STANDARD OPERATING PROCEDURES (SOP)

UNIT VOTING ASSISTANCE OFFICER PROGRAM


1.  PURPOSE:  This standard operating procedure implements the Federal Voting Assistance Program (FVAP), DoD Directive 1000.4 and provide information necessary for the conduct of the Army Voting Assistance Program (AR 608-20) and Army in Korea (AK) Regulation 608-20.  The program’s principal purposes are to make registration and voting information, materials, and assistance readily available to all eligible Army voters and provide them every opportunity and encouragement to register and cast a ballot in elections.

2. REFERENCES:

     a.  Publications:

          (1)  AR 608-20, Voting by Personnel of the Armed Forces. 

          (2)  Misc Pub 360-04.05, Voting Assistance Guide.

          (3)  DoD Directive 1000.4, Federal Voting Assistance Program (FVAP).

          (4)  DoD Directive 1344.10, Political Activities by Members of the Armed Forces on Active Duty.

          (5)  5 C.F.R. Part 734, Political Activities of Federal Employees (Civilian).

          (6)  DoD 5500.7-R, Joint Ethics Regulation 6-200 – 6-205, Political Activities of       

Civilian DoD Employees.

          (7)  AR 360-1, The Army Public Affairs Program.

          (8)  AR 600-20, Army Command Policy.

          (9)  Sections 608 and 609 of Title 18, United States Code.

          (10) Army in Korea (AK) Regulation 608-20.

     b.  Forms:

          (1)  Standard Form 76, Federal Post Card Application (FPCA). 

          (2)  Standard Form 186, Federal Write-In Absentee Ballot (FWAB).

3. MISSION:  There are two basic missions associated with the Army Voting Assistance Program, which are as follows:

     a.  The first mission is the traditional voting assistance provided to Soldiers, their family members, and overseas DA civilian employees and their family members.  This is the primary focus of the program.  Individual voting assistance consists of providing technical guidance that is given by the unit Voting Assistance Officers (VAOs).  Further assistance can be obtained by using the installation’s chain of command:  Unit VAOs, installation Senior Voting Assistance Officers (SVAOs), MACOM SVAOs, Army Voting Action Officer, the Army’s Senior Service Voting Representative, and finally the Federal Voting Assistance Program, DoD.

     b.  The second mission is to educate every Soldier about the importance and usefulness of voting and the opportunities they have to participate in the voting franchise if they so desire.  Direct command involvement is required to both meet this mission and ensure that it is accomplished within the limits of law and policy.

4.  PROHIBITED PRACTICES:   The primary goal of the Army Voting Assistance Program is to actively assist Soldiers, as well as other eligible individuals, to register and vote without violating statute or regulation.  The prohibitions below and in the references above must be strictly followed to meet this goal.  Assistance in applying these guidelines while implementing the Voting Assistance Program may be obtained from your servicing Staff Judge Advocate’s Office.
     a. The use of lists to keep specific account of Soldiers’ decisions regarding registration and voting is prohibited.  The only reporting that this program requires is numbers indicating soldier participation in the voter assistance program – regardless of whether they choose to register or vote later.  Therefore, by name accounting is not necessary and will not be recorded.  It is also not necessary to track registration or voting decisions.

      b.  Installation commanders will not permit the use of installation facilities by any candidate (either incumbents or new office seekers) or members of their staffs and campaign representatives for:  political assemblies or meetings; media events; fund-raising dinners; parties or social events; causes, no matter who is the sponsor; press conferences; or similar activities.  If a current government official who is also a candidate is visiting the installation for official reasons, installation commanders must 

coordinate with the local PAO for guidance when planning the visit (Reference a(7)).

     c. Installation commanders will decline requests for support to any political event which may imply association with any partisan group. 

     d. Unit VAOs will not engage in or support any activities that could be interpreted as associating the Department of the Army with any political causes or candidates.

     e. Commissioned, warrant, and noncommissioned officers of the Armed Forces shall not use military authority to influence or attempt to influence any other member to vote or not to vote, or to require any member to march to any polling place or place of voting.  Such activity violates the criminal laws of the United States (Reference a(9)).  This does not prohibit individuals in their personal capacities from discussing political issues or the candidates for public office, but leaders must be cautious because of the influence they have over subordinates, even in informal conversation.  For additional guidance on this issue, contact your servicing Staff Judge Advocate office.

     f. Unit VAOs must be aware that the types of voting literature that may be distributed is very limited:

          (1)  The DoD policy prohibits Active Duty personnel from distributing ANY campaign literature, whether you consider it partisan or not.  Active Duty personnel will only distribute information relating to the process of registering to vote; i.e., “Voting Assistance Guide,” FPCA, and FWAB.

          (2)  Neither DoD nor DA is authorized to collect or distribute voting information of a partisan nature.  Soldiers, overseas DA civilians, and their eligible family members MUST obtain this type of information from other sources.  Much of this information may be obtained from the DoD Voting Information Center (DOD VIC).  Soldiers and DA civilians overseas are encouraged to call the DOD VIC at 1-800-438-VOTE (8683), (703) 588-1343 or DSN 425-1343.  Toll free telephone numbers are listed by country on the Federal Voting Assistance Program web site at www.fvap.gov.

     g. Voting Assistance Officers will NOT contact State and local officials or agencies about voting matters.  They should contact the FVAP office for assistance if it is necessary to contact State or local offices.  The FVAP office is  the sole DoD representative for obtaining and distributing voting information from these officials.

     h. Active duty Soldiers and Reserve component Soldiers on active duty are required to adhere to the policies in DoD Directive 1344.10 (Reference a(4)) and AR 600-20 (Reference a(8)) .  Department of the Army civilian employees must comply with the limitations on political activity in 5 C.F.R. Part 734 (Reference a(5)) and JER, Chapter 6 (Reference a(6)).

5.  RESPONSIBILITIES:   Unit commanders down to company and detachment level will -

           (1)  Appoint, in writing, unit VAOs in the grades of First Lieutenant/Sergeant First Class or above in all units with 25 or more permanently assigned members.  As a minimum and maximum span of control for VAOs must be established, an additional VAO should be appointed, in writing, for each 50 unit members above the 25 member base.  When military personnel (including noncommissioned officers) are designated as voting assistance officers, they are authorized by DoD Directive 1000.4 (Reference a(3)) to administer oaths in connection with voting registration and voting.  A sample of the format for the duty appointment is contained at Appendix A.  Voting Assistance Officers can be trained using distance learning (located at this URL:  http://www.usalearning.gov/USALearning/.  Contact the Area II Senior Voting Assistance Officer for additional information about other training opportunities.
          (2)  Provide unit VAOs the necessary time and resources needed to perform their voting assistance duties.

          (3)  Provide Soldiers who desire to vote the maximum opportunity to do so.  This occurs through junior officers and senior NCOs assisting their respective subordinates with their voting questions and problems throughout the election year.  Remember, it is ILLEGAL for commissioned, warrant, and noncommissioned officers to use military authority to influence anyone to vote or not to vote.  Leaders at all levels must understand that the DoD goal is to eliminate problems/barriers that might prevent someone from voting and to provide every opportunity for Soldiers to register and vote if they so desire.  The goal is NOT to pressure, cajole, or order soldiers to register or to vote.  Doing so not only violates DoD and Army policy, but violates the criminal laws of the United States.

          (4)  Assist the maximum number of Soldiers possible to register during August which is consistent with the prohibited practices discussed in paragraph 4.

          (5)  Ensure the unit members and their voting-age dependents have ready access to absentee voter registration, ballot requests and absentee submission information and deadlines.

          (6)  Train all service members (including activated National Guard and Reserve component personnel) on absentee registration and voting procedures during years of elections for Federal offices.  All basic training and command courses shall include voting training and advertise voting assistance programs to encourage junior Service members to register and subsequently vote and include instructions on voting rights and responsibilities and procedures on absentee registration and voting.  Provide training and voting assistance for units preparing for deployment where voting materials and accessibility to register may be limited.  Train all Reserve component personnel during years of elections for Federal offices on all aspects of the voting program, to include familiarity with the FPCA and FWAB.

6.  COORDINATING INSTRUCTIONS:  The following instructions are phased to coincide with major events throughout the election cycle.  It serves as a guide to be adapted and amplified as local circumstances dictate.

     a. Phase I (November - Spring):

          (1)  Appoint installation SVAOs and unit VAOs to serve throughout the election cycle.  Ensure that all VAOs receive FVAP training and training regarding the legal and policy limits on political activities of uniformed service members and civilian employees.  Servicing Staff Judge Advocates should be used to the maximum extent possible to provide this training.

          (2)  Commanders must ensure IN-HAND delivery of FPCA to all uniformed absentee voters (for them and their voting age family members) NLT 15 January of each year.  This must be accomplished NLT 15 January of each year.  This requires the unit VAOs to place the FPCAs in the hands of soldiers.  This can be accomplished in unit formations or during scheduled unit training.  Voting Assistance Officers, Commanders, and other leaders must be cautious, however, and ensure that this delivery is done in an informational way, not in a coercive way.  (See the limitations in paragraph 4.)  The idea is to get the forms to soldiers who want them, not to coerce soldiers to use the forms. 

          (3)  Order all voting materials as specified in Appendix B.

          (4)  Provide installation telephone operators with a directory containing the names,  office telephone numbers and e-mail addresses of all unit VAOs on the installation by the end of December and ensure it is continuously updated.

          (5)  Commanders should review their command’s voting assistance programs to ensure that the Army Voting Assistance Program is implemented as specified throughout these instructions.

          (6)  Commanders should begin their command’s information programs about primary elections as directed by DOD and Army leadership.  These information efforts should be repeated, as necessary, to inform and educate Soldiers and their family members to exercise their right to vote in primaries and general elections.  Family members will be encouraged to participate in these programs.

          (7)  Commanders should encourage access to the Army Voting Assistance Program Webpage (https://www.hrc.army.mil/tagd/pssd/psb/voting/votingindex.htm) and FVAP Web Site (www.fvap.gov) for voting information.  If World Wide Web access is not available, ensure distribution of allowable voting information which is available through publications channels.
          (8)  Inspectors General of the Military Services are required to review the voting assistance program annually at every level of command to ensure compliance with DoD regulations and public law and submit their reports to the DoD Inspector General by 

31 January of the following year.

b.  Phase II (January - October):

          (1)  Voting Assistance Officers shall attend a FVAP Voting Assistance Workshop.

          (2)  Concentrate efforts to provide absentee registration and voting assistance to soldiers for State primary elections (January - October).

          (3)  Order four FPCAs one FWAB per military member.  
          (4)  Conduct the Army Voter Registration Month through August of each year.  

          (5) Participate in voter awareness outreach programs. Designate other special days to emphasize voting registration and the importance of voting, i.e. in July and September. Develop programs to support the objective of creating awareness of the process and requirements for soldiers to register to participate in the general election.  Publicize the importance of early action on the part of voters to obtain a ballot for the general election well in advance of election deadlines.

          (8)  Continue dissemination of information about the Voting Assistance Program throughout your installation.

     c. Phase III (August  - November):

         (1)  Continue to widely disseminate voting information to include schools, hospitals, reception battalions, and in-processing stations.

          (2)  Report the success of the "Army Voter Registration Month" efforts to include an estimate of the percentage of Soldiers participating in the voting assistance program at  installation level.  

          (3)  Commanders must provide FPCAs to all uniformed absentee voters (for them and their voting age family members) who are serving in the United States NLT

15 August of each year.  This can be accomplished in unit formations or during scheduled unit training. Voting Assistance Officers and Commanders must be cautious, however, and ensure that this is done in an informational way, not in a coercive way.  (See the guidance in paragraph 4.)  The idea is to get the forms to soldiers who might want them, NOT to coerce soldiers to use the forms.  

          (4)  Unit VAOs should advise absentee voters serving in the United States that their absentee ballot must be mailed a minimum of 30 days prior to the ballot return deadline set by their State.  Absentee voters outside the United States must mail their ballots a minimum of 14-30-days prior to the ballot return deadline set by their State.    

          (5)  Unit VAOs should know how and when to use the SF 186 (FWAB) and recommend its use if the voter meets the criteria and does not receive the regular absentee ballot in sufficient time to vote and return it to be counted by the State election officials.

     d. Phase IV (November - December):

          (1)  Assist, as requested, with post-election surveys of unit VAOs.  The survey’s findings will be used in formulating plans for future voting assistance programs and as a part of the Report on the Federal Voting Assistance Program.  

          (2)  Provide an after-action report in the format that is specified by DoD.

7.  ADMINISTRATION:

    a. IN-HAND Delivery of FPCA.  In-hand delivery of the FPCA is required as indicated in paragraph 7a(2) above.  The FPCA should be readily available to DA civilians and their eligible family members outside the territorial limits of the United States.  Installation SVAOs must ensure that unit VAOs develop plans to assure that at least one FPCA is personally handed to each eligible Soldier on the installation.  Soldiers should also be given an FPCA for each of their eligible family members.  The FPCA should be handed to soldiers on TDY or leave upon their return to their active unit.  Voting Assistance Officers and Commanders must be cautious, however, and ensure that this is done in an informational way, not in a coercive way.  (See the guidance in paragraph 4.)  The idea is to get the forms to soldiers who want them, NOT to coerce soldiers to use the forms.

     b. Legal Assistance.  The unit VAOs should develop a working relationship with the installation or activity legal assistance office for help in determining legal residence for those voters who request such assistance.  The Voting Assistance Guide contains the required state information about residency, but rules are often complex or vague and vary widely from State to State.  Legal assistance officers are often best able to provide advice on the more difficult residency questions which arise.  

     d. Electronic Transmission of Election Materials.  Often, transmitting voting materials by mail prevents timely receipt and return of materials.  When such conditions exist, possibly preventing an individual from voting, electronic transmission may be possible.  At Appendix B of the Voting Assistance Guide, are complete details on the possibilities of using this method which is allowed by certain States. 
     e. Command Inspection Program.  A copy of the Eighth US Army G1 Command Inspection Checklist for the unit voting assistance program is contained in Appendix C.
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APPENDIX B
ESSENTIAL VOTING ASSISTANCE MATERIALS
B-1.  Voting Assistance Guide

1.  DA Misc Pub 360-04.05 is the basic reference document of the Federal Voting Assistance Program and provides all voting assistance officers with necessary information to give potential voters the following assistance:  

     a.  Explanation of current procedures for absentee registration and voting in each State, the District of Columbia, the Commonwealth of Puerto Rico, and the territories of American Samoa, Guam, and the Virgin Islands.

     b. Absentee registration and voting deadlines established by the States, territories, and other jurisdictions, along with dates of primary and general elections.

     c. Addresses, including county seats and ZIP codes of election officials in each State, territory, and other jurisdictions.

2.  The SVAOs should encourage access to the Army Voting Assistance Program Webpage  (https://www.hrc.army.mil/tagd/pssd/psb/voting/votingindex.htm) and FVAP Web Site (www.fvap.gov) for voting information.  If World Wide Web access is not available, ensure distribution of allowable voting information (see paragraph 4 of this policy for limitations) which is available prior to publication and distribution of the Voting Assistance Guide and any changes thereto.  The SVAOs should ensure that copies of the Voting Assistance Guide are ordered as follows:

      a. For CONUS SVAOs, copies of the Guide may be requisitioned through the Army’s normal resupply channels as Misc Pub 360-04.05.  The unit of issue is “EA” for each.  SVAOs do not use the nomenclature “VAG --04-05" found on the back cover of the Guide.  

      b.  For OCONUS SVAOs, copies of the Guide may be ordered in the same manner as above, with the exception of Europe.  SVAOs in Europe are required to use the UPUBS (https://aepubs.army.mil) system when submitting their resupply requisitions.
B-2.  Standard Form 76, Federal Post Card Application (FPCA)
The FPCA, a postage-free form, is authorized by law for use by all eligible active duty soldiers, overseas DA civilians, and their family members. Because there are differences in the treatment accorded to the FPCA by various States and other jurisdictions, the Voting Assistance Guide should be consulted to determine how each 
particular jurisdiction authorizes use of the FPCA by absentee voters.  The installation SVAO should ensure that the publications account manager has a 120-day inventory of the FPCAs on hand, or on order.
B-3.  Standard Form 186, Federal Write-In Absentee Ballot (FWAB)

        a. The FWAB is authorized by law and may be used in general elections for Federal office by overseas voters who make timely application for, and do not receive, regular absentee ballots.  NOTE:  ONLY THOSE VOTERS WHO MAKE A TIMELY APPLICATION FOR THEIR REGULAR STATE BALLOT AND MEET ALL THE CRITERIA MAY USE A FEDERAL WRITE-IN ABSENTEE BALLOT.

        b. Those who wish to use the FWAB must have met the following criteria:

              (1)  The application of an overseas voter for a regular absentee ballot must have been received by the local election official at least 30 days before the general election.  

              (2)  The FWAB may be submitted only from locations outside the United States except for some States which will accept a FWAB mailed from within the United States (Check Misc Pub 360-04 for details.)  The United States is defined as the 50 states, the District of Columbia, Puerto Rico, Guam, the Virgin Islands, and American Samoa.  

              (3)  The FWAB must be received by the local election official no later than the deadline for receipt of regular absentee ballots under state law.

         c. All overseas installations should stock a sufficient supply of these ballots for use by voters as outlined above.  See the Voting Assistance Guide. Misc. Pub 360-04.05 for detailed instructions on the use of the FWAB. The FWAB may be ordered with the same instructions as shown above for Misc Pub 360-04.05.

B-4.  Other voting information materials

        a. Posters.  DoD voting posters will be distributed automatically by United States Army Printing Distribution Center to all publications account holders in accordance with the subscription requirements for initial distribution number (IDN) 040049.  Additional posters will be available for requisitioning through normal resupply channels.          


        b. Public Service Announcements will be available for voting assistance officers to educate soldiers about the processes they need to follow if they want to participate during the general election.  Their availability will be announced prior to their distribution to installation SVAOs
        c. Voting materials can be ordered online via the US Army Publications Agency (USAPA) website at:  http://docs.usapa.belvoir.army.mil/ordering/  
  d.  What follows are examples of publications that can be ordered through publication channels via USAPA:

	 
	 
	 
	 

	PIN: 056516
	DOD P-72A 
	Poster

	IDN: 040049
	REGISTER - NOW YOU CAN GIVE THE ORDERS - VOTE 

	
	Unit of Issue: EA 
	Qty per unit: 1 
	

	
	
	
	

	 
	 
	 
	 

	PIN: 060898
	DOD P-101 
	Poster

	IDN: 040049
	EXERCISE YOUR RIGHT TO VOTE. BE A VOTER! 

	
	Unit of Issue: EA 
	Qty per unit: 1
	

	 
	 
	 
	 

	PIN: 046861
	DOD P-101D 
	Poster

	IDN: 990003
	VOTE, IT'S GOOD FOR YOUR CONSTITUTION 

	
	Unit of Issue: EA 
	Qty per unit: 1 
	Chg#: 000

	
	
	
	

	 
	 
	 
	 

	PIN: 062764
	DOD P-103B 
	Poster

	IDN: 040049
	AMERICA ... I'LL VOTE FOR THAT 

	
	Unit of Issue: EA 
	Qty per unit: 1 
	

	
	
	
	

	 
	 
	 
	 

	PIN: 004898
	DOD P-104F 
	Poster

	IDN: 990003
	DEMOCRACY COUNTS ON YOUR VOTE 

	
	Unit of Issue: EA 
	Qty per unit: 1
	

	 
	 
	 
	 

	PIN: 062765
	DOD P-105B 
	Poster

	IDN: 040049
	VOTE ... NO MATTER WHAT! 

	
	Unit of Issue: EA 
	Qty per unit: 1 
	Chg#: 000

	
	
	
	

	 
	 
	 
	 

	PIN: 056097
	DOD P-105F 
	Poster

	IDN: 990003
	CHOOSE TO VOTE 

	
	Unit of Issue: EA 
	Qty per unit: 1 
	Chg#: 000

	
	
	
	

	 
	 
	 
	 

	PIN: 073696
	DOD P-106F 
	Poster

	IDN: 990003
	AMERICA'S MOST WANTED - VOTERS 

	
	Unit of Issue: EA 
	Qty per unit: 1 
	Chg#: 000

	
	
	
	

	 
	 
	 
	 

	PIN: 074688
	DOD P-106G 
	Poster

	IDN: 990003
	YOUR VOTE IS THE ONE THAT MATTERS 

	
	Unit of Issue: EA 
	Qty per unit: 1 
	

	
	
	
	

	 
	 
	 
	 

	PIN: 083003
	DOD P-111 
	Poster

	IDN: 
	IT'S YOUR FUTURE - VOTE ...HOW HARD IS THAT? 

	
	Unit of Issue: EA 
	Qty per unit: 1 
	Chg#: 000

	
	
	
	

	 
	 
	 
	 

	PIN: 083004
	DOD P-112 
	Poster

	IDN: 
	RESPONSIBILITY HAS NO BORDERS - VOTE 

	
	Unit of Issue: EA 
	Qty per unit: 1 
	

	
	
	
	

	 
	 
	 
	 

	PIN: 077471
	MISC PUB 360-02 
	VAO Guide

	IDN: 040110
	VOTING ASSISTANCE GUIDE 2006-07 

	
	Unit of Issue: EA 
	Qty per unit: 1 
	

	
	
	
	

	 
	 
	 
	 

	PIN: 008296
	SF FORM 76 
	FPC

	IDN: 990001
	REGISTRATION AND ABSENTEE BALLOT REQUEST - FEDERAL POST CARD 

	
	Unit of Issue: CD 
	Qty per unit: 1 
	

	
	
	
	

	 
	 
	 
	 

	PIN: 064898
	SF FORM 186 
	Absentee Ballot

	IDN: 990001
	FEDERAL WRITE-IN ABSENTEE BALLOT FOR GENERAL ELECTIONS 

	
	Unit of Issue: ST 
	Qty per unit: 3 
	

	
	
	
	

	 
	 
	 
	 


APPENDIX C
COMMAND INSPECTION PROGRAM CHECKLIST

[image: image2.emf]









































































































































































































































































































































































































































































































































































































































�PAGE \# "'Page: '#'�'"  ��This section makes it a felony (maximum punishment 5 years in prison and/or a fine) for a commissioned, warrant, or noncommissioned officer to use military authority to influence someone’s vote, march them to polling places, etc.  I think that makes it important to mention here.


�PAGE \# "'Page: '#'�'"  ��Tom, based on input from DoD SOCO, I put the “mission” up front, because it seemed odd to have prohibitions up there before we even told them what to do.


�PAGE \# "'Page: '#'�'"  ��This needs to be up front.  If this is buried at the back, people will focus on responsibilities and not on the limitations.  This is a MUST CHANGE for legal review.


�PAGE \# "'Page: '#'�'"  ��This provision is taken virtually verbatim from 


�PAGE \# "'Page: '#'�'"  ��This policy is dictated by the SECDEF message referenced above in ¶ H.


�PAGE \# "'Page: '#'�'"  ��This limitation is mandated by DoDD 1000.4, ¶ 5.1.5 & 5.2.2.


�PAGE \# "'Page: '#'�'"  ��Tom, “counseling” will encourage one-on-one coercion to register (like AUSA, CFC, and other participant drives).  That would be a MAJOR problem.  We need to stress that these are INFORMATIONAL briefings only.  The decision is then up to the soldier without any coercion, influence, etc.  Otherwise, we are going to have VAOs, Commanders, and NCOs out there running afoul of the criminal law of the US (Title 18).


�PAGE \# "'Page: '#'�'"  ��Again, once we say it is necessary to vote, we set people up to be out there ordering people to the polls in direct contravention of the law.


�PAGE \# "'Page: '#'�'"  ��This was moved up to paragraph 3. At the front of the document.  We need to LEAD with these prohibitions so that people properly understand the program and its limitations.
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