	Checklist for Submitting Returns of Votes Cast (ROVC), CVR Certification, Other Filings to the  Division of Elections
following the June 14, 2016 Primary Election*
The Secretary of State must receive your Warden’s Return(s) of Votes Cast, Certified Return of Votes Cast from CVR, and other required documents by Friday, June 17, 2016.   This is the 3rd business day after the election, designated in statute (Title 21-A §§711.3 and 712).  If these documents have not been received by Friday, our office may call your municipality to make arrangements for a courier to retrieve them, at the municipality’s expense.

The following items must be submitted for each voting district (Ward/Precinct) in your municipality:

· Return of Votes Cast completed by the Warden on Election Night – The Warden’s Return of Votes Cast form for each party must be completed by the Warden at each voting place on election night, including the Total Ballots Cast.  The Municipal Clerk reviews each Return and submits them to the Division of Elections.  The clerk must correct any errors that are obvious based on the tally sheets or tabulator tape.  The clerk may not change the totals recorded by the warden but must make the correction to the attested copy with a notation of the basis for the correction.

· Certified Return of Votes Cast in CVR – The Municipal Clerk must enter each Return into the Central Voter Registration (CVR) system, verify the totals, and complete the certification.  

After the results have been entered and certified in CVR, the Municipal Clerk must:

1. Print off the results entered (the “certification”).

2. Sign and date the certification.

3. Submit the signed/dated certification with a copy of the paper Return(s) of Votes Cast completed by the Warden on election night.


· Certificate of Sealed Ballot Container – Submit 1 copy of this 2-part form to the Division of Elections with your Return(s) of Votes Cast and retain the other copy for your records.  Timely submission of this form facilitates the scheduling of recounts.

· Warden’s Log of Opening the Ballot Box (machine municipalities only) – If a ballot box had to be opened to either compress ballots or remove ballots to tamper-proof containers, this Report must be completed by the Warden or Municipal Clerk and submitted to the Division of Elections with your Returns of Votes Cast (this Log obviates the need to call the Division of Elections for permission to empty a full ballot box).
(  Log of Early Processing (municipalities that processed Absentee Ballots on either 6/11/16 or 6/13/16)
*These items must be submitted, by 5 p.m. on Friday, June 17th,  in ONE of the following ways: 
1. Via fax to 287-5428 or 287-6545; 
2. As a scanned attachment to an email to cec.elections@maine.gov
3. Delivered in person (by town official or courier service); 
4. Delivered by Priority Mail – check with the post office for an option that will guarantee delivery by     5 p.m. on Friday, June 17th.  You have not been provided with a Return Envelope for this election because if you choose to mail your ROVC and other documents you must obtain and use and Priority Mail Envelope from the U.S.P.S. in order to insure timely delivery to the SOS.




