Instructions For Packaging Election Materials
(Title 21-A Sections 689-699)
After the polls are closed and all ballots, including absentee ballots, are processed:
1. ___ Seal the Incoming Voting List (IVL)

· The Warden and 2 election clerks (1 Dem, 1 Rep) sign the IVL certification
· Place the IVL in a manila envelope, or other package, and seal with the signed certification

· Do not seal the IVL with the used or unused ballots

2. ___ Cancel and Seal Unused Ballots
· In red, cancel all loose, unused ballots with an  “X” or stamp/write “Canceled” through the printed part of the ballot

· Place all unused ballots (sealed packages and loose canceled ballots) in their delivery containers and seal with tamper-proof tape

· Label the outside of the container(s) “UNUSED BALLOTS FOR (election date)” 

· Do not seal the unused ballots in tamper-proof containers with used ballots
3. ___ Seal Absentee Materials
· Seal used absentee envelopes with the attached applications (if applicable) and sealed, rejected absentee ballots in tamper-proof or other container(s)
· Label the outside of the container(s) “ABSENTEE MATERIALS FOR (election date)”
· As long as your absentee materials are packaged separately from used ballots, those containers may be unsealed 5 business days after the election (if no recount is requested)
4. ___ Label Spoiled, Defective and Void Ballots

· Place any spoiled, defective or void ballots in separate, labeled manila envelopes (use labels provided by the Secretary of State)

5. ___  Package Used (Voted) Ballots (Tabulator Count only)
· Remove ballots from the Left (fully counted) bin and place into tamper-proof container(s)
· State candidate and referendum ballots, if printed separately, may be stored in the same tamper proof container

· Municipal ballots must be packed in separate containers
6. ___ Package Machine Tape, Tally Sheet, Write-in & Auxiliary Ballots (Tabulator Count only)             
· After completing the tally for each tabulator or memory stick that was used to process ballots, place the following items in a labeled envelope (use the label provided by the Secretary of State):

·   1 copy of the signed official tape 
·   1 copy of the Tabulator Tally Sheet signed by the team of 2 election clerks that completed the tally 
·   Auxiliary ballots that were hand-tallied (segregated)
·   Ballots with a declared write-in from the Right (write-in) bin (segregated)
·   1 copy of the Warden’s Total Tally sheet with the combined tallies 
7. ___ Package Used (Voted) Ballots (Hand Count only)

· Place each counted lot of used (voted) STATE ballots, wrapped with the tally sheet for that lot into tamper-proof container(s)
· State candidate and referendum ballots, if printed separately, may be stored in the same tamper proof container

· Municipal ballots must be packed in separate containers

8. ___ Package Other Material (must be packaged with used (voted) ballots)
· Place labeled envelopes containing spoiled, defective or void ballots into tamper-proof container 

· Place envelopes containing challenge certificates (NOT the list of challenged voters) into tamper proof container

· Place 1 copy of the Warden’s Tally into the tamper-proof container (Hand Count only)
· Place labeled envelope containing Tally Sheets, Tapes and other materials from #6, into tamper proof container(s) (Tabulator Count only)

9. ___ Latch, Seal and Lock Tamper-Proof Container(s)

· Check that all used (voted) ballots and materials have been placed in the tamper-proof container and close the latch
· Double check that latch is properly fastened so that the box will not come open
· Place a numbered plastic seal through the latch hole and push it into the locked position

· Place the state issued padlock through the latch hole and lock it

· The container must be sealed so that the seal on the container must be broken before the container can be opened

10. ___ Label Tamper-Proof Container(s)

· Label the front and/or side of every tamper-proof container as follows:

· Name of municipality

· Voting district

· Election date

· Container number

11. ___ Complete Certificate of Sealed Ballot Container
· Record the container, seal and lock numbers for each container

· Up to 10 tamper-proof containers may be recorded on one form

· Do not seal the certifications in the tamper-proof container 

12. ___ Deliver Materials to the Clerk
· The warden must deliver the following materials to the clerk immediately upon conclusion of the ballot count:

· Sealed containers of used and unused ballots
· Sealed Incoming Voting Lists
· Sealed containers of absentee materials
· Copies of Tally Sheets, Warden’s Tally and Return of Votes Cast completed by the Warden
· All other official paperwork and election materials
13. ___ Material Storage and Retention
· Used ballots and election materials in tamper-proof containers must be transferred and securely sealed into other containers for permanent storage 2 months or more following the election. The transfer must be made in the presence of 1 or more witnesses

· Referendum ballots must be retained for 2 months; Candidate ballots must be retained for 22 months
· The Incoming Voting List must be retained for 5 years 

· Absentee envelopes and applications must be retained for 2 years
WARNING:  To tamper with ballots or voting lists or to open or break the seal of a sealed container or package of ballots or voting lists, with the intent to change the outcome of any election, except as permitted by law, is a CLASS B CRIME.
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