November 8, 2016 General/Referendum Election Update 
OFFICIAL ELECTION MATERIALS – Mailing #5 – Hand Count
Prepared by the Office of the Secretary of State October 19, 2016
This mailing contains official documentation for the November 8, 2016 General/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).
Important Reminder:  A new email dropbox has been created for election officials to submit documents to the Secretary of State:  cec.officials@maine.gov.  Please do not use any other email address to submit documents to the Secretary of State or Divisions of Election.  Also, when documents are submitted, choose only 1 method (i.e., email, fax, mail, etc.).  Do not submit documents multiple ways; this creates duplicative paperwork and staff time.  Do not use the cec.elections drop box; this is a public email dropbox.
___ 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, November 3, 2016. 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 4 reasons allowed by law.

You must begin using the enclosed application for all requests starting on November 3, 2016.  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 

· 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 or each tabulator/memory stick.  Make copies of this form as needed or print from CVR.

· Warden’s Total Tally Sheet – this tally sheet is used by municipalities that hand-count 2 or more lots of ballots and municipalities that use 2 or more ballot tabulators/memory sticks.  

_____  Warden’s Return of Votes Cast

· You are receiving one (1) Warden’s Return of Votes Cast (ROVC) for the General/Referendum election.  The Warden completes the paper ROVC on Election Night and returns the paper ROVC to the Municipal Clerk for entering the results into CVR.  The Warden provides the Municipal Clerk with a copy of the tally sheets as well, for review by the Municipal Clerk and to resolve any discrepancies.
___ 3.  Instructions for Completing Tally Sheets, Closing the Polls and Packaging Ballots 
Instructions for completing the tally sheets and the process for packaging used and unused ballots are provided.  

NOTE:  Instructions for Closing the Polls, which were included in the Jiffy Bag mailing, contained an incorrect reference to “no Declared Write-in candidates for this election”.  That was incorrect; there are Declared Write-in candidates for some municipalities.  Corrected Instructions for Closing the Polls are enclosed.
___ 4.   Instructions for Entering Election Results into CVR
· As soon as possible after receiving the Warden’s Return of Votes Cast (ROVC) completed on Election Night, the Municipal Clerk must data enter the results 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 the following day (Wednesday).  This is a high-interest election, and we will be under an abbreviated schedule to report results to the Governor.

Certified results must be entered into CVR and received by the Division of Elections no later than 5 p.m. on Monday, November 14, 2016 (Friday, November 11th is a federal holiday).
 Continued on reverse
___ 5.
Checklist for Submitting Election Returns and Other Documents to the Division of Elections
This checklist outlines items that must be submitted to the Division of Elections following the November 8, 2016 General/Referendum Election.  These documents must be received in our office by 5:00 p.m. on Monday,  November 14, 2016 (Friday, November 11th is a federal holiday). 

· Calls will be made to municipalities beginning Monday, November 14th, if the documents have not been received by noon.  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 a template 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.  (Additional copies of the template can be printed from the Elections Temp page.)
___ 7.  Post-Elections Activities Reminders

This memo outlines the activities that must be completed by municipal election officials following the November 8, 2016 General/Referendum Election.  These activities have statutory deadlines and include (1) updating absentee records; (2) entering new registrations and requested changes in CVR; (3) entering Voter Participation History, and     (4) notifying the Secretary of State electronically in CVR that the activities have been completed.  

Also, your municipality must be prepared in the event of a recount – if the Municipal Clerk will not be in the office, someone else must be designated to receive the recount notice and prepare materials for retrieval by the State Police.  

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 45 business days after each election (New law, effective April 10, 2016).  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.  Additional information will be provided in a later mailing.
___ 9.  Election Workers Survey for Elections Assistance Commission (EAC)
After each federal election, the Secretary of State is required to report certain election statistics to the federal EAC.  Most of the statistics are obtained through CVR, but information about election workers (Wardens, Deputy Wardens and Election Clerks) is not captured in CVR.  Please complete the enclosed survey regarding election workers.  If you would submit it with your Election Results and other required documents by November 14, 2016, that would be helpful to us, and save you from having to come up with the information later.  However, we are allowing you until Wednesday, November 30th, to submit the survey.

All of our mailings are posted on the Elections Temp Website:    www.maine.gov/sos/cec/elec/temp
Important Notice about First Class Mail





First Class Mail is no longer an option for submitting Election Returns and the other required documents after the election.  The Postal Service now requires 5 to 7 business days (not including weekends) for First Class Mail.  ��Election Returns and other documentation must be submitted within 3 business days of the election using ONE of the following methods: (1) overnight mail: 101 SHS, Augusta, ME  04333 (2) faxing to the Division of Elections at 287-6545 or 287-5428; (3) scanning and emailing the documents to � HYPERLINK "mailto:cec.officials@maine.gov" �cec.officials@maine.gov�; or (4) hand delivering the documents (municipal official or courier service – 111 Sewall Street, Augusta, Maine for 


FedEX or other courier service).





Envelopes are no longer provided for mailing the documents to the Secretary of State.  


Do NOT use First Class Mail for submitting Election Returns.








