfer box or bag.
☐ Record the transfer box or bag seal number(s).
Seal #:

Seal #:

Seal #:

Seal #:

☐ Verify access door is closed and locked (checked by both team members).
☐ Place new security seal on door.
☐ Record new security seal placed on door:

Seal #:

☐ Load transfer containers into vehicle.
☐ Record new door security seal and transfer security seal numbers on the ballot retrieval log.
All procedures completed and recorded: ☐ YES
Service Required?
☐ YES ☐ NO
Time of Departure:
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☐ NO

Initials:

Notes:
☐ AM

☐ PM

Initials:

Election Night Closing
All ballot drop boxes, temporary and permanent, need to be collected or closed at the time the
polls close. The process outlined below is focused on permanent, 24-hour drop boxes, but the
same general principles can be applied to temporary ballot drop boxes. These instructions can be
supplemented with the Election Night Closing Checklist that follows.
Station a bipartisan retrieval team at each drop box 15 minutes before the polls close. They will
lock drop boxes as soon as the polls close and retrieve ballots.

• Consider asking other jurisdictions’ employees to assist, since this process does not require
a great deal of training. Provide each retrieval team with the necessary supplies and
checklist as detailed in this guide. In addition to those supplies, these retrieval teams will
also need the following:
o Map with driving directions and approximate time it will take to arrive at their
location. This ensures they leave the election facility with enough time to arrive 15
minutes before the close of the election.
o “Last Voter in Line” card
o Extra transfer ballot box or bag to collect ballots cast after the polls close. These
ballots will not be counted. These are ballots from voters not in line at the time
polls close, but who approach the box as the retrieval team is transferring ballots.
o Checklist with instructions for completing a full sweep of the drop box with a
flashlight along with instructions for locking, sealing, recording, transferring ballots
to a temporary box, taking a photo and returning to HQ.

• You may have a line of people, or cars, at close of polls with people waiting to cast their
ballot in the drop box. As with in-person voting, have one person walk to the end of the
line of people and/or cars and hand the last voter in line at close of polls the “Last Voter In
Line” card to ensure everyone in line at close of polls may cast their ballot.

• Instructions for how to handle a line of cars (if 24-hour drop box or drive-through ballot
drop-off) or a line of people (if temporary indoor drop box). This should include a “Last
Voter in Line” card and potentially coordinating with local law enforcement for traffic
control.

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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• Recommend teams take pictures of:
o Locked ballot slot
o Inside of the 24-hour boxes once emptied after the close of polls to show that no
ballots are left in the box.
It is highly recommended to have your daily ballot retrieval team visit all ballot drop boxes the
day after the election to double-check that all ballots were collected.
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Election Night Closing Checklist
Ballot Drop Box
Name/#:

Date:

Retrieval Team
Member 1:

Retrieval Team
Member 2:

☐ Ensure you have necessary supplies and chain of custody logs before leaving for your designated
drop box.
☐ Ensure you take enough transfer boxes or bags to completely empty the drop box.
☐ Arrive at your assigned ballot drop box at least 15 minutes early.
☐ If there is a line before polls close, one retrieval team member must find the “Last Voter In Line”
card and go to the end of the line.
☐ At the close of polls, announce “Polls are closed” and lock the door to the drop box. If there is a line,
the team member at the end of the line should give the Last Voter In Line card to the last person or
car in line at the close of polls. Once the card is given out, return immediately to help empty t he
drop box.
☐ If any voter should try and cast their ballot after the close of polls, put their ballot in the box/bag
designated for late ballots.
☐ Unlock the access door and remove all ballots, placing them in a transfer box or bag.
☐ Using a flashlight, inspect the inside of the drop box for ballots that might be leaning against or stuck
to the wall.
☐ Once all ballots are removed from the drop box, take a picture of the inside of the empty drop box
using your phone.
☐ Inspect the drop box area to ensure no ballots have fallen on the ground.
☐ Seal the ballot transfer box(es)/bag(s).
☐ Verify the access door of the drop box is closed and locked.
☐ Close the ballot slot using the slot key.
☐ Complete Chain of Custody log(s) for the transfer box(es) or bag(s).
☐ Load transfer containers and all supplies into vehicle.
☐ Head directly back to counting facility.
All procedures completed and recorded:

☐ YES

☐ NO

Initials:

Time of Departure:

☐ AM

☐ PM

Initials:
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Common Mistakes and How to Prevent Them
Problem: Drop boxes left unsealed or unlocked
Solution: Checklist that is signed or initialed for each drop box and verified at the end of every
shift

Problem: 24-hour drop boxes left open or unlocked
Solution: Checklist that is signed or initialed for each drop box and verified at the end of every
shift

Problem: Drop boxes are full before Election Day and voters are leaving ballots on top, calling
news media, etc.
Solution: Increase the number of pickup times as you get closer to Election Day

Problem: Drop boxes not closed at 7 p.m.
Solution: Send retrieval teams out to sweep boxes the day after the election to ensure no ballots
are left behind (perhaps take photos)

30

Guide to Ballot Drop Boxes

Appendix A: Drop Box Vendors
This list was compiled by the Center for Tech and Civic Life.

Laserfab, Inc/Vote Armor
www.laserfabusa.com
Models:

• VA-3630 is the most popular
• The largest model, the VA-5038, is used by larger counties
• A third model exists, but no model number was provided
Approximate pricing: The 3630 model runs in between $3000 and $3500, depending on quantity.
Timeline: 6-8 weeks from order

American Security Cabinets
www.ballotdrops.com
Models:

• 7 different sizes and styles: https://ballotdrops.com/product-category/cabinets/
Approximate pricing: Please inquire
Timeline: Please inquire

Fort Knox Mailbox
www.fortknoxmailbox.com
Models: High Security Mailboxes - Fort Knox Mailbox, LLC.

• 3 different sizes: https://www.fortknoxmailbox.com/ballot-boxes/
Approximate pricing: $1,300 - $3,000 each, depending on model
Timeline: Please inquire

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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Inclusion Solutions
www.inclusionsolutions.com/wp-content/uploads/2019/06/IScatalog2019v8.pdf (pages 12-13)
Models:

• Fortress 400 ideal for indoor use, holds 400 ballots
• Fortress 800 ideal for indoor use, holds 800 ballots
• Fortress 1000 can transition to indoor & outdoor, holds 1,000 ballots
Approximate pricing: Fortress 400 is $130, Fortress 800 is $209, call for info about Fortress 1000
Timeline: Please inquire

Charnstrom
www.charnstrom.com
Models: Four models of “payment cabinets” and “Mail Collection boxes”, ranging in size.

• Small: $420 - Commercial/Residential Curbside Mailbox (13”W x 18” D x 20”H)
• Large: $3,608 - Mail Room/Office Mailing Walk or Drive up Box. Holds “hundreds of
envelopes and magazines”. (24”W x 29.5” D x 53” H)
Pricing: $400 to $4000
Timeline: Please inquire

Global Industrial
www.globalindustrial.com
Models: Mail & Parcel Drop Boxes

• Drop Box Locker: $450 - $1,513 (12”W x 12”D x 16.5”H)
• Supreme Letter Locker: $475 - $2,283 (12”W x 23”D x 24-36”H)
• Extra Large Mailbox & Parcel Post Vault: $883 (19”W x 19”D x 52”H
• Curbside Courier & Collection Box: $759 - $967 (20”W x 26”D x 49”H)
Pricing: $350 to $2,300 depending on model
Timeline: UPS Next Day, UPS 2nd Day, UPS or Truck 3-8 days shipping
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U. S. Mail Supply
www.USMailSupply.com
Models: Some examples

• Small Versatile Pedestal Hopper Collection Box $1,175 (17.75” L x 18.75”W x 59” H)
• Courier Drop Box $780 (20"W x 49"H x 26"D)
• All Weather Sealed Outdoor Collection Box $1,065 (22-1/4”W x 22-1/4”D x 47”H)
Pricing: Varies, depending on model
Timeline: Please inquire

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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Appendix B: Site Feasibility Planner
See following pages.
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Ballot Dropoff Location Planner: Site Feasibility
This document is based on a report by King County, Washington. It can be found here:
https://kingcounty.gov/~/media/depts/elections/about-us/reports/bdol-expansion-plan.ashx?la=en.
This planning tool can help you study, plan, and justify ballot dropoff locations in your jurisdiction. While the
scoring and criteria can be adjusted to specifically fit your jurisdiction’s needs, this document outlines a
number of major considerations for planning your dropoff locations and provides some outlines for a scoring
rubric.
Proposed Location:
Criteria

Score

Description

Equity
Serves isolated communities

10

Does the location serve a
geographically isolated area or
serve a particular, culturally

0

distinct community?

This site serves an isolated or distinct
community
Site does not serve an isolated or
distinct community.

Provide equitable services
Does the location sit in a
community with demographic
characteristics that warrant
considerations? (e.g. displaced
voters, hard to reach voters,
voters w/disabilities, language
barriers)

Note: You may need develop your
0-10

own scoring criteria based on your
jurisdictions.

Your score & notes

Disparities in voter
participation
Is the site located in an area
that has lower than average

8

4

Adjacent to census tract with lower
than average voter registration rates.
Lower than average voter
participation rates.

voter registration rates?
0

Average or higher than average voter
registration rates.

Operations
Pick-up and box closing
Does the site support an

Site conditions present no
10

up or box closing process.

effective, safe and secure ballot
pick-up and box closing

Site conditions may present a

process? Examples: stairs or
inclines to/from, potential to

challenges to the daily ballot pick-

5

place location in close

challenge to the daily ballot pickup or closing process but can be
mitigated.

proximity to parking, etc.

Site conditions do not support an
0

effective daily ballot pick-up or box
closing process.

Security
5
Is the location monitored live or
by video surveillance? If
outside, is the location well lit

2.5

at night?
0

The location is monitored live or by
video surveillance and is well lit.
The location has nearby
surveillance and is lit.
The location has no security
measures and is not lit at night.

Site owner input
5

There are no site owner concerns
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Are there site owner concerns
regarding increased traffic flow

2.5

There are site owner concerns that
can be mitigated

that would negatively affect
existing site tenant(s)? Are
there known or planned
construction projects on site (or
near) that might impact the

Site owner concerns or site
0

conditions do not support an
effective ballot drop-off location.

accessibility or feasibility of the
site?
Drive-up option
Do site conditions support both

Site conditions, as they presently
5

option.

walk-up and drive-up ballot
deposit options for voters?
Drive-up options offer more
convenience to voters.

Site conditions could support a
2.5

End-of-line
5

2.5

clear paths to the box.

challenges to establishing end-ofline status

area adjacent to the box (to
ability to limit the number of

challenges to establishing end-of-

Site conditions present some

Examples: size of the usable
establish orderly queuing), the

drive-up option.

line status.

and pedestrian) to establish
status at the voting deadline?

Site conditions do not support a

Site conditions present no

control of traffic (both vehicular
“on-time” and “end-of line”

drive-up option but might impact
host property.

0

Does the site support effective

exist, can support a drive-up

Site conditions do not support an
0

effective end-of-line establishment
process.

Accessibility
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Visibility
Does the site allow for

Voters can easily locate the box on
5

directions.

placement of a box that is
readily visible and easy to
locate by voters? Conditions
include: lighting, a clear line of

site; is fully visible from multiple

Some voters may be challenged to
2.5

find the box without extra signage
or lighting.

sight from street and/or
parking

There may be challenges in finding
0

the box on site due to placement
or visibility.

Access to Public Transit
Can voters visit the location via

Served by multiple bus lines or
5

stops within 1000 ft

public transit? Conditions
evaluated include: the number
of modes of public transit
available at the site and

modes of public transit; transit

Served by one bus line or mode of
2.5

public transit or stop/station is
>1000 ft away.

distance from public transit
stops/stations.
0

The site is not served by public
transit.

Parking
5

Adequate parking option.

Does the site possess adequate
parking for voters? Example:

One or more challenge(s) to

number of parking spots,
dedicated parking vs shared

2.5

parking spots, distance from

parking (< 20 parking spots, limited
load/unload options, distance to
box exceeds 100ft).

parking to box and off-street
parking in dense locations.

Inadequate parking (pay parking,
0

no load/unload, distance to box
exceeds 200ft).
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ADA factors

5

Does the site possess all

Site conditions support 100%
accessibility.

accessible features possible?
Conditions evaluated include:

2.5

Adequate with some mitigation.

parking lot slope, turning radius
adjacent to box placement,
curb cuts, number of ADA
parking spots, unimpeded path

0

Site does not support accessibility.

to box from ADA parking.
Continuity
Location History

10

Site has previously served as a voting
location.

Does the location have a
history of serving as a voting
location (in-person or drop

0

All other sites.

box)?

Final Score:
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Absentee Ballot Drop Box Information
What Are They?
A ballot drop box provides a secure and convenient means for voters to return their mail ballot. A drop
box is a secure, locked structure operated by election officials where voters may deliver their ballots
from the time they receive them in the mail up to the time polls close on Election Day. Ballot drop boxes
can be staffed or unstaffed, temporary or permanent.
Some voters prefer to deliver their mail ballots to a drop box rather than sending them back through the
mail. These voters may be motivated by lack of trust in the postal process, fear that their ballot could be
tampered with, or concern that their signature will be exposed. Voters may also be concerned about
ensuring that their ballot is returned in time to be counted.
Ballot drop boxes and drop-off locations allow voters to deliver their ballots in person. More
importantly, the availability of ballot drop boxes and drop-off locations ensures that even voters who
wait until the last minute to vote or who receive their requested ballot in the mail at the last minute will
have timely options to return their ballots.

Repurposing Options
In a COVID-19 environment, creative solutions may be required. Your municipality may already have
infrastructure set up for secure collection of payment and materials. Consider repurposing the following
options as secure ballot drops:
•
•
•

Designate drop boxes or mail slots set up for taxes, mail and public utilities as secure ballot drop
locations.
Partnering with public libraries to use book and media drop slots for ballot collection.
Partnering with businesses or locations that have already implemented social distancing
practices, such as grocery stores and banks.

Many of these locations are already secure and located in places familiar to city residents. If you choose
to do something similar, be sure to ask questions about the security of these drops and identify how you
can access ballots returned through these options. These locations should be marked with signage that
clearly identifies the location as a ballot drop and lists the final time ballots will be collected on election
day. After the final election day pickup, clear signage should be placed at each drop site marking the
location as “closed for ballot drop” and information regarding additional ballot return options and
deadlines should be listed on these signs.

Types and Examples
Outdoor Options
1. Temporary Drive-Through Drop Off
A drive-through drop-off location is an easy way to keep traffic flowing when demand for a ballot
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drop box is at its peak, especially on Election Day. This drive-through is typically set up in a
parking lot or a street depending on the location.
The team staffing the site accepts ballots from voters as they pull through, depositing them
directly into a ballot box. For voters who prefer placing the ballot directly into the box themselves, the
portable ballot box is brought to the car window. In addition to the supplies listed below, you will need a
bipartisan team of at least two to three to support the drop-off site.
•
•
•
•
•
•
•
•
•
•

Pop-up tent
Table
Chairs
Ballot box
Road signs
Orange cones
Flashlights
High-visibility vests for workers
Weather appropriate support— propane heater, rain gear, lanterns
Personal protective equipment such as gloves, masks, and hand sanitizer, as appropriate and in
accordance with current CDC guidance

2. Unstaffed, 24-Hour Ballot Drop Box
In high-demand areas where votes are or will be cast primarily by mail, installing a permanent
ballot drop box—one that can be accessed by voters 24/7—is a good solution. These boxes
should be constructed of durable material such as steel and be permanently cemented into the
ground. This type of ballot drop box typically costs about $6,000 each, but other options such as courier
boxes are available from industrial supply companies and are more affordable. In addition to
purchasing the 24-hour box you will need:
•
•

Video surveillance camera (or place the drop box in an area already covered by a security
camera)
Media storage device (for recorded video)

•
•
•

Decal or Signage (branding and information)
Extra keys for opening slot and access door
Security seals

Indoor Option
Staffed – Indoor Temporary Ballot Drop Box
When demand for a ballot drop box is low, a temporary ballot box located inside is a good
solution. These boxes should be constructed of durable material and include a key or
combination lock as well as a way to securely fasten the box to prevent it from being moved or
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tampered with. This type of box looks similar to the example pictured here. Staffed drop boxes can also
be used at polling places on election day to collect absentee ballots from voters without having those
voters wait in line in the voting area.
In addition to purchasing or renting the ballot box, you will need:
•
•
•

Padlock and keys (if not included)
Bike chain or some other way to fasten the box to prevent it from being removed (if not staffed)
Security seals

Security
Ballot drop boxes must be secured and locked at all times. Only an election official or a designated ballot
drop box collection team should have access to the keys and/or combination of the lock. In addition to
locks, all drop boxes should be sealed with one or more tamper evident seals.
Ideally, unstaffed 24-hour drop boxes should be located in areas with good lighting and be
monitored by video surveillance cameras. When this is not feasible, positioning the box close to
a nearby camera is a good option. Also consider placing it in a high traffic area and inviting local
law enforcement to make regular observations.
Try to place indoor drop boxes in locations where they can be monitored by a live person. When
ballot boxes are unstaffed and not being monitored, the box should be securely fastened to a
stationary surface or immovable object in a way that prevents moving or tampering.

Chain of Custody
•
•
•

Chain of custody logs must be completed every time ballots are collected.
All ballot collection boxes/bags should be numbered to ensure all boxes are returned at the end
of the shift, day, and on election night.
Team members should sign the log and record the date and time, security seal number at
opening, and security seal number when the box is locked and sealed again.

Location
Ballot drop boxes should be placed in convenient, accessible locations, including places close
to public transportation routes, near or on college campuses, and public buildings, such as
libraries and community centers familiar to voters and easy to find. If there is time, getting input
from citizens and community groups is recommended.
All drop box locations should be evaluated for:
•

Security
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•
•
•
•
•
•

Lighting (well-lit 24 hours a day)
High visibility
Security cameras
Accessibility
Voter convenience
Parking or drive-through options

How Many Dropboxes Do You Need?
At a minimum, you should have a drop box at your main county or city office building. Voters generally
know the locations of these buildings and are already accustomed to voting or doing business there.
Some other best practices include:
•
•
•

Have one drop box for every 15,000–20,000 registered voters.
Consider adding more drop boxes to areas where there may be communities with historically
low vote by mail usage.
Use demographic data and analysis to determine whether there should be a different formula
for rural and urban locations (i.e., 1 for every 15,000 residents may be every mile in an urban
are, but every 50 miles in a rural area).
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Election Team Meeting –2020-08-27
Fast-approaching deadlines:
Drop boxes (locations need to be secured, boxes installed and locations communicated to absentee
ballot voters by 9/15)
Voter navigator job posting (needs to be posted on 8/31)
Outreach/Education (the RFP has already been published, firm needs to begin work 9/15)

Drop Boxes
Please read the attached documents (CTCL and WEC). In the CTCL document, pay careful attention to
pages 2 to 8; 14
8/27/20, we’re going to:
•
•
•

Select locations
Identify who will install (there are funds from the grant to reimburse departments)
Identify how we will receive and store the boxes until they are installed

At our next meeting we will discuss (these issues are found on pages 14 to 17, and addenda)
•
•
•

Placement of video cameras
Hiring staff or reassigning staff to collect on daily basis (more frequently closer to election day
and on election day)
Routes and procedures

Voter Navigator
Please see attached description. Any other comments?
The election grant mentors will provide additional training for the navigators.

Outreach/Education Program
•

Next meeting we’ll discuss the plan. Please read the pertinent section from the RFP below:

DESCRIPTION OF SERVICES/COMMODITIES
Background
The City of Green Bay, along with the five largest municipalities in Wisconsin, have collaborated
to produce a voting plan, “Wisconsin Safe Voting Plan.” This plan was successfully funded by the
Center for Tech and Civic Life. The City is seeking a public affairs firm that will construct an

outreach and voter engagement program, in a strictly non-partisan manner, for the November
3rd election. The program should employ multiple media used by a wide cross-section of Green
Bay’s residents. The goal of the program would be to inform voters of changes in voting,
especially due to the pandemic, encourage absentee voting, provide information about
registration, and convey instructions about successfully casting an absentee ballot. The program
will engage consistent voters as well as infrequent voters and new registrants.

The public affairs firm should be experienced in building target audiences, direct mail, radio,
public service announcements, social media and any type of public information campaign. The
firm will quickly execute the program, and it will manage daily programming and budget. The
firm will engage local partner groups to ensure delivery of an appropriate message, and thus
should be experienced working with and building coalitions. The firm would interface daily with
city staff.

Tasks:
•
•
•

Help formulate goals and deliverables for voter information
Define strategy and target audience
Execute and report data based on program

Scope of Work
The City of Green Bay received a grant to help safely conduct the upcoming election during the
COVID-19 pandemic. Grant activities include non-partisan voter outreach and education. The
outreach campaign will use multiple media, direct mail, radio, public service announcements
and any other type of public information.

Task 1 Kick-off meeting:
•
•
•

meet with city staff and election grant mentors to discover Green Bay’s needs and make
community connections
identify a strategy for conducting the voter outreach program and define the target
audiences
formulate goals and further define deliverables for voter outreach/education

Task 2 Formulate a voter outreach program which will:
•
•

reach all eligible voters in the City of Green Bay, approximately 71,000 residents
be crafted to reach different types of voters from infrequent voters to unregistered
voters to consistent voters, among many

•
•
•
•
•

engage voters and instruct them as to the changes in polling locations, successful
absentee ballot completion, voting in-person on election day and voting early in-person
absentee
instruct voters about ID and document requirements to successfully register
use all types of media
coordinate with local partner groups to ensure appropriate messaging
include a detailed budget and timeline of delivery

Task 3 Enact the outreach program by:
•
•
•

managing the day-to-day programming (posting, setting up interviews, creating and
disseminating content)
executing and reporting data based on the outreach program
creating weekly updates for City staff about views, posts, mentions, etc.

Task 4 Wrap up by November 4th
•

Final meeting with City Staff regarding lessons learned and best practices moving
forward

Operational Requirements
A highly skilled company that can build target audiences, create an outreach/advertising plan in
a very short time-frame and effectively execute the day-to-day programming.

Deliverables:
1.
2.
3.
4.

Voter outreach program
Budget (Sealed separately)
Weekly updates
Wrap up document

Proposal Format
The proposal should be submitted to include how you will effectively perform all the tasks
outlined in this RFP. A minimum of two examples of previous work in voter outreach and
education shall be presented.

Your proposal should outline a timeline, including critical check points (if needed), estimated
hours required to complete work, and details about the staff that will be assigned to complete
work associated with this RFP.

Scoring Criteria

Organizational Capabilities—the firm will have
experience in voter engagement and outreach

30

Staff Qualifications—staff members will have a proven
track record of voter engagement and the ability to
execute a day-to-day plan, especially virtually.

25

Proposal Requirements—clear plan that can be quickly
implemented that includes goals, deliverables for voter
information, strategy, target audience

15

Price—must stay within the grant budget

20

References

10

How to make a voting plan
We thank you for planning ahead to cast your 2020 ballot, because COVID-19 (coronavirus) complicates
this Election Day. Voters have many options. First you can vote, as you usually do, at a polling place on
election day (11/3/2020). Or you can vote early in-person absentee by visiting City Hall, beginning
October 20, 2020. Or you can vote absentee-by-mail.
First—What do I need to vote?
•
•
•

You need a photo ID with your voting address
If you need to register to vote, get the documents found here
Need more help? Contact one of our voter navigators at xxxx@greenbaywi.gov or 920-448XXXX

Am I registered to vote and is my address current?
•
•
•
•
•
•

Go to myvote.wi.gov
Click on “register to vote”
Enter your first name, last name and date of birth
If you need to make changes to your address or name, you can do that online until October 14
Attend a voter registration event hosted by COVO, more information found here
Need more help? Contact one of our voter navigators at xxxx@greenbaywi.gov or 920-448XXXX

I want to vote absentee by mail, how should I plan?
•
•
•
•
•
•
•
•

In the pandemic, this is a safe option and will help slow the spread of the COVID-19 virus
Request an absentee ballot by going to myvote.wi.gov
Click on “vote absentee”
Enter your first name, last name and date of birth
Plan Ahead!! Request your ballot by October 10th. You should receive it the in mail by October
17th.
Mail (United States Mail) your ballot by October 19 to ensure it reaches the Clerk’s office by
November 3rd
Use one of our drop boxes found here and available on these dates
Need more help? Contact one of our voter navigators at xxxx@greenbaywi.gov or 920-448XXXX

I want to vote early in-person absentee, how should I plan?

•
•
•
•
•
•
•

Voting early in-person absentee is easy!
See the hours here
You can also register in-person at the clerk’s office at City Hall, 100 N. Jefferson Street
If you’re already registered, bring your photo ID
If you’re not registered see above “First—what do I need to vote?”
When you come to City Hall, you’ll need to wear a mask, but we’ll have some available to give to
you
Need more help? Contact one of our voter navigators at xxxx@greenbaywi.gov or 920-448XXXX

I want to vote on Election Day, November 3, 2020, what should I plan for?
•

•
•
•
•

•
•
•

•
•

First, check your polling location by going to myvote.wi.gov
o Click on “Find my polling place”
o Enter your street address, unit/apt number (if applicable), city and zip
Use the map on our website
Buses are free on Election Day
Polls are open 7 am to 8 pm.
If you can, avoid lines and crowds and come to the polling location on off-hours:
o After 9 am but before lunch
o Between 1 and 4
Bring hand sanitizer to help keep your hands clean before, during and after voting
Wash your hands when you arrive at your destination (home or work)
Wearing a mask while voting is optional, not required. However, wearing a mask helps to stop
the spread of the virus, and the City encourages voters to take this precaution while casting a
ballot.
Voter navigators are available to answer your questions before Election Day
(xxxx@greenbaywi.gov or 920-448-XXXX).
On election day, please consult any poll worker at your polling location.

I’m planning to register to vote…
I’ve got all my documents ready
I plan to register at a registration event
I plan to register at the Clerk’s Office (100 N.
Jefferson) starting 10/15 and ending 10/30
I plan to register on Election Day, and I know where
my polling location is
Voter Navigator xxx@greenbaywi.gov; 920-448-XXXX

I’m planning to vote absentee…
I’m registered to vote
I’ve requested an absentee ballot
I’ve received my absentee ballot
I’ve mailed (US Mail) my absentee ballot by
10/19/20
I’ve placed my absentee ballot in a drop box by
Halloween (10/31)
Voter Navigator xxx@greenbaywi.gov; 920-448-XXXX

I’m planning to vote early in-person absentee…
I’m registered to vote
I have my photo ID with correct voting address
I plan to register at the Clerk’s office (100 N.
Jefferson) and I have all my documents
I know the early in-person hours (list them)
Voter Navigator xxx@greenbaywi.gov; 920-448-XXXX

I’m planning to vote on Election Day, November 3, 2020
I am registered to vote
I have my photo ID with correct voting address
I plan to register on Election Day, and I have all my
documents
I know where my polling location is
I will go to my polling location between 7 am and 8
pm, preferably between 9 am and noon or 1 pm and
4 pm
I’ll bring my own hand sanitizer
It’s not required, but I’ll wear a mask

Front side
Did you?
--sign your ballot (show picture)
--have your witness sign and give address (show picture)

Left side
City of Green Bay Official Drop Box (w/logo)

Back side
This drop box is under 24 hour camera surveillance

Right side

City of Green Bay Official Drop Box (w/ voter hand logo)

Reminder messages for drop boxes
Center for Civic Design
Draft – August 9, 2020

What’s in this file
Headlines and lists
Several “attract” message
headline variations

Size and layout
These reminders are laid out for a 4” x 11” sticker.
This is the size of a large bumper sticker.

List variations for Georgia and
other state requirements.

Waterproof stickers of similar size are inexpensive and
available from local and online printers.

In the list – use ”Put” or “Seal” in
envelope depending whether a
seal is required.

The final size and shape is based on being able to place
the sticker on the front of the drop box where is it visible
near the door or “spout” where the ballot is inserted.

What’s the ”attract message”?
The top of the list has to get the voter’s attention before they drop their ballot and
nudge them to stop and do a final review. This can be partially a local preference.
Ideas:
•

Check your ballot before you drop it!

•

Is your ballot ready to return?

•

Final checklist. Did you…

•

Make sure your ballot counts. Did you..

Design variations
The samples include variations on how we use icons, color, and layout.
Icons at the top

Bullets in the list

ü§
Two layout styles

Text sizes
36-40 points for headline
24-30 points for list
Color can match
local branding

Variations for Georgia
Simple requirements for a signature and printing the voter’s name and the date
Three envelopes – ballot goes into an inner envelopes. The oath form is on the return envelope

Check your ballot before you drop it!
Did you…

Seal your ballot in the ballot envelope?
Sign the oath and print your name and date?
Put the ballot envelope in the return envelope?

Check your ballot before you drop it!
Did you…

Put your ballot in the ballot envelope?
Sign the oath and print your name and date?
Put the ballot envelope in the return envelope?

Check your ballot before you drop it!
Did you…

§ Sign the oath and print your name and date?
§ Put your ballot in the ballot envelope?
§ Put the ballot envelope in the return envelope?

Is your ballot ready to be counted?
Did you…

ü Sign the oath and print your name and date?
ü Seal your ballot in the ballot envelope?
ü Put the ballot envelope in the return envelope?
ü Return your ballot by 7:00 pm on Election Day?

Check your ballot. Did you…
Seal your ballot
in the ballot
envelope?

Sign and print
your name and
date?

Seal the ballot
envelope in the
return envelope?

Variations for Wisconsin
State with a witness signature requirement
Two envelopes, with oath on the back of the return envelope.

Check your ballot before you drop it
§ Did you sign the back of the envelope?
§ Did your witness sign and and write their address?
§ Is your ballot inside?

Check your ballot before you drop it!
Is your ballot inside?
Did you sign the back of your envelope?
Did your witness sign and write their address?

Is your ballot ready?
Did you sign the back of the envelope?
Did your witness sign and and write their address?
Is your ballot inside?

Check your ballot. Did you…
Sign and
print your
name and
date?

Have your
witness sign
and print their
address?

Put your ballot
inside and seal
the envelope?

Seal

Check your ballot. Did you…
Sign and
print your
name and
date?

Have your
witness sign
and print their
address?

Put your ballot
inside and seal
the envelope?

seal

Check your ballot before you drop it
§ Did you sign the back of the envelope?
§ Did your witness sign and & write their address?
§ Is your ballot inside?

Variations for other states

Arizona, Florida, Michigan: Two envelopes, simple form

ü Sign your name on the back of the envelope?
ü Fill in the whole form?
ü Put your ballot in the envelope?

Pennsylvania: Three envelopes, simple form

ü Sign your name on the back of the envelope?
ü Fill in the whole form?
ü Put your ballot in the secrecy envelope?
ü Seal the ballot envelope in the return envelope?

Ohio: Three envelopes, voter ID form

ü Put your ballot in the identification envelope?
ü Fill in the form on the ID envelope, including your
driver’s license or other identification?
ü Sign your name at the bottom of the form?
ü Put the ID envelope into the return envelope?

Election Day Report
O8/11/2020
Alder Barbara Dorff-Elections Committee
On Tuesday, 8/11/2020, as an Alder and a representative of the Ad Hoc Elections Committee, I
visited a total of 9 polling locations and interviewed poll workers, including inspectors and chief
inspectors regarding what suggestions they might have to improve the election process for
November 3rd, 2020.
This document will address each of the sites and specific issues that may need to be resolved.

•
•
•
•

•

•

•

•
•
•
•

Sears Site
Supply more ward maps to each ward so they can help direct voters
to the correct location. Request for Binders.
Better, bigger signage to designate entrances and exits and provide
directions within the building.
Must spread out more in November. Way too crowded. And there is
plenty of room but see next item.
Make sure more outlets work. City needs to send over a repair team
to find out if they can make the electricity work throughout the
building.
Make sure that there is heat in November. We had discussed getting
fans for Sears but that did not happen and it was very
uncomfortable. We need to make sure the heat is on and working in
November. Or we may need to supply heaters.
With more outlets, the tables can be moved closer to the linoleum
floor. The carpet is a tripping hazard and this will keep voters off the
carpet and on the floor for the most part.
Using hats or some other visual aid, designate people that are
experienced and can be found quickly. There is a very excellent chief
inspector out there that most people knew. Others may also have
had knowledge but were not easily identifiable.
More people needed at door to direct. Have two entrances and two
exits if possible.
Port a potties requested at Sears location.
Chairs for elderly voters waiting requested.
Signs at doors people should NOT enter.

Election Day Report
O8/11/2020
Alder Barbara Dorff-Elections Committee

Calvary Church
• The church is offering the gym for November. I toured it and it is an
excellent site. Just a bit smaller than UWGB so more wards can go
there (Keller Wards?)
• There must still be two entrances as the grade from the entrance
into the gym is too steep for wheelchairs. The other entrance is fine
and there is elevator down to the gym level.
• The church has also offered the kitchen, to make coffee, to have
volunteers help direct if needed. They are very eager to help.
• The church is also willing to use their electronic sign to advertise the
polling location and wards being served in November.
• May have to be approved for ADA requirements
• Need extension cords for Gym
• Asked for painter’s tape
Christ of the Bay
• Very dim lighting. Need extension cords and tape to put brighter
lights in center of room.
• Poor traffic flow.
Atonement
• Too many booths, could not socially distance voters so took out some
booths.
• Doorbell does not work.
• Not enough ward signs were supplied for the tables. They used
napkins to make signs

Election Day Report
O8/11/2020
Alder Barbara Dorff-Elections Committee
Wildlife Sanctuary
• Very LOUD. Horrible acoustics. Maybe three wards instead of five
would work better.
• Close it to the public (except for school) for the day. Too many
visitors trying to get into the polling section.
Danz
• Not available in November but Celebration church would be
available.
Curative
• Do not use Curative due to mask mandate not able to be enforced
for voting
UWGB
• Request more cleaning supplies at UWGB
• Request more user-friendly instructions
• Concern that several poll works did not wear their mask consistently
Danz
• Not available/ Celebration may be available
Green Bay Metro
• Asked for Binders.
• Would like all the same people
• Asked for painter’s tape

Election Day Report
O8/11/2020
Alder Barbara Dorff-Elections Committee

Contact Group Name:

Election Grant Team

Members:
Calvin Winters
Calvin.Winters@greenbaywi.gov
Joanne Bungert
Joanne.Bungert@greenbaywi.gov
Joseph Faulds Joseph.Faulds@greenbaywi.gov
Kim Wayte Kim.Wayte@greenbaywi.gov
Kris Teske
Kris.Teske@greenbaywi.gov
Pamela Manley
Pamela.Manley@greenbaywi.gov
Shelby Hearley
Shelby.Hearley@greenbaywi.gov
Stephanie Hummel Stephanie.Hummel@greenbaywi.gov

file:///is-dc1/...cords%20Requests/Completed%20Requests/Stone,%20Jay/Stone%20email%20attachments/Election%20Grant%20Team.txt[01/04/2021 12:15:22 PM]
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DATE:
TO:

July 24, 2020
Wisconsin Municipal Clerks
City of Milwaukee Election Commission
Wisconsin County Clerks
Milwaukee County Election Commission

FROM:

Meagan Wolfe
Administrator

SUBJECT:

Establishment and Continued Use of Alternate In-Person Absentee Voting Sites

As the August Partisan Primary and November General Election approaches, some municipalities throughout
Wisconsin may be using alternate sites, outside of the clerk’s office, to conduct in-person absentee voting.
While these alternate sites are allowed by statute, there are specific requirements to which clerks and municipal
governing bodies must be mindful of when both establishing and using those alternate sites. These
specifications are laid out in Wis. Stat. § 6.855(1),(2) and are summarized below.
Establishment of Alternate In-Person Absentee Voting Sites
In any municipality where alternate in-person absentee ballot sites will be used, those sites must have been
established by the municipal governing body no later than 14 days prior to the time that absentee ballots are
available for the August primary. (See WEC Election Calendar) With regard to the August Partisan Primary
and the November General Election, this date was June 11, 2020. If, at this time, alternate sites have not been
designated by the municipal governing body, they cannot be added prior to the August or November elections.
There are no provisions in state statute that allow municipalities to establish a certain set of in-person absentee
locations prior to the August Partisan Primary only to have a separate set of locations offered prior to the
November General Election. Alternate in-person absentee voting locations established for the August Partisan
Primary must also be used for the November General Election. Neither state statute nor the One Wisconsin
Institute court decision limits the number of alternate absentee sites that may be established, nor the hours that
voting may occur at those sites. Voting may not occur at any in-person absentee voting location on the Monday
prior to an election.
Using Alternate In-Person Absentee Voting Sites
Municipal clerks who will be using multiple in-person absentee voting sites must list these sites in their Type E
notice. Wis. Stat. § 10.01(2)(e). The notice must include the location of any alternate site established under
Wis. Stat. § 6.855 and the hours during which voting will be made available for in-person absentee voting. Any
in-person absentee voting site that was designated with the intention of use prior to the November General
Election must also be noticed for in-person absentee voting during the period prior to the August Partisan
Primary. If turnout at certain in-person absentee voting locations is expected to be lower for the August
Wisconsin Elections Commissioners
Ann S. Jacobs, chair | Marge Bostelmann | Julie M. Glancey | Dean Knudson | Robert Spindell | Mark L. Thomsen
_________________________________________________________________________________________________________
Administrator
Meagan Wolfe

Wisconsin Elections Commission
Establishment and Continued Use of Alternate In-Person Absentee Voting Sites
July 24, 2020

Partisan Primary than for the November General Election, clerks may offer limited voting hours or “by
appointment only” voting at those sites. In the event that a Type E notice for the Partisan Primary has been
published and does not list each alternate site as designated by the governing body, clerks should amend their
Type E notice. The amended notice should reflect all locations that will be in use prior to both the Partisan
Primary and General Election, and the respective hours of voting or if a location is “by appointment only.”
We appreciate your attention to this matter. Please contact us at elections@wi.gov or call us at (608)261-2028
with any questions you may have.

Green Bay Area Public School District
2020-21 Elementary Family Count
(Will be updated in September 2020)

School
Aldo
Leopold
Baird

English

Prefer English
Spanish and Spanish, Hmong
back-to-back

Somali

25

5

275

75

Beaumont
Chappell
da Vinci

175
435

15

Danz

250

350

500

Doty
Eisenhower
Elmore
Fort Howard
Howe
Jackson

200
150
25
190
275

200
200

375
350

Keller
Kennedy
King
Langlade

250
225
30
40

30
5

2
2

60

5

2

5

Lincoln
MacArthur
Martin
McAuliffe
Nicolet
Red Smith
Sullivan
Tank
Webster
Wequiock
Wilder

175
285
300
500
250
250
360
95
40
135

2
2

TOTAL

4935

mamessenger@gbaps.org

350

350
175
435

500
10
20

375
350
25
190
275

200

2
285

2

5
250

500

10
10

290
95

650
190

1729

If only
Electronic copy of flyer only
English
(must be provided in a .pdf,
copies are
Google, or Word document)
available
Also send electronic copy to
25

3202

58

250
240
30
40

175
285
300
500
250
250
650
190
40
135
65

6035

Also send electronic copy to
lamarshall@gbaps.org

jmmetzler@gbaps.org
tsvandyke@gbaps.org
Include the email you received
from the District contact stating
that the flyer was approved
lapuyleart@gbaps.org
laguzzonato@gbaps.org

Electronic copy only to
khdolan@gbaps.org or
alleonhard@gbaps.org

vjherrbold@gbaps.org
Also send electronic copy to
jmbrinkmann@gbaps.org
kaneumann@gbaps.org
mastordeur@gbaps.org
lkanderson@gbaps.org

tlambrosius@gbaps.org

cksleeman@gbaps.org
Electronic copy only to
daleisgang@gbaps.org

Green Bay Area Public School District
2020-21 Secondary School Contacts for Flyer Distribution

School

Count

Email Contact

Aldo Leopold Middle School

192 students

mamessenger@gbaps.org

Edison Middle School

1216 students

maolson@gbaps.org

Franklin Middle School

782 students

lmwirtz@gbaps.org

Leonardo Da Vinci Middle School

143 students

jmmetzler@gbaps.org
tsvandyke@gbaps.org

Lombardi Middle School

827 students

tlluck@gbaps.org

Red Smith Middle School

496 students

tlambrosius@gbaps.org

Washington Middle School

762 students

jmnelson@gbaps.org

John Dewey Academy of Learning
Northeast Wisconsin School of
Innovation
Dr. Rosa Minoka-Hill School

29 - Middle
71 - High
14 - Middle
183 - High
15 - Middle
50 - High

mmlemmens@gbaps.org
yycoronajimenez@gbaps.org
snhost@gbaps.org

East High School

975 families

krimha@gbaps.org

Preble High School

1901 families

nakosnar@gbaps.org

Southwest High School

940 families

ejdennis@gbaps.org

West High School

850 families

blkunkel@gbaps.org

VOTER AWARENESS MATERIALS
MOOD BOARD 1
MAIN LOGO

VARIATION

N/A
Word
Focused
Design

N/A
Word Focused Design

COLOR PALETTE

#dbb496

#179bc1

#d60504

SLOGANS / VERBIAGE
Remember Every Vote Counts
Register to Vote Now
Vote! Everyone's Doing It
It's Dope to Vote!
We The People
Your Voice! Your Vote!
Voice Of The PEople
We are in this together
Vote! The Power is in Your Hands

FONTS
Bernier Shade

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
Courier Prime
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz

#61070c

#07131e

TEXTURES / PATTERNS

VOTER AWARENESS MATERIALS
MOOD BOARD 2
MAIN LOGO

VARIATION

N/A
Word
Focused
Design

N/A
Word Focused Design

COLOR PALETTE

#f2e7cf

#56727e

#1b2431

SLOGANS / VERBIAGE
Remember Every Vote Counts
Register to Vote Now
Vote! Everyone's Doing It
It's Dope to Vote!
We The People
Your Voice! Your Vote!
Voice Of The PEople
We are in this together
Vote! The Power is in Your Hands

FONTS
Gatwick Bold
ABCDEFGHIJKLMNOPQRST
UVWXYZ
abcdefghijklmnopqrstuvwxyz

Kollektif
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz

#f1265a

#182f46

TEXTURES / PATTERNS

VOTER AWARENESS MATERIALS
MOOD BOARD 3
MAIN LOGO

VARIATION

COLOR PALETTE

#fee1e3

#ab3a36

#f0895b

SLOGANS / VERBIAGE
Remember Every Vote Counts
Register to Vote Now
Vote! Everyone's Doing It
It's Dope to Vote!
We The People
Your Voice! Your Vote!
Voice Of The PEople
We are in this together
Vote! The Power is in Your Hands

FONTS
Sifonn

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
Babas Neue

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz

#4b1716

#af563b

TEXTURES / PATTERNS

Voting in the
City of Madison

General Election 2020
Voter Guide
Our goal is for each
eligible voter to be able
to cast a ballot and have
that ballot counted!

- City of Madison Clerk

https://MyVote.WI.gov

www.cityofmadison.com/election

Contacts
Madison City Clerk’s Office

210 Martin Luther King Jr Blvd #103
Madison, WI 53703
8:00 am. – 4:30 pm.
voting@cityofmadison.com

Don’t have an acceptable ID for voting?

The Dane County Voter ID Coalition can help you, and

can even arrange a ride to the DMV. Their help
line is 608-285-2141.

MyVote WI

Visit MyVote.WI.gov to:
•
Verify your voter registration
•
Print and mail a voter registration form
•
Register to vote completely online, available
only if your address is up-to-date with the
DMV
•
Find your polling location
•
Find out what will be on your ballot

Ways to vote
By mail as an absentee voter

Request your absentee ballot by emailing
voting@cityofmadison.com.

The deadline to request your absentee ballot is
5:00 pm on October 30.

Return your absentee ballot
• By mail – postage is pre-paid in the U.S.
• At any of our ballot drop-off or absentee
voting sites – www.cityofmadison.com/Clerk
• At your polling place on Election Day
The deadline to return your voted ballot is
8:00 pm on Election Day.

In person as an absentee voter

The City of Madison will offer absentee voting at 20
locations from October 20 through November 1.
See www.cityofmadison.com/clerk for details.

In person on Election Day

Polls are open on Election Day, November 3 from
7:00 am – 7:00 pm.
Find your your polling place
www.cityofmadison.com/WhereDoIVote

Voter Registration
Register to vote at
MyVote.WI.gov
Am I eligible to vote in Wisconsin?

To be eligible to vote, you must be:
• A United States citizen
• 18 or older by Election Day
• A resident of Madison for 28 days before Election
Day
• If you were convicted of a felony, you must be
finished serving your sentence, including
probation/parole

What do I need to register to vote?

You can register to vote with proof of address
• At MyVote.WI.gov if your address at the DMV is up
to date (see MyVote.Wi.gov for a link you can use
to update your address with the DMV)
• At any city agency until October 14

•

•

At the City Clerk’s Office or a satellite absentee
voting site with proof of address through the
Friday before an election
At the polls on Election Day

Voting Absentee
Voting absentee is easy and secure

Absentee ballots are kept sealed and secure in the Clerk’s Office
vault until counted at the polls on Election Day.
You may vote absentee at the Clerk’s Office or one of the city’s
many satellite voting locations.

How to request an absentee ballot

Request your absentee ballot by email to:
voting@cityofmadison.com

Include:
• Your name
• Voter registration address
• Address where ballot should be sent
• A picture or copy of the front of your ID

For your absentee ballot
to be counted, you must:
•
•
•
•

Sign the certificate envelope

Have a witness sign the envelope
Have a witness address on the
envelope

Return your ballot by 8:00 pm on
Election Day

Voting in person
Election Day is November 3

Polls open at 7:00 am and close at 8:00pm.
Everyone in line at 8:00 pm gets to vote.
How to vote
•
•

Fill in the oval next to the name of your candidate.
Insert your ballot in the tabulator and wait for the
screen to display “Thank you for voting. Your
ballot has been counted.”

Accessible voting

State law requires voters to sign or make their mark on
the poll book. If you are unable to sign due to a
disability, you are exempt from this requirement.
If you are unable to state your name and address at the
poll book, you may designate someone else to state
your name and address for you.
If you have health issues, you may vote from the curb of
the polling place..
Every polling place has an accessible ballot marking
device. You may designate someone to help you mark
your ballot as long as your assistant is not a candidate
on the ballot or the your employer or union
representative.

Proof of Address vs. Proof of ID
You prove your address only
when you register to vote

Proof of address must show your name at your current address.
You can use – on paper or electronically:
•
•
•
•
•
•
•

Unexpired WI driver license/ID
Utility bill from last 90 days (water,
gas, electric, cable, internet…)
Bank or credit union statement
Property tax bill or receipt
Government document or check
Paycheck
Residential Lease in effect on day you
register

•

•

•

Affidavit on letterhead from
a social service agency for a
homeless voter
Student ID and a private
college fee statement from
last 9 months
Care facility contract/intake
document

You show ID every time you vote
The address on your ID does not matter. Voters without ID
may vote provisionally. You can use:
•

•
•
•

Wisconsin driver
license/ID expiring after
11/6/2018
U.S. Passport expiring
after 11/6/2018
Military ID expiring after
11/6/2018
Unexpired Veterans
Affairs ID

•
•
•
•

Certificate of naturalization issued within
the last 2 years
Unexpired receipt for a WI driver license/ID
ID card issued by a federally recognized
Indian tribe in Wisconsin
College ID with student signature, date
issued and expiration within 2 years of
issuance, accompanied by proof of
enrollment if expired

Moved? Hospitalized?
Moved in the month before the election?

If you move within 28 days of an election you can
only vote from your previous address, at your old
polling place.

Hospitalized?

You may vote absentee from the hospital on
Election Day or during the week before an
election.
• You may choose someone as your agent to
help you vote absentee.
• An agent may run between the hospital and
the City Clerk’s Office with your request, ID, and
absentee ballot.
• Use the request form at
www.cityofmadison.com/clerk/electionsvoting/voting/vote-absentee/voting-absenteein-the-hospital
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DATE:

July 29, 2020

TO:

All Wisconsin Election Officials

FROM:

Meagan Wolfe
Administrator

SUBJECT:

7th Circuit Court of Appeals Ruling in One Wisconsin Institute Case Now in Effect

A mandate was issued today by the 7th Circuit Court of Appeals in the One Wisconsin Institute case meaning
that this ruling is now in effect. Please review the summary of changes below to determine how this decision
impacts voting laws and procedures and how you will need to update any training and documentation provided
to your staff and election inspectors for the upcoming August and November elections.
On June 29, 2020 the 7th Circuit Court of Appeals issued its ruling in the One Wisconsin Institute case that had
been on appeal since 2016. WEC provided further guidance on July 2, 2020 that the Wisconsin Department of
Justice determined that the 7th Circuit decision was not in effect until the mandate was issued. All aspects of the
ruling are now in effect and should be applied to the deadlines and procedures used to administer the August 11,
2020 Partisan Primary:
•

In-Person Absentee Voting: The Court determined that limitations on days, hours and locations for inperson absentee voting contained in the current statute are permissible, and that the requirements
established by 2017 Wisconsin Act 369 are constitutional and enforceable. For the August 11 Primary,
you are now within the 14-day window for offering in-person absentee voting in your municipality for
that election as permitted by the statute.
Effective immediately:
o In-person absentee voting may be conducted beginning no earlier than 14 days prior to each
election and ending no later than the Sunday prior to election day. No in-person absentee voting
is allowed on the Monday prior to election day. Wis. Stat. § 6.86(1)(b).
o There is no limit contained in the current law on the maximum number of hours that can be
offered for in-person absentee voting and the law also does not establish a minimum number of
hours that must be offered (although opportunities for in-person absentee voting must be
offered). In-person absentee voting hours are also not required to be offered on each day of this
time period.
o Municipalities are permitted to designate multiple sites for in-person absentee voting. Wis. Stat.
§ 6.855(5). Additional in-person absentee sites are required to be established by the municipal
governing body for a primary and general election at least 14 days prior to when ballots are
available for the primary. Wis. Stat. § 6.855(1). For the August 11, 2020 Partisan Primary and
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the November 3, 2020 General Election those sites were required to be designated by June 11,
2020.
•

Voter Residency: The Court determined that the State’s 28-day residency requirement for voter
registration was constitutional. WEC has updated the voter registration form and will be updating the
online voter registration process on MyVote to reflect the change to 28 days. If you are using the
current version of the form for in-person registration, please have the voter or clerk cross out the
reference to 10 days and write in 28 days and then initial by the change.
Effective immediately: Voters must have resided at their current address for 28 consecutive days prior
to election day in order to register at that address. Voters who do not meet the 28-day requirement at
their new address are eligible to participate at their former address. Wis. Stat. § 6.02(1) and (2).

•

Electronic Ballot Delivery: The Court determined it was constitutional for the State to restrict the use
of fax and email delivery of absentee ballots to only military and overseas (permanent and temporary)
voters. Wis. Stat. §§ 6.22(2)(e) and 6.24(4)(e).
Effective immediately: Clerks may not send absentee ballots to regular absentee voters via fax or email
delivery. Clerks must continue to send absentee ballots to military and overseas voters via fax or email
delivery if either of those methods are requested by the voter.

•

Absentee Ballot Certificate Envelope: State law requires the certification language on the absentee
ballot return envelope to include the residency requirement in the voter affirmation section. Wis. Stat. §
6.87(2). Existing stock of return envelopes that list the 10-day residency reference may still be used, but
the clerk should manually change the reference to the 28-day residency requirement, and initial this
change, before issuing the return envelope to an absentee voter.

•

Student ID as Photo ID: There were two challenges to the use of university, college, or technical
college ID cards as proof of identification that the Court ruling impacted. The first challenge was to the
requirement that the student ID can only qualify as acceptable photo ID if it contains an issuance date,
an expiration date no more than two years after issuance and was currently unexpired. The Court ruled
that the expiration date requirement could be supplemented by a proof of enrollment document,
The second issue was regarding the requirement that the use of the student ID as photo ID was
contingent on the voter providing a proof of enrollment document, such as a tuition fee receipt or course
schedule, along with the ID. The Court ruled that requiring a proof of enrollment document in addition
to providing a qualifying unexpired student ID was unconstitutional and cannot be enforced.
Effective immediately: If a qualifying student ID used for the purposes of meeting the photo ID
requirement is unexpired, the proof of enrollment document accompanying a student ID is no longer
required. If the student ID is expired, the voter must also provide the valid proof of enrollment
document. If the voter has an expired student ID and does not have a valid proof of enrollment
document, they should not be permitted to vote a regular ballot unless they can provide another
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acceptable form of photo ID. If a voter is unable to meet the photo ID requirement, and they are
otherwise qualified, they shall be permitted to vote a provisional ballot. For the provisional ballot to be
counted, the voter must provide an acceptable form of photo ID prior to 4:30 p.m. on the Friday after the
election. Wis. Stat. § 6.97.

•

Student ID Expired?

Proof of Enrollment?

Does this work as photo ID?

No

Not necessary

Yes

Yes

Yes

Yes

Yes

No

No

College or University Housing List as Proof of Residence: State law allows for a college or
university to provide a certified housing list that can be used as proof of residence for students to use as
proof of residence when registering to vote at the polls on election day, but statute also requires the list
to include citizenship status of each student on the list. The Court ruled that the citizenship requirement
on the certified housing list was in violation of federal student privacy laws and, therefore, should not be
enforced.
Effective immediately: Certified housing lists provided by colleges or universities do not need to
contain citizenship status and may be used a proof of residence without that information.

•

ID Petition Process: The Court remanded the legal challenge to the ID Petition Process administered
by the Wisconsin Department of Motor Vehicles (DMV) back to District Court for further deliberations.
This process was created to provide voters without access to the supporting documents necessary to
obtain a state ID card with a process for the DMV to verify their personal information and issue them a
state ID that can be used to satisfy the photo ID requirement when voting. The receipt issued by the
DMV to the voter may still be used as acceptable photo ID for voting until the voter receives their ID
card from the DMV.

We appreciate your attention to these changes and your patience as we develop additional guidance regarding
the Court decision’s impact. WEC is in the process of posting updated forms (prioritizing high frequency and
most relevant), training materials, reference documents and process flows and instructions on our websites to
assist your efforts in preparation for the remainder of the 2020 election cycle and to inform voters of the
changes in some requirements. Please contact us at elections@wi.gov or call us at (608)261-2028 with any
questions you may have.

Uniform Instructions for Wisconsin Absentee Voters
Confirm the envelope from your clerk contains your ballot and the envelope you’ll use to return your ballot.

1

Read and follow the instructions on your ballot. Mistakes may prevent your votes from being
counted.

2

You must vote your ballot in the presence of an adult witness:
• Start by showing the witness your unmarked ballot.
• Mark your ballot in the presence of your witness.
• Your witness must confirm that you are the one completing your ballot but, because
voting is a private activity, your witness cannot tell you who or what to vote for and
cannot see the choices you make on your ballot.

Who can be a witness?
• A witness must be a U.S. Citizen who is at
least 18 years old.
• A witness can be a friend, spouse, family
member, neighbor, etc.

Who cannot be a witness?
• A candidate on the ballot for this election.

If you’re having trouble finding a witness or have questions about the witness requirement, please contact your municipal clerk or
the Wisconsin Elections Commission for assistance. Contact information can be found on the back of this page.

3

Refold your voted ballot and place it inside of the return envelope.

4

Seal the envelope in the presence of your witness.

5

Fill out the required sections of the form on the absentee return envelope.
To make sure your ballot is counted, double check the following before you return it:
• Your voter information: this section is usually completed by your clerk and includes the
date of the election, the county and municipality in which you are registered, your name, the
address where you are registered, city, and zip code.
• Voter Signature: you (or your assistant) must sign in the Certification of Voter section.
• Witness Signature and Address: your witness must sign and provide their full address
(street number, street name, city) in the Certification of Witness section.
• Make sure your ballot is in your envelope and make sure the envelope is sealed properly.
If any of the required information above is missing, your ballot will not be counted.

6 Return your ballot.
• Your ballot must be received in time to be delivered to your polling place no later than
8:00 p.m. on Election Day. There are a few options for returning your ballot.
You can:
• Mail it back
• Drop it off at your municipal clerk’s office
• Drop it off at your polling place or central count location
• Drop it off in an absentee ballot drop box (if available)
• The United States Postal Service recommends mailing your ballot at least one week
before Election Day. Returning a ballot from overseas may take longer.
• Absentee ballots may not be returned by email or fax.

Getting Assistance
If you need help reading or filling out your ballot or absentee return envelope, you may ask for assistance from
anyone who is not your employer or a representative of your labor union. Your assistant may also serve as
your witness. Explaining how to fill out your ballot or return envelope is not “assistance.”

With your ballot
• Your assistant must sign in the Certification of
Voter Assistance section.
• Your assistant can read your ballot to you or fill out
your ballot under your direction, but cannot tell you
how to vote.

With your absentee return envelope
• If someone signs your absentee return envelope
on your behalf, make sure they also sign in the
Certification of Assistant section.
• Your assistant may also serve as your witness.

Correcting Ballot Mistakes
• If you make a mistake while marking your ballot or otherwise require a replacement ballot, contact your
municipal clerk. Your municipal clerk’s contact information is listed below.
• If there is not enough time to request a replacement ballot and you have not returned your ballot, you may
still vote in-person at the polls on Election Day.
• Different types of voters have different deadlines for requesting a replacement ballot. Please see below for
additional details.

5:00 p.m. on the Thursday before the election
• Regular absentee voters
• Permanent overseas voters
• Temporary overseas voters

5:00 p.m. on the Friday before the election
• Military voters*
• Indefinitely confined voters

*If the ballot contains federal offices, military voters away from home may request replacement ballots until 5:00 p.m. on Election Day

Voter Photo Identification Information
• If you have received your ballot, then a copy of your photo ID is already on file or you are exempt from the
requirement. You do not need to provide another copy of photo ID unless instructed by your clerk.
• If you have questions about the photo ID requirement, please contact your municipal clerk.

If you have any questions, please contact your municipal clerk for assistance.
Municipal Clerk Contact Information
(Name of Municipal Clerk)

(Name of Municipality)

Phone:
Email:

State Election Official Contact Information

Wisconsin Elections Commission
Help Desk: (608) 261-2028
Email: elections@wi.gov
For voter information, check out MyVote.wi.gov

Fax:
Uniform Instructions for Wisconsin Absentee Voters
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Poll Worker Application and
Staffing Management
Updated 8/14/2020

US Digital Response (USDR) is providing support to state and local elections offices to
streamline the application and management process for poll workers. We’ll work directly with
your office to customize these solutions based on your local needs, and current operational
flow.

Challenge: Many poll worker application and staffing
management workflows don’t meet today’s needs

Solution: USDR’s free poll worker management tool can
significantly improve current workflows

The USDR Poll Worker Management Tool has been deployed in one of the largest US counties,
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Poll Worker Application and
Staffing Management
serving a population of several million, and hundreds of polling locations.

Time to upgrade your jurisdiction’s operational systems?
Contact us for a demo today by emailing elections@usdigitalresponse.org
We’ll work with you to build to fit your custom needs.

About Us
U.S. Digital Response (USDR) connects experienced pro-bono technologists with public
servants and organizations responding to the COVID-19 crisis, and resulting challenges across
a range of areas, including elections. We believe that unprecedented times call for
unprecedented collaboration. If we can help, we will. We’re fast, and we’re free.
We are a volunteer-run, non-partisan service offering free access to skilled expertise for state
and local governments who need support. We have a database of more than 5,000 qualified,
experienced professionals, covering areas including user research, design, engineering,
product management, and data science. Since our founding in March 2020 by former U.S.
Deputy CTOs and seasoned tech industry veterans, we’ve matched more than 400 volunteers
to projects across 25+ states.
Our elections team is partnering with elections offices across the country, and the NGOs that
serve them, to provide new tools and adapt existing ones, streamline operations, and navigate
the changes brought about by COVID-19. A volunteer team can be assembled within days and
help deliver solutions quickly, in time for the election. This effort within USDR is led by a former
Secretary of State and former Co-Chair of both the Elections and Securities Committees of the
National Association of Secretaries of State.
To request help for your county or state, complete our request form, or email
elections@usdigitalresponse.org. More information about our projects is available on our
website.
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Absentee voting instructions
2020 General Election
[City name], Wisconsin
We want your vote to count!
Our goal is to have zero City of [Name]
absentee ballots rejected at the polls.
Use this guide to help you plan and
prepare.

Your materials for the 11/3/2020 election are
enclosed.
They include the following:
• your official ballot
• these instructions
• your return envelope

Before you begin – get your witness.
You must vote your ballot in the
presence of a witness:

Street Address
123 Main Street
YourTown, WI 99999

Mailing Address
PO Box 12345
YourTown, WI 99999

919-222-3333

Anyone who is a US citizen can be
a witness (except a candidate on the ballot).
If you’re living outside the US, your witness
does not need to be a citizen.

Fax: 919-222-6666
[county].wisconsin.gov

Mark, seal, sign and return your ballot by Election Day
1

Check your information

4

Sign the back of the envelope

2

Mark your ballot

5

Witness, address and sign

3

Seal your ballot

6

Return your ballot

• Make sure your address on the envelope
label is correct. If it isn’t, call us
immediately using the number above.
• Show your witness that your ballot is not
marked.
• Use a blue or black ink pen to mark your
ballot in the presence of your witness.

• Put your ballot into the enclosed envelope.
• Seal the envelope.
Don’t put anything else into the envelope.

• Read the statement on your absentee envelope
and sign your name in the space marked Signature
of Voter.
• Have your witness read the witness certification
statement, sign at the bottom of the envelope, and
write their address beneath their signature (house
number, street name and municipality are
required).
• Please allow 4-5 days to be sure that your ballot is
received by Election Day. For more information,
turn the page over.
Turn this page over for more information

Return your ballot by 8:00pm on
Election Day

Check your signatures

There are two ways to return your ballot
Mail your ballot
No postage is required to mail your
ballot. Your ballot must be received by
11/3/2020.
Return your ballot in person
You can return your ballot to the board
of elections office or a drop box. Your
ballot must be received by 11/3/2020.
To find a drop box, visit [site].

Review checklist
 Did the voter sign the back of the envelope?
 Did your witness sign and write their address
on the back of the envelope?
 Are you returning your ballot by the deadline?
If you are mailing your ballot close to the ballotreturn deadline, which is on Election Day, are
you going to mail your ballot from a post office
and ask a postal official to postmark the
envelope

Track your ballot

Making a correction
•

•

Other information
•
•

To check the status of your returned absentee ballot, use the
Voter Lookup tool at [address]

If you make an error or need a replacement
ballot, contact our office using the information
on the front of this page. We’ll send you a new
ballot.
While a request for a new ballot must be
received no later than 5:00 p.m. on the
Thursday before Election Day, this isn’t much
time. If you make a mistake, contact us
immediately to ensure your vote counts.

Check your absentee ballots and return
envelope to make sure they include the correct
information and signatures.
Voting twice is against the law. If you have
returned your absentee ballot, do not vote at
your voting site on Election Day. If you do not
return your absentee ballot, you may vote at
your polling place on Election Day.

