Instructions for Completing the Notice of Election
You have been provided with one (1) copy of the Notice of Election for the November 8, 2016 General and Referendum Election.  The steps for completing the Notice are as follows:

1. Complete the municipality/voting place information.  The blank spaces on the notice should be completed with the information for your municipality by inserting the municipality name, the voting district (if any), the name and location of the voting place, and the opening time for the polls in your municipality. (Please review required poll opening times in Title 21-A §626.)  

Note for Multiple Voting Districts (wards/precincts):  If the municipality consists of more than one voting district, the general information pertaining to the municipality, the times the polls will open, and the times when absentee ballots will be processed, should be completed first.  You may then photocopy the Notice to avoid retyping the same information onto several forms. Each of the photocopied documents must then be completed with the remaining information pertaining to voting district, voting place name and location.

2. Absentee Ballot Processing Information: 
· Processed by:  Check the correct boxes to indicate whether the Clerk will process the absentee ballots centrally or whether the Warden will process the ballots at the polls (or both).
· Date/Time of Processing:  Check the boxes that indicate when you will process your absentee ballots, and indicate the times when you will process ballots either before Election Day or during Election Day. 

3. Notice of Processing Absentee Ballots (please read carefully):
· Processing prior to Election Day (Saturday, November 5 and Monday, November 7):  Provide an attested copy of the completed Notice of Election to the Secretary of State (Division of Elections) and the municipal chair of each political party at least 60 days before Election Day (by September 9, 2016).  Notice to the political parties must be mailed to the last address of each municipal chair that is known to the Clerk.  If there is no municipal chair, the notice must be mailed to the state party chair of each party.    Contact information for the state party chairs will be posted on the Elections Temp page.  
Note:  A Clerk intending to process absentee ballots before Election Day must read and comply with the Uniform Guidelines for Securing Ballots and Other Materials.  The clerk must confirm this fact and initial the Notice of Election where indicated.

· Processing only on Election Day before the polls have closed:  Provide an attested copy of the completed Notice of Election to the municipal chair of each political party at least 7 days before Election Day (by November 1, 2016). Notice to the political parties must be mailed to the last address of each municipal chair that is known to the Clerk.  If there is no municipal chair, the notice must be mailed to the state party chair of each party.  
· Processing only on Election Day after the polls have closed only: Post at least one attested copy of the completed Notice of Election in each voting district at least 7 days before Election Day (by November 1, 2016).
4. Complete the Voting Information. 
· For a candidate election:  complete the applicable district numbers on the list of State Offices, and add the County Offices that appear on the sample ballot(s) for that municipality.

5. Posting of Notice.  The Clerk must sign and attest a Notice of Election for each voting district.  An attested copy of the Notice and at least 1 sample ballot of each type to be used in the voting district must be posted in a conspicuous public place in each voting district by November 1, 2016, which is 7 days before the election.  The Clerk may post the Notice or have it posted by a designee.  A copy of the Notice of Election also must be posted in each voting place, outside the guardrail enclosure, on Election Day.

6. Recording of Notice.  The Clerk must record a copy of the Notice of Election for each voting district in the municipality’s records, and must record the times and places where the Notices were posted.
If you wish to customize the Notice of Election electronically, a copy of this Notice will be posted on our web site at:  www.maine.gov/sos/cec/elec/temp/.
