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Statutory requirements

Use of the Certificate of Registration (COR) has been required by law since at least 1985.  It is described in Title 21-A sections 122(4) and (7).  

The Registrar is directed to issue COR’s for qualified applicants who register to vote after the Incoming Voting List (IVL) has been printed for the election.  Certificates of Registration are also completed for existing voters who request changes after the IVL has been printed.  A COR must be completed and issued to any voter who registers to vote or changes information on Election Day.

Creation of uniform form and procedures

The Secretary of State has determined that the Certificate of Registration, like other election documents, should be a standard form that is used uniformly by all municipalities in the conduct of all federal, state and county elections, and municipal elections where Title 21-A is followed.

The COR has been designed as a 2-part, carbonless form, measuring 4” x 6”.  The Division of Elections will determine, prior to each election the number of forms each municipality should receive, and the forms will be provided in one of the scheduled pre-election mailings.

This COR form is now the only approved form to use in documenting new voter registrations and changes.  The COR form that has been available in the Central Voter Registration (CVR) system has been eliminated.  Municipalities are not authorized to change the design of the form.

Uniform procedures for voter registration/changes 

After the IVL for an election has been printed, the following uniform procedures must be followed:

1. The first step is to have the voter complete a white (in person) voter registration application, either as a new voter or to request a change to an existing record.  A COR by itself cannot be used to register a new voter or make changes to an existing voter’s record – it does not contain all of the required information, and the voter does not sign the COR.

1. The Registrar reviews the voter registration application and qualifications, and completes the “for Registrar’s Use Only” section on the back of the application.

1. If the voter registration application is complete and the voter qualifies to register to vote, the Registrar then completes the approved, 2-part, COR form.  The top (white) copy is given to the voter; the bottom (yellow) copy is kept by the Registrar with the voter registration application.  The voter is given instructions to present the COR at the IVL check-in.

1. The Registrar gives the IVL to the Clerk to deliver to the voting place.  The Registrar should keep the yellow copies of the CORs in alphabetical order for ease of locating in the event the voter forgets to bring the white copy to the voting place.  In municipalities with single voting places, the Registrar may wish to bring the yellow copies of the COR to the voting place along with the registration materials.  


continued on reverse

1. On Election Day, the yellow copy of the COR will be kept by the Registrar with the voter’s voter registration application.  The voter will present the white copy of the COR to the Election Clerk at the IVL table.  The Election Clerk will take the white copy from the voter, and hand-annotate the new voter to the blank IVL addition pages.  The IVL addition pages will be kept at the end of each alpha tab, or at the beginning or end of the list, separated by alpha tab.

Similarly, voters who have requested changes to their existing record will be given the white copy of the COR to present to the Election Clerk.  The Election Clerk will hand-annotate the change(s) to the voter’s existing IVL listing above or beside the old data.

1. White copies of the COR will be kept by the Election Clerk in alpha order until the polls close.  After the polls close, the white copies of the COR will be sealed in the same package with the IVL.  This provides a check-and-balance process for any changes that were made to the IVL, should questions arise after the election or a recount occurs.

1. There is a box in the upper right-hand corner of the COR to indicate that the voter has been entered in CVR.  After Election Day, when new voters are added and voter changes are made in CVR, check the box on the yellow form.  

Run a Change Detail Report, and proofread the report against the COR’s, to be sure that everyone has been added to CVR that should be, and all changes have been made that were requested.  This process is an important step in preparation for entering Voter Participation History (VPH) for the election.

Post-election activities

On the 6th business day after election, if no recount, the Municipal Clerk unseals the IVL and absentee materials.   

· Absentee ballot data processing must be completed and proofread first.

· Entering new voters and changes must be completed and proofread next.  Please note:  you must have a completed and signed voter registration application in order to enter a new voter in CVR, or change an existing voter’s record in CVR.  You cannot take such actions based solely on a COR.  If a voter registration application was not completed and signed, you must contact the voter to complete the application process.

· VPH may then be entered, following procedures developed by the Secretary of State’s Office.  Import Absentees, then scan barcodes or enter voter ID numbers for the voters checked off the IVL as having voted.  This includes all voters printed on the IVL, and all voters hand-annotated to the IVL.  Use the white copies of the COR to confirm that history is captured for all voters who voted.  When done, or after each letter of the alphabet is done if you have a lot of voters, run a VPH Report and proofread against the IVL and white copies of the COR.  To resolve discrepancies, consult the Change Detail Report.

Retention of COR’s

After you have completed all of the post-election activities, and have proofread to confirm accuracy, match up the yellow and white copies of the COR’s and keep them with IVL for the 5 year retention period.

