2016 ELECTION UPDATE

OFFICIAL ELECTION MATERIALS
Mailing #1
Prepared by the Office of the Secretary of State, August 3, 2016
This mailing contains official documentation for the November 8, 2016 General and 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.

_____
1.  New CVR Password Protocol:  In a continuing effort to ensure the integrity of data contained within the Central Voter Registration system (CVR), the Secretary of State will now require complex passwords to access CVR.  Please read the enclosed document describing the requirements for passwords. Users must change their password, if the current password does not meet the required standards, by August 26, 2016. 
_____ 2.  2016 Calendar (August – December) and Schedule of Election Mailings:  The elections calendar will provide you with deadline dates, important election dates, and information in regards to what is coming up. The list of the future mailings will give you approximate dates that you will be receiving specific mailings and advance notice of when election items will be delivered.
_____ 3.  Changing Voting Places:  This memo outlines the Secretary of State’s policy for changing voting places.  The complete policy and application are available on our Election Temp Page at http://www.maine.gov/sos/cec/elec/temp/
____  4.  Elections Supplies Order Form:  Please inventory your supply of absentee envelopes, tamper-evident seals, certificates of registration (COR) and blank ExpressVote ballot cards in order to help us determine how many of each item we need to requisition for the upcoming election.  Please review Absentee Ballot Reports from prior General elections to determine how many absentee ballots you typically issue for a Presidential election. You must submit your request by August 19, 2016.  

_____ 5.  Ballot Retention Schedule for 2016:  The Ballot Retention Schedule covers elections from November 4, 2014 to November 8, 2016.  Please ensure that all ballots are transferred or destroyed on the applicable date (or as soon as you can after the date) so that you have sufficient tamper proof containers to use for upcoming elections.
_____ 6.  Notice of Election and Instructions  Enclosed is a copy of the Notice of Election and an instruction sheet.  The Notice of Election, along with Sample Ballots, must be posted in a conspicuous, public place in each voting district at least 7 days before Election Day (§621-A, §625), which is Tuesday, November 1, 2016.  The Notice of Election is also used to notify the Secretary of State and political parties if you plan to process ballots prior to 8 p.m. on Election Day.  
A copy of the Notice of Election must be posted at EACH VOTING PLACE on Election Day. (§621-A)
_____ 7.  Early Absentee Ballot Processing Fact Sheet:  Municipal Clerks who opt to process absentee ballots prior to Election Day (i.e. Saturday, November 5th and/or Monday, November 7th) must use the Notice of Election to notify voters, political parties and the Secretary of State that you plan to process absentee ballots early.  Please review the Fact Sheet regarding the additional steps that are required. 

If you plan to process absentee ballots prior to Election Day, you must file a copy of the Notice of Election with the Secretary of State and party chairs by Friday, September 9, 2016.
NOTE:  If you are not going to process absentee ballots prior to Election Day, do not submit a copy of your Notice of Election to the Division of Elections.
Continued on reverse
To notify the Secretary of State that you are going to process absentees prior to 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 9, 2016.  

_____ 8. State Party Chair Information: If absentee ballots will be processed before 8:00 p.m. on Election Day, and you do not know the municipal chairs of each of the parties, contact information for the state party headquarters is provided on the enclosed chart.
_____ 9.  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.

_____ 10.  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, licensed residential care facilities and certified assisted living housing units with 6 or more beds.  Enclosed are directions to DHHS websites that will identify these types of facilities in your municipality.  We are providing it to you earlier for the upcoming election so that you have additional time to identify the facilities and schedule times to conduct absentee voting.
_____ 11.  Blank Absentee Ballots:  Blank absentee ballots are similar to regular absentee ballots, except candidates’ names are not printed.  The blank absentee ballot lists each office with a space for the voter to write in the candidate’s name.  These are not your regular absentee ballots -- you will receive your supply of absentee ballots (with candidate names and referendum questions printed on the ballot) on or around October 5, 2016.  Blank absentee ballots should be used only if a voter is leaving town before the clerk receives regular absentee ballots and cannot provide a mailing address to mail the regular absentee ballot.  If you are unsure if a blank ballot should be issued to a voter or whether you should forward the request to the Division of Elections to issue the ballot because the voter qualifies as a UOCAVA voter, please contact our office to get clarification.

 DO NOT duplicate blank absentee ballots.  The Secretary of State will provide additional ballots at the clerk’s request.

 After the election, cancel and seal unused blank ballots with the other unused ballots.

_____ 12.  Receipt of Blank Absentee Ballots:  Complete and return this receipt immediately after receiving and checking the ballots.  You may fax this receipt to 287-6545 or 287-5428 or mail to Secretary of State Election’s Division, 101 State House Station, Augusta, Maine 04333-0101.

_____ 13.  Voting Place Report for the November 8, 2016 General/Referendum Election:  Municipal Clerks must provide the requested information regarding each voting place at least 60 days prior to each election.  Return this enclosed form by September 9, 2016.   The polling place name and address is preprinted.  If incorrect, please note the correct information before submitting this report.
_____ 14.  Election Law Summary:  This memo outlines changes to election laws enacted by the Second Regular Session of the 127th Maine Legislature.  
ADDITIONAL IMPORTANT INFORMATION

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 for the November General/Referendum Election beginning on August 8, 2016.
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 2016.  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 Website (see address below).

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 100% of the active voters registered in your municipality as of August 1, 2016.  Of your total ballots, 35% will be provided as absentee ballots.
The Division of Elections is not providing actual ballot projections in this mailing.  You can determine the number of ballots you will be sent by producing a report of Enrolled and Registered Voters from CVR (include active voters only).  Since we generally provide ballots in lots of 50, we will round the number of voters to the nearest 50.
Special Clerks Website for Posting Electronic Forms

As we have done previously, 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 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 have questions about any election matter, please contact the Division of Elections at
624-7650 or toll-free at 1-888-VOTESME (1-888-868-3763).
