November 8, 2016 General/Referendum Election Update
Official Election Materials – Mailing #3
Prepared by the Office of the Secretary of State – October 8, 2016
This mailing contains official documentation for the November 8, 2016 General/Referendum Election, which requires  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.____ AVS Logic & Accuracy Testing Materials/Confirmation of completing AVS L & A testing
The Division of Elections is preparing to mail out memory devices for the AVS (ExpressVote).  We will also be providing a new assistive device that some voters may opt to use.  Once you receive your Rocker Paddle and memory devices, you must test the AVS.  Testing should be completed no later than October 31, 2016.
Please make AVS testing a priority to allow sufficient time to resolve any equipment or programming issues, and help avoid HAVA Complaint Procedures or ADA lawsuits being filed against your municipality.  A memo providing testing instructions is enclosed.  The test pattern instructions have been designed to sufficiently test your AVS ballots for this election.

Submit the Confirmation to this office after testing, as the Confirmation verifies that you have completed testing.  You should also report any problems you encountered. In order to comply with federal requirements, we will contact municipalities that do not submit this form by the deadline.  Preparations for the Presidential election are difficult enough for all of us – please meet this requirement so that staff from this office does not have to take the time to call your municipality.
2.____ Special Notice About Voting Place Requirements & Voting Place Layout Requirements.

Following training events conducted this fall, which included sessions on the importance of proper voting place layouts, several Municipal Clerks have contacted us for advice on how their voting places are arranged.

It is very important that you have a voting place layout that meets federal and state requirements and provides good voter traffic flow, especially for the high voter turnout expected for the Presidential election.  Pease review the enclosed “Special Notice About Voting Place Layouts” – which includes sample layouts on the reverse – and “Voting Place Layout Requirements”.

3.____ Absentee Ballot Batch Scanning option.

Those of you who have not used the Absentee Ballot Batch Scanning option in CVR may want to use it for this election!  Absentee ballot and return information may be batched and scanned, similar to the process for entering Voter Participation History.  This process is described in the enclosed document (the “in color” version of this document is available on the Elections Temp Page).

Whether you use this new batch feature, or you enter absentee ballot data through the voter’s record, ALL absentee ballot data must be entered in CVR as each event occurs (request, issuance and return).  The Absentee Voter List is a public document that you need to be able to generate from CVR when requested.  The electronic statewide Absentee Voter File is posted to the Division of Elections’ website regularly in the weeks leading up to an election.  Your Incoming Voting List will not be automatically marked for absentee voters (with the “AV” designation) if you do not enter the absentee information in CVR before the election.

The absentee ballot information for your municipality must be current and accurate.  DO NOT wait to enter absentee ballot information.

4.____ Closed Period
This sheet contains details and procedures relating to the Closed Period – which begins at the close of business (on or before 5:00 p.m.) on Tuesday, October 18, 2016.
5.____ General Election CVR Reminders  
These reminders address a new license that must be installed for Meadco ScriptX, and calls we have been getting regarding Absentee Pending status and Age Pending (17 year old) voters.
Continued on reverse

6.____ Guide to Using the Incoming Voting List (IVL) to Check In Voters
This chart describes each field on the IVL and indicates actions the Election Clerks must take in response to certain information.


Please note that there is a new law pertaining to voting list clerks and clerks handing out the ballots:  

· The voting list clerk must repeat the voter’s name and districts (if applicable) to the election clerk handing out the ballots.


· The election clerk handing out the ballots must then repeat the districts (if applicable) to the voter when handing out the ballots. 
7.____ Proof of ID Flag & Challenged Ballot Status in CVR 

This instruction sheet provides information about Proof of ID flags and Challenged Ballot status is CVR, as well as suggestions for resolving them.
8.____ Maine Voting Residency Fact Sheet
The enclosed fact sheet provides information for voters on establishing residency for voting purposes.  You may duplicate this fact sheet and post or make it available to voters so they can make an informed decision on registering to vote.


9.____ Administering Voter Registration – Steps to Reviewing and Processing

This document contains slides used in trainings this fall that concisely outline the steps for reviewing and processing voter registration applications.
Please note that these slides emphasize completion of the Registrar’s Use section of the application.  In reviewing hundreds of voter registration applications in conjunction with the 5 petition efforts and the Libertarian effort, we have discovered that this section is not being completed or not being completed accurately.  Please make sure that the Registrar’s Use section is completed for all applications (new voters and changes), and that what is indicated on the application matches what is entered in CVR.

10.___ Voter Registration Oath/Affirmation

A copy of this form is enclosed and may also be found in Chapter 3, page 29 of your training manual and posted on our Elections Temp Site.  It may be completed if the registrant does not have any other proof of residency.  However, a voter must have proof of identity to complete this oath.  A Notary Public or the Registrar can administer this oath.  

11.___ Alternative Registration Signature Statement 

A copy of this form is enclosed and may also be found in Chapter 3, page 28 of your training manual and posted on our Elections Temp Site.  This form is used when an applicant cannot sign the voter registration application because of a physical disability – the applicant may use a signature stamp or authorize another person to sign the application.  The procedures are described in Chapter 3, pages 3-4.  You should have this form available for Election Day registrations.
Be on the lookout!
Certificates of Registration (COR) forms, as well as the SOS Policy and instructions for completing the CORs, will be provided in the upcoming Jiffy Bag mailing.
Special Elections Website for Posting Electronic Forms
Clerk/Registrar mailings, forms and other election and voter registration documents are posted 
on a temporary page on our website at: 
www.maine.gov/sos/cec/elec/temp/

