 November 3, 2015 Referendum Election Update 
OFFICIAL ELECTION MATERIALS

Prepared by the Office of the Secretary of State October 19, 2015
This mailing contains official documentation for the November 3, 2015 Referendum Election, which requires your immediate attention.  Listed below are the items enclosed in this mailing.  If you find that something is missing or you have any questions regarding what you have received, contact the Elections Division immediately at 624-7650 or toll-free at 1-888-VOTESME (1-888-868-3763).
___ 1.  Special Circumstances Absentee Ballot Application and instructions
A small supply of the Special Circumstances Absentee Ballot Application is enclosed. Please duplicate as necessary.  The application is also available at: 

http://www.maine.gov/sos/cec/elec/temp/
Pursuant to Title 21-A section 753-B, sub-section 2, ¶D, the deadline to request an absentee ballot (including an oral request to vote in the presence of the clerk), is the close of business on Thursday, October 29, 2015. After this deadline, a voter may request and be issued an absentee ballot only if the voter completes a Special Circumstances Application and indicates one of the four reasons allowed by law.

You must begin using the enclosed application for all requests starting on Friday, October 30, 2015.  This includes voters who want to vote in your presence, who normally do not need to complete a written application.  Further information is provided in the Instructions for Election Officials provided in this mailing.
___ 2.  Materials for Tallying and Reporting Election Results

All forms required for tallying ballots after the polls have closed, as well as the Return of Votes Cast forms for reporting results to the Secretary of State, are included in this mailing.  

_____  Tally Sheets (1 copy of each of the following tally sheets).
· Tally Sheet for use by Election Clerks counting ballots.  Note:  Two tally sheets are needed for each lot of ballots tallied by a counting team.  Make copies of this form as needed or print from the elections temp site.

· Warden’s Total Tally Sheet – this tally sheet was previously sent only to hand-count towns, but it is now also provided to municipalities that use ballot tabulators.  Tabulator towns must use this tally sheet to total the results from multiple tabulators (or memory sticks, if applicable).

_____  Warden’s Return of Votes Cast
· You should receive one (1) Return of Votes Cast for the referendum election.  The Warden completes this form on Election Night and returns it to the Municipal Clerk for entering into CVR.  

___ 3. Instructions for Completing Tally Sheets and Packaging Ballots

Instructions explaining how to complete the tally sheets are provided.  A second instructional sheet explains the process for packaging used and unused ballots.  

___ 4.   Instructions for Entering Election Results into CVR
· As soon as possible after receiving the Warden’s Return of Votes Cast completed on Election Night, the Municipal Clerk must data enter each Return into CVR.  Directions for entering these results are enclosed.  Although we do not require the Municipal Clerk to data enter these results on election night, we ask that you complete the data entry as soon as possible.  

· Certified results must be entered into CVR and received by the Division of Elections no later than 5 p.m. on Friday November 6, 2015.
___ 5.
Checklist for Submitting Election Returns and Other Documents to the Division of Elections
This checklist outlines the items that must be submitted to the Division of Elections following the November 3, 2015 Referendum Election. 
Please note: These documents must be received in our office by 5:00 p.m. on Friday, November 6, 2015. 
· Calls will be made to municipalities beginning Friday, November 6th, if the documents have not been received.  Our first attempt will be to contact the Municipal Clerk; subsequent attempts, if necessary, will be to municipal officers.  
· At least one other person in addition to the Municipal Clerk should be familiar with the post-election documents that must be filed with our office, where to find them, and how to submit them, including entering the election results into CVR.
___ 6.  Incoming Voting List (IVL) Addendum Pages
When a voter registers to vote after the Incoming Voting List (IVL) has been printed, the voter’s name and related information must be added to the IVL so that the voter can be checked off as having voted.  We are providing templates that can be used so that the correct information for each voter is added.  The template also includes a space to affix a bar code label so that the voter can be scanned once the voter has been entered into CVR.
___ 7.  Post-Elections Activities Reminders
This memo outlines the activities that must be completed by municipal election officials following the November 3, 2015 Referendum Election.  These activities include required updates to CVR as well as steps that must be completed in the event that your municipality may be involved in a recount.  A calendar outlining these deadlines is also provided.
___ 8.  Voter Participation History (VPH) Instructions

As required by Title 21-A, Maine law on Elections, Voter Participation History (VPH) must be processed within 20 business days after each election.  As we did after the November 2014 General Election, the Division of Elections will be actively working with each municipality to ensure this statutory requirement is completed.  This memo outlines the steps each Municipal Clerk must take to complete VPH processing in a timely and accurate manner.
___ 9.  Certificate of Registration (COR) Forms, Policy and Instructions

A Certificate of Registration (COR) must be given to each voter who registers to vote or makes a change to his/her registration information after the Incoming Voting List (IVL) has been printed.  The Secretary of State has developed a uniform, 2-part form that must be used by all municipalities.  In this mailing, we are providing the number of forms we have determined you will need for the upcoming election.  Instructions for completions of this form as well as the Secretary of State’s policy on use are also provided.  
___ 10. Citizen Initiative Petitions Approved to Circulate
This list includes citizen initiative petitions that are currently approved for circulation.  We have received other applications that may be approved and issued prior to the election.  The proponents may request to gather signatures at the voting place on Election Day.  Please refer to Chapter 8 of the Voter Registration & Elections – The Guide for Maine Election Administrators, Section VII, “Collection of Signatures at the Polls” for guidelines regarding allowable activities at the polls.

All of our mailings are posted on the Elections Temp Website:  www.maine.gov/sos/cec/elec/temp
