
INSTRUCTIONS FOR CLOSING THE POLLS – TABULATOR BALLOTS

1. ___ 8:00 P.M.: Warden declares the polls closed; allows all voters in the voting place to vote.  

2. ___ Ensure that all absentee ballots are processed.  Check for ballots in the auxiliary bin.  If any ballots cannot be processed through the tabulator, these ballots must be hand-tallied.
3. ___ Put the Incoming Voting List in a separate package and seal using the “Incoming Voting List
          Certification”.  DO NOT PUT THE INCOMING VOTING LIST IN THE TAMPER-PROOF

          BOXES.

4. ___ Cancel loose, unused ballots from opened packages, seal them in their delivery cartons, and label the outside of the box.  
5. ___ Seal absentee materials in one or more labeled tamper-proof boxes or other containers.
6. ___ The Warden follows the instructions for closing the polls in the DS200 Precinct Scanner Election Day Manual (new 2016 version) and printing the two copies of the tally tape.
7. ___ The Warden and one election clerk from each political party sign the two copies of the official tally tape.  Additional copies may be printed for posting at the voting place.

8. ___ Two election clerks tally ballots from the auxiliary bin and the “Right (write-in) Bin” (candidate elections only) as described in the training manual Voter Registration and Elections – The Guide for Maine Election Administrators.  The election clerks complete identical copies of the tally sheet and sign them. 
9. ___ Warden prepares the Return of Votes Cast using the GRAND TOTAL FIGURES from the tally sheets. Remember to provide the total number of state ballots cast.  Warden and one other election official sign the Return.
10. ___ Warden announces results.  However, the results are not official until the Clerk has checked the return and made the attested copy for the Secretary of State.

11. ___ Unlock the “Left (fully counted) Bin” and remove ballots.  Package the voted State ballots, spoiled, void and defective (if any) and completed challenge certificates in the tamper-proof boxes. (Also include a copy of the official machine tape, signed by the election officials.)  DO NOT PUT THE LIST OF CHALLENGED VOTERS IN THE TAMPER-PROOF BOXES.

12. ___ Latch, seal and lock the container(s). Complete a Certification of Sealed Ballot Container for each tamper-proof box.  DO NOT PUT THE CERTIFICATIONS IN THE TAMPER-PROOF BOXES.
13. ___ Call in results to those who have made a request.

14. ___ Deliver the Return of Votes Cast and all other election materials to the Municipal Clerk immediately after count is completed.

REMEMBER: BOTH USED AND UNUSED MUNICIPAL BALLOTS ARE PACKAGED SEPARATELY FROM STATE BALLOTS.
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