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VOTE BY 
MAIL 

PROCESS

Vote By Mail (VBM) 
application received

Review for completion
If no: Send letter with new application

If yes: Enter application received into Voter 
Registry Information System (VRIS)

Prepare ballot packet 
with ballot, 

instructions, inner 
return and outer 
return envelopes

Enter ballot mailed 
into VRIS, print 

labels, afix and seal 
packet

Run Ballot through 
postage machine - 

cost .81 per ballot

Mail ballot and file application by 
Alpha in correct precinct box 

interfiled with other applications

Ballot returned to office:
Stamp outer envelope returned, 
open outer envelope and retain, 
stamp inner envelope receivedReview for completion 

If no: Send letter ballot rejected
If yes: Continue on with the VBM process

Enter ballot 
received into VRIS

File ballot by 
Alpha in correct 

precinct box 
interfiled with 
other ballots 

Print list of all 
received VBM ballots 
day before election

Ballots to be 
checked in, 

opened, and fed 
through tabulator 

by Warden

Estimated Process time 
per ballot: 7 Minutes

Prepared by: Catherine Ellsworth, Danvers Town Clerk 
08/22 



VOTER PROCESS 
PRIOR TO VOTE 

BY MAIL

Voter checks in at 
the polls

Voter marks ballot Voter deposits ballot 
in tabulator

Prepared by: Catherine Ellsworth, 
Danvers Town Clerk 08/22 




