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1. DEFINITION 

a) Voter Issue Resolution Centre (VIRC) means the location designated by the 
Clerk/Returning Officer for the purpose of resolving elector issues, including, but not 
limited to, application to amend the Voters’ List, voter identification verification, issuance 
and re-issuance of Voter Information Letters (VILs), elector eligibility matters, and other 
election-related services requiring in-person attendance. Unless otherwise authorized by 
the Clerk/Returning Officer in accordance with this procedure, all elector issue resolution 
services shall be conducted exclusively at the Voter Issue Resolution Centre located at 
the Town of Cochrane Municipal Office 171 Fourth Avenue, Cochrane, ON. 

2. AUTHORITY 
b) This procedure is established pursuant to sections 11, 12, and 42 of the Municipal 

Elections Act, 1996. 

3. PURPOSE 
a) The purpose of this procedure is to establish safeguards governing the issuance and 

management of Voter Information Letters (VILs) used to access the Internet and 
Telephone Voting system. 

b) This Procedure forms part of the overall Voting System Integrity framework established 
under ME-2026-16. 

4. ELECTOR RESPONSIBILITY TO VERIFY INFORMATION 
a) It is the responsibility of each elector to verify that they are included on the Voters’ List 

and that their elector information is accurate prior to voting. 
b) The Town of Cochrane has provided ongoing public notice advising electors to verify 

their information through Elections Ontario in accordance with Standard Operating 
Procedure ME-2026-01. Public communications directing electors to review and confirm 
their elector information have been provided since January 2026. If an elector does not 
verify their information prior to the issuance of Voter Information Letters, the Town shall 
not be responsible for delays or additional administrative processes required to confirm 
eligibility or amend the Voters’ List.  

c) Electors who determine that they are not included on the Voters’ List, or that their 
information is incorrect, shall attend the Voter Issue Resolution Cnetre and complete the 
prescribed application (s) in accordance with this procedure and ME-2026-08. 

5. PROCEDURE  
d) The Clerk shall ensure that Voter Information Letters are generated and distributed in a 

secure manner and are mailed to eligible electors at the address recorded on the Voters’ 
List. 

 



THE TOWN OF COCHRANE 
MUNICIPAL ELECTION PROCEDURES 2026 

VER. 1.0 
 

VOTER INFORMATION LETTER (VIL) SECURITY PROCEDURE 
STANDARD OPERATING PROCEDURE – ME-2026-19 

 
 

Page 3 of 5 
 

ISSUANCE OF A VOTER INFORMATION LETTER (VIL) WHERE THE ELECTOR IS 
NOT ON THE VOTERS LIST 
 

e) If an elector is not on the Voters’ List and did not receive a Voter Information Letter 
(VIL) by mail, Election Officials shall verify the elector’s status by reviewing the Voters’ 
List. The elector must attend the Voter Issue Resolution Centre/Municipal Office, 
complete an Application to Amend the Voters’ List, and provide suitable identification. 
Once eligibility and identification have been confirmed, a VIL may be printed and 
provided to the elector. 
 

RE-ISSUANCE OF A VOTER INFORMATION LETTER (VIL) WHERE THE VOTER 
INFORMATION LETTER (VIL) WAS NOT RECEIVED OR WAS LOST 
 

f) If an elector advises that their VIL was not received or has been lost, Election Officials 
shall: 

I. Review the Voters’ List to confirm that the elector is listed and that the VIL was 
mailed to the correct address. 

i. If the mailing address is correct but the elector did not receive the VIL, 
Election Officials shall review the Voters’ List, confirm that the PIN has 
not been used, deactivate the original VIL, and issue a replacement 
VIL. The elector must complete an Application for Re-Issue of VIL 
before a replacement is provided. 

ii. If the elector’s mailing address is outside the boundaries of the Town of 
Cochrane, the Clerk/Returning Officer or Deputy Clerk/Deputy 
Returning Officer may arrange a virtual appointment using Microsoft 
Teams.  

iii. During the appointment, the elector must keep their camera on and 
present the prescribed identification.  

iv. If the elector cannot be visually verified, or if the identification cannot be 
clearly viewed, the amendment and re-issuance shall not proceed.  

v. The Application to Amend the Voters’ List and the Application for Re-
Issue of VIL must be emailed to and received by Election Officials 
during the appointment.  

vi. Both forms shall be commissioned during the appointment as certified 
true copies of the originals.  

vii. The VIL shall not be emailed; however, the PIN may be provided 
verbally to the elector once all requirements have been satisfied. 

viii. Microsoft Team Appointments may occur throughout the revision period. 
However, once the voting period opens on October 16, 2026, these 
appointments shall only be scheduled on days when the Voter Help 
Centres are not operating. 
 



THE TOWN OF COCHRANE 
MUNICIPAL ELECTION PROCEDURES 2026 

VER. 1.0 
 

VOTER INFORMATION LETTER (VIL) SECURITY PROCEDURE 
STANDARD OPERATING PROCEDURE – ME-2026-19 

 
 

Page 4 of 5 
 

II. If the mailing address is incorrect, the elector must attend the Voter Issue 
Resolution Centre/Municipal Office, complete an Application to Amend the 
Voters’ List and an Application for Re-Issue of VIL, and provide suitable 
identification. Once the request and identification are verified, a replacement 
VIL may be printed and provided to the elector. 

i. If the elector’s mailing address is outside the boundaries of the Town of 
Cochrane, the Clerk/Returning Officer or Deputy Clerk/Deputy 
Returning Officer may arrange a virtual appointment using Microsoft 
Teams.  

ii. During the appointment, the elector must keep their camera on and 
present the prescribed identification.  

iii. If the elector cannot be visually verified, or if the identification cannot be 
clearly viewed, the amendment and re-issuance shall not proceed.  

iv. The Application to Amend the Voters’ List and the Application for Re-
Issue of VIL must be emailed to and received by Election Officials 
during the appointment.  

v. Both forms shall be commissioned during the appointment as certified 
true copies of the originals.  

vi. The VIL shall not be emailed; however, the PIN may be provided 
verbally to the elector once all requirements have been satisfied. 

vii. Microsoft Team Appointments may occur throughout the revision period. 
However, once the voting period opens on October 16, 2026, these 
appointments shall only be scheduled on days when the Voter Help 
Centres are not operating. 
 

WHERE AN ELECTOR STATES THEY HAVE NOT VOTED AND/OR DID NOT RECEIVE 
THEIR VIL, BUT THE PIN HAS BEEN USED 
 

d) If an elector advises that they have not voted and/or did not receive their Voter 
Information Letter (VIL), but Election Officials confirm that the elector’s PIN has been 
used and a vote has been cast, the matter shall be treated as a potential impersonation 
or improper use of voting credentials. 

 
i. Election Officials shall first review the Voters’ List and the voting system 

records to confirm the elector’s information, mailing address, voting 
status, and whether the PIN associated with the elector has been used. 

ii. If the PIN has been used, Election Officials shall not issue a 
replacement VIL or PIN unless authorized by the Clerk/Returning 
Officer or Deputy Clerk/Deputy Returning Officer. 
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iii. The elector must complete the Application for Re-Issue of a Voter 
Information Letter Used by an Impersonator and provide suitable 
identification to confirm their identity and eligibility. 

iv. The Clerk/Returning Officer or Deputy Clerk/Deputy Returning Officer 
shall review the completed application, identification, Voters’ List 
information, and voting system records before determining whether a 
replacement VIL may be issued. 

v. If satisfied that the elector’s credentials were used by another person 
and that the elector remains entitled to vote, the Clerk/Returning Officer 
or Deputy Clerk/Deputy Returning Officer may authorize the 
cancellation or deactivation of the affected credentials and the issuance 
of a replacement VIL, where permitted by the voting system and 
applicable election procedures. 

vi. Election Officials shall not attempt to determine, disclose, or discuss 
how any vote was cast. The secrecy of the vote must be maintained at 
all times. 

vii. A record of the incident, including the elector’s application, identification 
reviewed, system verification, decision made, and any action taken, 
shall be retained by the Clerk as part of the election administration 
record. 

viii. Where the Clerk/Returning Officer determines that the matter may 
involve fraud, impersonation, or another election offence, the matter will 
be reported to the OPP for further investigation. 

6. ADMINISTRATION 
a) Records relating to the issuance or replacement of Voter Information Letters shall be 

maintained by the Clerk as part of the election administration record. 
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