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On Election Night, the Warden at each voting district must complete the paper Return of Votes Cast form that was provided to you.  The Warden must deliver the completed form to the Municipal Clerk along with all other election materials. The Municipal Clerk must then enter each Return into the CVR. 

1. Getting to ROVC Management in CVR

Choose “Activities – Election Results – ROVC Management”
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Choose the correct election from the dropdown list (i.e. November 3, 2015 Referendum).  Note:  Party selection is grayed out for the Referendum Election.  This only applies to Primary elections.

2. Updating ROVC’s for each Ward

To get to the ROVC screens, click on Search.  This will bring up the list of Wards/Precincts applicable to your municipality for which you must enter election results.
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Check the box next to the Ward you want to update, and in the Actions column, press the “Update” button for the Return of Votes Cast (ROVC).  The list of questions for this election will be displayed.  Enter the results for the questions as recorded by the Warden on the Paper Return of Votes Cast.
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In addition to the votes cast for each response (i.e. YES and NO), you must enter the number of blanks for question.   The total votes for each question must be same for each question.  (If the total votes are not the same, an error message will be displayed and you will not be able to save or certify the results until the error is corrected).

3. Saving, Proofing and Printing

Once your results have been data-entered, save the return and print it out (this will have an “Unofficial” watermark on it).  Save your results by pressing the “Save” button.  Print out the results by pressing the “Print Referendum” button.
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Compare the results that are printed from CVR against the Returns that were completed by the Warden.  Make any necessary corrections to the results in CVR.  

Once the results in CVR agree with the Warden’s Returns, you must certify your results by pressing the “Save and Certify” button.  After you have certified your results, you cannot make changes to your results.  If you discover an error after saving and certifying, you must contact the Division of Elections.

4. Submitting Returns to the Secretary of State

After you have certified your results in CVR, you must print the certified results – certified results will not have the “Unofficial” watermark on them, and there will be a place to sign and date the results.  Sign and date the Return on the bottom right.  You can print from the bottom of the ROVC - Data Entry screen or by checking the box by the ROVC you want to print and clicking on the Print button on the ROVC Select screen.

Submit a copy of the Returns you printed from CVR as well as a copy of the Return completed by the Warden for each voting district in your municipality.  

5. Deadline for entering results

You are not required to enter your results in CVR on Election Night, but if you can, that would be helpful – it is more important to enter your official results in CVR than it is to provide newspapers with unofficial results.  

The paper copy of your certified election results must be received by the Secretary of State within 3 business days after Election Day – by 5:00 pm on Friday, November 6.  You must enter your results in CVR prior to filing the results with the Secretary of State.  (See “Checklist for Submitting Returns of Votes Cast (ROVC), CVR Certification, Other Filings to the Division of Elections” for the approved methods of submitting materials to the Secretary of State.

NOTE:  Regular mail is no longer sufficient for submitting the Returns.  You must submit the Returns one of the following ways:

1. By fax (287-6545 or 287-5428);
2. Scan and email (we will provide a specific email address for this);
3. Overnight mail (sent no later than Thursday);
4. Hand deliver.
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