November 3, 2015 Election Update - Mailing #2
Prepared by the Secretary of State, Division of Elections, July 29, 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.  Please review the checklist and be sure you have received all the items listed.  If you find that something is missing or you have any questions regarding what you have received, please contact the Elections Division immediately at 624-7650 or toll-free at 1-888-VOTESME (1-888-868-3763).
1.____ Absentee Ballot Applications
Pursuant to Title 21-A, Maine Law on Elections, §751 the Secretary of State must provide absentee ballot applications to each municipality at least 3 months before the election to which the applications apply.  A small supply of applications is enclosed in this mailing.  You may photocopy the application as necessary.  This application will also be posted on the Clerk’s Temp Site.

Title 21-A, §753-B, sub-§6 requires the Municipal Clerk to create and maintain, in the central voter registration system, an alphabetical list of persons who requested or were furnished absentee ballots. Municipal officials must enter all requests in CVR as soon as the request is received in the Clerk’s office. Clerks may not wait until absentee ballots are received from the printer to begin entering ballot requests.  Refer to Chapter 6 in your Central Voter Registration (CVR) User Guide for instruction on how to process these requests in CVR.

Please review Chapter 7:  Conducting Absentee Voting in your training manual “Voter Registration & Elections:  The Guide for Maine Election Administrators” for the methods of requesting an absentee ballot.
2.____ Absentee Voting by Residents of Certain Facilities; DHHS Web Site

During the 30 days before an election, Municipal Clerks must designate one or more times to conduct absentee voting for residents at all licensed nursing homes, all certified assisted living housing units and licensed residential care facilities with 6 or more beds.  Enclosed are directions to updated DHHS websites that will identify these types of facilities in your municipality.  We are providing it to you at this time so that you have additional time to identify the facilities and schedule times to conduct absentee voting.  
3.____ Processing Absentee Ballots on the Day Before Election Day (“Early Processing Absentees”)
Municipal Clerks who choose to process absentee ballots the day before Election Day must use the Notice of Election to notify voters, political parties and the Secretary of State that you plan to process absentee ballots on November 2, 2015.  Please review the enclosed Fact Sheet regarding the additional steps that are required.  NOTE:  If you are not going to process absentee ballots the day before Election Day, do not submit a copy of your Notice of Election to the Division of Elections.

To notify the Secretary of State that you are going to process absentees the day before Election Day, the Municipal Clerk must:

A. Review the Uniform Guidelines for Securing Ballots, (posted on the Elections Temp Website).

B. After reviewing the Uniform Guidelines for Securing Ballots, initial the Notice of Election to indicate compliance with the guidelines.

C. File a copy of the Notice with the Division of Elections by 5 p.m. Friday, September 4, 2015.
A Confirmation of Early Processing and Log of Early Processing will be sent to those who file the Notice of Election with our office by the deadline.

4.____ Voting Place Report
Municipal Clerks are required to notify the Secretary of State’s Office of voting place locations, number of voting booths and poll opening times before each election.  Because issues may arise on Election Day which may require that we contact the Municipal Clerk, we request that you provide an emergency contact number for Election Day.  This may be a personal cell phone or a phone number within the voting place where we may reach you.  Please do not list the number for the municipal office if you cannot be reached there.  We have, in the past, had to locate the clerk by calling a local police station.  This number is for our use only and will not be shared.  We have combined this information into one report to file by Friday, September 4, 2015.  
ADDITIONAL IMPORTANT INFORMATION
Important Information Regarding the Notice of Election

The Notice of Election was scheduled to be included in this mailing.  Because one of the potential bond issues is part of the Governor’s appeal to the Supreme Court, we are unable to provide the Notice at this time.  Once the issue is resolved, we will send the Notice of Election to you in a separate mailing.  
Absentee Ballot Request Service (ABR) Log-in/Password Confirmation Instructions 

All municipalities are required to accept absentee ballot requests by electronic means.  The only approved method for voters to submit an electronic request is via the Secretary of State’s Online Absentee Ballot Request (ABR) Service.  The ABR service will be available to voters beginning on August 4th.

Each municipality can have only one password to access the ABR, even if multiple staff members are responsible for accessing and maintaining this system.  The password you created and used for past elections will also be used for elections in 2015.  Please login into the system using that password to make sure that you are able to login.  If you are a new clerk or do not remember the password you created, please contact the Division of Elections so that we can reset the password and provide instructions regarding how you will access the site to create a new password.  The updated ABR User Guide is available online on the Elections Temp Page.
After you have successfully logged into the ABR site, please confirm that all information on the “Maintain Contact Info” tab is updated.  Instructions for updating the required fields are provided on page 17 of the ABR User Guide.

UOCAVA Absentee Ballots
As we have done since 2010, the Secretary of State will be issuing, accepting and processing all absentee ballots for UOCAVA voters.  This change in law was implemented to insure the State of Maine is compliant with the Military and Overseas Voters Empowerment Act (MOVE).  If you receive a voter registration application and/or absentee ballot application from an UOCAVA voter, you should update the information in CVR and then forward a copy of the application to the Division of Elections.

Important Note Regarding Ballot Projections
Ballot projections are based on 60% of the active voters registered in your municipality.  For all types of ballots, 25% will be provided as absentee ballots.  If you are having a local election or expect your turnout will be higher than 60%, you must notify the Division of Elections in writing or via e-mail (melissa.packard@maine.gov) to increase your ballot numbers.  You must also notify the Division of Elections if you wish to receive more than 25% of your ballots as absentee ballots.  All changes to your ballot projections must be received by August 14th.
You can determine the number of ballots you will be sent by producing a report of Enrolled and Registered Voters from CVR (active voters only) and calculate the numbers of ballots based on the percentages provided above.
Ballot Specifications

The State will be printing an 8 ½” by 14” one-sided ballot, with potentially 3 referendum questions.  There may be a county referendum printed on the State ballot, if your county is holding a County Election.  Sample ballots will be 11” by 17” and printed on green paper.
SAVE THE DATE- AVS Testing

AVS testing will take place beginning Monday, October 5, 2015.  The AVS lines will remain active until Friday, October 23rd.  Please schedule you testing of the AVS equipment to take place during this time.
Elections Website for Posting Electronic Forms
We will post certain forms and documents on a temporary page on our website at: www.maine.gov/sos/cec/elec/temp/.  Forms will be added to the site as they are updated for this election.

NOTE:  Municipal officials are allowed to download the posted forms and customize them with the municipality name or other information to complete the blanks on the form.  Officials shall not alter the form design.  Maine election law requires the Secretary of State to design uniform forms to be used by all municipalities, which means municipal officials are not allowed to move fields or add additional fields.  If you alter the pre-printed form in any manner beyond customizing your municipality name and hours specific to your municipality, you may risk missing information that is statutorily required.  
