November 8, 2016 General and Referendum Election UPDATE

OFFICIAL ELECTION MATERIALS – Mailing #2
Prepared by the Office of the Secretary of State, September 30, 2016
For Hand-count Municipalities
This mailing contains official documentation for the November 8, 2016 General 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, contact the Elections Division immediately toll-free at 1-888-VOTESME.

1.____
Paper ballot receipt/packaging slip (Absentee and Official ballots)     

Absentee and Regular (Election Day) Ballots are being shipped together from the printer, J.S. McCarthy of Augusta, Maine (by first class mail) starting September 26, 2016.  If you do not receive your ballots by Friday, October 7, 2016, please contact the Elections Division immediately. As soon as you receive your ballots, complete the Ballot Receipt and return it to the Elections Division (no later than October 14, 2016).

IMPORTANT NOTE:  All ballots (Absentee and Election Day) are being delivered in one shipment for all hand-count municipalities.  This was done as the printer was able to print and package all hand-count ballots before the deadline for shipping the absentees.  You will receive 1 package (i.e. envelope or box, depending on the number of ballots you are receiving) containing all the ballots for this election.   NOTE:  Larger municipalities may receive multiple boxes if all ballots will not fit in one box.
Absentee Ballots:  Information on receiving absentee ballots and completing the Ballot Receipt is found in Chapter 6, section XI “Receiving and Inspecting Ballots and Other Election materials” in the Voter Registration & Elections – The Guide for Maine Election Administrators training manual.  Remove the number of ballots designated as absentee ballots from the shipping container and follow the procedures described in the “The 4 C’s of Receiving Absentee Ballots (pages 9-10).

Regular (Election Day) Ballots:  The procedure for receiving regular ballots and completing the Ballot Receipt and Receipt of Ballots Delivered to the Warden is found in Chapter 6, Section XI “Receiving and Inspecting Ballots and Other Election materials” in your training manual.  After you have followed the steps outlined in the “4 C’s of Receiving Official Ballots” (pages 10-11), reseal the Regular (Election Day) Ballots in the container they were shipped in.  If you are not receiving any Regular (Election Day) ballots, there will be a zero in the Regular Ballots column.  If you do not receive any regular (Election Day) ballots, you will use your absentee ballots as Election Day ballots.
· Begin filling pending absentee ballot requests as soon as you receive your ballots and confirm you have received the correct style(s).  
· The Secretary of State’s office issues and processes State absentee ballot requests from Uniformed Service and Overseas (UOCAVA) voters.  If you receive an absentee ballot application from a UOCAVA voter, immediately forward a copy to the Secretary of State.

· Absentee voting in the presence of the Clerk (in the Clerk’s office) must begin immediately upon receipt and verification of your absentee ballots.  However, do not schedule any visits to certain facilities required by §753-B.5 until after October 9th (30 days prior to the election).

· Refer to Chapter 7 of the Voter Registration & Elections – The Guide for Maine Election Administrators for the proper procedures for requesting, issuing and receiving absentee ballots.

· 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. You must update CVR for each absentee request you receive, each absentee ballot you issue and each absentee ballot that is returned.  Refer to Chapter 6 in your Central Voter Registration (CVR) User Guide for instructions.
· Deadline to request Absentee Ballot:  For the November 8, 2016 General and Referendum Election, the deadline for a voter to request an absentee ballot, including a ballot voted in the presence of the clerk, is Thursday, November 3rd, unless the voter completes a special circumstances application.  The Secretary of State will provide the special circumstances application and instructions to municipal election officials in a future mailing.  The special circumstances application must be used for all absentee ballots that are requested after November 3rd.  
2.____ Receipt of Ballots Delivered to the Warden (Kept in Municipal Records)

A Warden’s Receipt for each voting precinct is enclosed.  DO NOT return the completed receipts to our office.  The receipt, completed by the Clerk and Warden, must be kept with the Clerk’s records for six months.

3.____ Notice about Treasurer’s Statement
A sheet of notices about the Treasurer’s Statement is enclosed.  The notice directs an absentee voter to the Upcoming Elections web site to view the Treasurer’s Statement.  Each sheet includes seven notices.  One notice should be inserted with each absentee ballot you mail out.  Copy the notices or print additional from the Elections Temp Page.
One (1) copy of the Treasurer’s Statement is also enclosed.  This Statement should be posted in your office for review by voters who vote in your presence.
4.____
Sample ballots
15 samples of each ballot style are provided.  Photocopy sample ballots if additional are needed.  Sample candidate ballots are printed on goldenrod paper.   Sample referendum ballots are printed on green paper.
5.____ Write-in Candidate Memo & list of declared write-in candidates

The list of declared write-in candidates applicable to your municipality is enclosed.  A memo describing the requirements for posting this list and procedures for counting write-in votes is also included. 
NOTE:  Information regarding testing the Accessible Voting System (AVS) originally scheduled to be included in this mailing will be provided in the next mailing.  

CLERK/REGISTRAR WEBSITE FOR POSTING ELECTRONIC FORMS:  www.maine.gov/sos/cec/elec/temp/

Please ensure that all items requiring a response to the Elections Division are returned by the stated deadlines.
