[bookmark: _GoBack]Post-Election Activities Reminder & Checklist
for 11/8/16 General/Referendum Election
Prepared by the Secretary of State, Division of Elections – October, 2016

  1.  Election Night – Tuesday, November 8th

A. Warden’s Return of Votes Cast form – The Warden must complete the Warden’s Return of Votes Cast form and review for accuracy.

B. Total Ballots Cast recorded –The Warden must record the Total Ballots Cast on the top of the Return.  Further directions for calculating the Total Ballots Cast number can be found on the Tally Sheets and the Tally Sheet Instructions.

C. ROVC Delivered to Municipal Clerk – The Warden must deliver the Return of Votes Cast form and other materials (including copies of the Tally Sheets, Warden’s Total Tally Sheet and Tabulator Tally Tape) to the Municipal Clerk.

NOTE:  Do NOT enter Voter Participation History (VPH) in CVR on Election Night.  The Incoming Voting List must be sealed, and that is neither the time nor place for entering VPH.  There are other steps that must be completed before you enter VPH.

  2.  Day after election – Wednesday, November 9th 

A. Review of Warden’s ROVC and Corrections – The Municipal Clerk must review the Warden’s Return of Votes Cast and make corrections, if necessary, on a copy of the Warden’s Return.  

B. Enter Results in CVR – The results for each question on the Warden’s Return of Votes Cast must be entered into CVR under Activities – Election Results – ROVC Management; then printed, signed and sent to the Division of Elections with an attested copy of the Warden’s Return.  Pursuant to Title 21-A §711(3), the Secretary of State must receive the documents by 5 p.m. on Monday, November 14, 2016 (the 3rd business day after the election; November 11th is a federal holiday).

C. Begin Updating Absentee Records – The Municipal Clerk must update all absentee ballot records in CVR within 5 business days of the election, or by Wednesday, November 16, 2016, pursuant to Title 21-A §753-B.6.  See chapter 6 of the CVR User Guide for entering and updating absentee records in CVR.  If you have unresolved absentee ballot records, you will be notified through Reminders:  

[image: ]
       See CVR User Guide, Ch.10 – System, Unresolved Absentee Ballots, page 25, for more details.

Remember that all absentee ballots not returned must be rejected in CVR with the reason “Ballot Not Received by Deadline Date”.

NOTE:  All absentee records must be resolved before you enter Voter Participation History (VPH), or the Import Absentee Ballot function will not capture all absentee voters.

D. Begin Entering New Voter Registrations and Requested Changes in CVR – The Municipal Clerk or Registrar must enter new voter registrations (from Election Day and applications received by mail during the Closed Period) and enter requested changes in CVR within 15 business days of the election, or by Friday, December 2, 2016, pursuant to Title 21-A §721 (November 11th, 24th and 25th are federal/state holidays).  See chapter 4 – Voter Registration – of the CVR User Guide for entering new voters and chapter 8 – Inquiries – for updating existing voters.  

NOTES:  For Election Day registrations and changes, you must use 11/8/16 (Election Day) as the date of registration or the change date (if you use a later date, you will not be able to capture VPH for the voter in your municipality).  

For voter registration applications received during the Closed Period:  (1) if the voter completed the registration process and voted on 11/8/16, then use 11/8/16 as the date of registration; (2) if the voter did not come to the voting place to complete the registration process and vote, use the day after the election, 11/9/16, as the date of registration.  This will kick off the 15-day pending period for sending a VRAN to confirm residency.
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  3.  Within 5 business days of election – Wednesday, November 16th  

A. Recount Requests – An apparent losing candidate may request a recount within 5 business days after the election (or by 5 p.m. on Wednesday, November 16th). When there are recounts, we must be able to reach the Municipal Clerk or designee of each municipality involved in the recount immediately, and provide a Recount Alert.  The Alert will describe what election materials need to be assembled for retrieval by the State Police.  You must ensure that a second person knows where these materials are and is available to provide them to the State Police in the Municipal Clerk’s absence.     

You must ensure that your voted ballots and materials are sealed in blue tamper proof containers, and that your unused ballots, your absentee envelopes and applications and your Incoming Voting List are all sealed in separate, labeled packages as detailed in Chapter 9 (paper towns) or Chapter 10 (machine towns) of your Voter Registration and Elections – The Guide for Maine Election Administrators training manual.  

A checklist that the Secretary of State uses to log the condition of materials sent by a municipality is attached.  Elections staff complete this checklist for each municipality involved in a recount.  Please review this document to make sure you understand how materials need to be provided.

B. [image: ]Finish Updating Absentee Records & Generate Final Absentee Voter Report – This is the statutory deadline to complete the update of absentee records in CVR, and to generate a final Absentee Voter Report.  See chapter 9 of the CVR User Guide for generating the Absentee Report.  The Absentee Voter Report must be retained in the Municipal Clerk’s records for 2 years.

C. Electronic Notification in CVR – After updating absentee records in CVR, the Municipal Clerk or Registrar must notify the Secretary of State that this step is complete by electronic notification through CVR pursuant to Title 21-A §721.  Electronic notification is described in your CVR User Guide, Chapter 9 – it is under Internal Reports.




NOTES:  You must access CVR using Internet Explorer or Microsoft Edge for electronic certification.  Other Internet browsers will not work – the boxes will not stay checked.  Also, you must be sure to click the Submit button after checking the box.

  4.  6th business day after the election – Thursday, November 17th 

A. Unseal Absentee Materials – The absentee envelopes with their applications attached for the November 8th election, which were sealed separately from the ballots, must be kept sealed for 5 business days after the election (unless you are notified that there is a recount) pursuant to Title 21-A §698(3-A).  If no recount, the Municipal Clerk may, if necessary, open the box(es) containing the absentee envelopes/applications on Thursday, November 17, 2016, to complete the update of CVR.  Once unsealed, these materials must be kept in the Municipal Clerk’s Office for 2 years.

B. Unseal Incoming Voting List – The Incoming Voting List used at the November 8th election, which was sealed separately from the ballots, must be kept sealed for 5 business days after the election (unless you are notified that there is a recount) pursuant to Title 21-A §698(3).  If no recount, the Municipal Clerk must unseal the list on Thursday, November 17, 2016.  Once unsealed, the Incoming Voting List is a public document and must be retained in the Municipal Clerk’s Office for 5 years.
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  5.  15th business day after the election – Friday, December 2nd 

A. Finish Entering New Registrations and Requested Changes – This is the statutory deadline to complete the entry of new registrations and requested changes in CVR.  

HINT:  To make sure that you have entered all new registrations and changes, and to confirm that you have entered them with the correct dates of registration or change, generate a Change Detail Report with a date range from the day before Election Day to the current date.  Proofread the Change Detail Report against the Certificates of Registration that were issued and voter registration applications that were submitted.  Any errors found and corrected at this point will save you from having to resolve VPH discrepancies later.

B. Electronic Notification in CVR – When finished entering new registrations and changes in CVR, the Municipal Clerk or Registrar must notify the Secretary of State that this step is complete by electronic notification through CVR pursuant to Title 21-A §721.  See instructions under section 3-B above.

  6.  After absentee ballot records are updated and new registrations/changes are entered – 
            no later than Friday, December 2nd:

A. Begin entering Voter Participation History (VPH) – The Municipal Clerk must enter VPH in CVR for each voter whose name is checked on the Incoming Voting List as having voted within 45 business days of the election, or by Tuesday, January 17, 2017, pursuant to Title 21-A §721 (November 11th, 24th, 25th, December 26th, and January 2nd are federal/state holidays).

Please refer to the Memorandum in this mailing regarding procedures for processing VPH, and the CVR User Guide, chapter 7 for details.  Scanning the barcodes (on your Incoming Voting List) of voters who voted in this election is the quickest way to complete this task.  The first step is updating the voting history for all absentee voters. Under Activities, select Maintain Voter History and then Multiple Voter Participation History.  Choose 11/8/16 in the Election Date drop-down list, verify and click on the statewide General/Referendum Election in the Election Details drop-down list.  To update the absentee voters click on Import Absentee Ballots.

HINT:  After importing absentees, generate a Voter Participation History Report and proofread the absentee voters against your final Absentee Voter Report.  All absentee voters in the Absentee Voter Report whose ballots were accepted should be in the VPH Report after the import.  If not, you will need to resolve the discrepancy.  

After the absentee voters have been imported, proceed to scan in the voters who voted on Election Day by again choosing 11/8/16 in the Election Date drop-down list, and verifying and clicking on the statewide General/Referendum Election in the Election Details drop-down list.

You may also manually enter VPH by entering Voter ID numbers.  This should also be done through Multiple Voter Participation History, so that you can import absentees.

B. Proofread and Resolve Discrepancies – As VPH is entered in CVR, generate VPH Reports and PROOFREAD the VPH Reports against your Incoming Voting List to confirm that the same voters who are checked off on the IVL are the same voters in the VPH Report.  There is no other way to confirm that you have scanned/entered the correct voters.  

C. Electronic and Paper Certification of Completion – After VPH is entered in CVR, and you have PROOFREAD the report and identified/resolved all discrepancies, you must notify the Secretary of State that this step is complete by electronic notification through CVR pursuant to Title 21-A §721.  See instructions under section 3-B above.

You must also complete, sign and submit the paper Statement of Completion.  The Statement of Completion will be provided in an upcoming mailing.

NOTE:  Do NOT wait until the middle of January to begin entering VPH.  By the January 17th deadline, you are expected to have VPH entered, PROOFREAD, and all discrepancies identified and resolved.  
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  7.  Within 45 business days of the election – Tuesday, January 17th

A. Voter Participation History completed – Again, this means entered, PROOFREAD, and discrepancies identified and resolved by January 17th, not entered but not complete.

NOTE:  Entry of VPH is the Municipal Clerk’s responsibility by statute.  However the task may be delegated in your municipality, we will expect the Municipal Clerk to take responsibility for VPH being late or incorrect.

B. Electronic and Paper Certification of Completion – The electronic certification in CVR must be done as of January 17th, and the paper Statement of Completion must be submitted to the Secretary of State’s Office by January 17th.  The first contact to resolve tardiness or discrepancies will be made to the Municipal Clerk.  Subsequent contacts, whether by phone, fax or mail, may be made to municipal officers.  

Meeting the VPH deadline is critically important to federal reporting requirements and statewide maintenance procedures.





For assistance with any of these post-election activities, call:

· CVR Helpdesk Line:	1-877-HAVAHLP (1-877-2457)
· Elections Division Line:	1-888-VOTESME (1-888-868-3763) or 624-7650
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Post-Election Activities Calendar – General/Referendum Election 2016

	November

	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	
	
	1
	2
	3
	4
	5

	6Note:  Election Results & other required documents must be submitted 1 of these ways:  (1) overnight mail; (2) fax; (3) email; or (4) hand delivered/courier.

	7
	8 
Election
Day

	9
Begin Updating Absentee Information &
Election Day Registrations and Changes
	10 

Be prepared for recounts!
	11

(Veteran’s Day)
	12

	13
SOS begins calling municipalities Monday a.m. to retrieve documents
	14 
Election Results & required documents to be filed with SOS by 5 pm
	15

(Notify SOS electronically in CVR that this has been done)
	16

 Statutory Deadline        for updating absentee records in CVR
	17

If no recount, unseal IVL and absentee materials

	18


	19 



	20
	21
	22 
	23 
	24 
(Thanksgiving)
	25
(Observed)
	26

	27
	28
	29
	30
	Begin entering VPH after absentees are updated and new registrations & changes are entered.

	
	

	

	December

	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	Note:  Use correct dates in CVR for new registrations & changes.  See section 2-D of Post-Election Activities Reminder for correct dates to use.  When done, generate a Change Detail Report and compare to CORs and VR applications.

	
	
	
	1

(Notify SOS electronically in CVR that this has been done)
	2 
Statutory Deadline      for entering Election Day Registrations & Changes
	3



	4

	5
If not started, begin entering VPH 
	6
	7 


	8


	9

	10


	11
	12
	13
	14
	15
	16
	17

	18
	19
	20
	21
	22
	23 
	24

	25
(Christmas)
	26
(observed)
	27
	28
	29
	30 
	31



	January

	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	1
(New Year’s)
	2
(observed)
	3
	4
	5
	6
	7

	8
	9
	10
	11
	12
	13
	14

	15
	16
	17 

Statutory Deadline          for completing   VPH
	18(Notify SOS electronically in CVR that this has been done; submit paper Statement of Completion)

	19
	20
	21







Recount Municipal Checklist

Name of Municipality: _________________________		Date:  __________________

Packaging of Election Materials

1. Sealing of used (voted) materials in blue tamper-proof boxes

Yes	No
__	__	a.  All state voted ballots and materials sealed in blue boxes
__	__	b.  All blue boxes properly labeled on front or side 
__	__	c.  All latches properly closed before applying lock/seal
__	__	d.  All seals applied through latch hole and closed tightly
__	__	e.  All boxes locked with State supplied “Best Locks”
__	__	f.  Certificate of Sealed Ballot Container completed and signed for all blue boxes

2. Sealing of unused ballots in separate cartons/envelopes

	Yes	No
__	__	a.  All state ballots still shrink-wrapped are sealed in separate cartons or envelopes
__	__	b.  All loose state ballots are cancelled with red X or line through each side of ballot
__	__	c.  Only state (no municipal) unused ballots are sealed in the cartons or envelopes
__	__	d.  All containers/cartons of unused ballots are sealed with tamper-proof tape
__	__	e.  All containers of unused ballots are properly labeled on the side

3. Sealing of Incoming Voting List in separate envelope

Yes	No
__	__	a.  Voting list is sealed in separate envelope or package
__	__	b.  Certification is signed by appropriate election officials and used to seal the  
                                package
__	__	c.  Only one official voting list used and sealed
__	__	d.  All voters marked with red checkmark or line to left of name
__	__	e.  Absentee voters pre-printed or marked with “AV” to left of name
__	__	f.  Challenged voters marked properly (if applicable)
__	__	g.  All certificates for new voters are enclosed or sealed with list
__	__	h.  No voter registration/enrollment cards are sealed with list

4. Sealing of Used Absentee Envelopes/Applications in separate cartons/envelopes

Yes	No
__	__	a.  All absentee envelopes sealed in separate containers from used ballots
__	__	b.  Applications attached to corresponding envelopes (where applicable)
__	__	c.  Applications noted with date and time of receipt
__	__	d.  Envelopes noted with date and time of receipt 
__	__	e.  Envelopes for “Voted in Presence” are checked and signed by clerk/deputy
__	__	f.  Clerk has noted on envelope whether “OK to Cast” and signed/initialed
__	__	g.  Only properly completed/witnessed ballots were cast
__	__	h.  Either full list of absentee voters or batch lists provided


Handling of Election Materials

1. Use of red pens/pencils

Yes	No
__	__	a.  Election Officials used only red pens/pencils for Election Day duties

2. Marking and Segregating Certain Ballots

Yes	No
__	__	a.  Spoiled ballots marked, signed & segregated; noted that replacement ballot issued
__	__	b.  Void ballots marked, signed & segregated
__	__	c.  Defective ballots marked, signed, & segregated
__	__	d.  Invalid vote ballots marked, signed, & segregated (machine); paper in original lot
__	__	e.  Machine municipalities only:
· write-in ballots segregated (after recording)
· auxiliary ballots segregated (after hand-tallies)

3. Paper Ballots Lots

Yes	No
__	__	a.  All lots counted in 50, except one
__	__	b.  Ballots refolded (not rolled) before sealing
__	__	c.  Official Tally Sheet for candidate and referendum signed and wrapped around lot
                                with certification side out
__	__	d.  Rubber band used to keep tally sheet(s) around lot (no state seals)

4. Notation of Counting Errors or Other Miscellaneous Problems
		________________________________________________________________
		________________________________________________________________
		________________________________________________________________
		________________________________________________________________
		________________________________________________________________
		________________________________________________________________
		________________________________________________________________
		________________________________________________________________
		________________________________________________________________
________________________________________________________________
		________________________________________________________________
		________________________________________________________________
		________________________________________________________________
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[Review | There are 24 Unresolved Absentee Ballots for the last 5 State Elections.
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