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 1: Determine/record Date Received

 2: Determine/record Source 

 3: Determine/record Type of Application

 4: Review Application Completeness/Eligibility

 5: Review Proof of ID/Residency (if needed)

 6: Issue Certificate of Registration (if IVL printed)

 7: Acknowledge application with VRAN

Steps to Reviewing & Processing

Elections Guide:  Chapter 3, pages 6 - 11

Step 1: Determine & Record Date Received

 Date application arrives in municipal office
 Date stamp or write date received on  
envelopes/packages

 Stamp or write date in “Registrar’s Use Only” section
 Use this date as date of reg/change date in CVR
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Step 2: Determine & Record Source

 In person = voter completes/submits in your presence
 By Mail = received from voter by mail
 Agency = state agency other than BMV
 BMV = Bureau of Motor Vehicles
 Voter Reg Drive/3rd Person = received from 3rd person, 
whether in person or by mail

Step 3: Determine & Record Type

 New Maine voter
 Change to an existing Maine voter 
 Address
 Party Enrollment
 Name

 Duplicate application (existing voter, no changes made)
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New Voters

 1. Citizenship question = Yes

 2. Full name (or legal name change)

(1) LN, FN   or (2) LN, FI, MN  or  (3) LN, FN, MI or MN

 3. Full date of birth (at least age 17)

 4. Valid residence address in municipality

 5. Previous address question complete

“No” checked;  or “Yes” checked with address provided

 6. Signature of voter (or alternate signature statement)

Step 4: Review the Application 

Existing Voters – Change of Address

 1. Full name (or legal name change)

 2. Full date of birth (at least age 17)

 3. Valid residence address in municipality

 4. Previous address question complete

 5. Signature of voter (or alternative signature statement)

Step 4: Review the Application 



Administering Voter Registration

9/21/16 4

Existing Voters – other changes

 1. Full name (or legal name change)

 2. Full date of birth (at least age 17)

 3. Valid residence address in municipality

 4. Change being requested

 5. Signature of voter (or alternative  signature statement)

Step 4: Review the Application 
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New voters
If  missing, DON’T reject

If  
applicable

All

Required 
by 

Registrar 
for ALL 

apps

ID 
required 
for NEW 
voters

New or 
COA

 Validated Unique Identifier  

(Maine DL or ID, SSN) 

 Other categories of ID in 21‐A § 112‐A 

Step 5:  Review Proof  of  ID 
(New Voters Only)

Elections Guide:  Chapter 3, pages 10 - 11
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 Driver’s License or Maine State ID

 Any factors listed in 21‐A §112

 Oath/Affirmation of Residency

 No proof, send VRAN

Step 5:  Review Proof  of  Residency 
(New Voters & Existing Voters)

Elections Guide:  Chapter 3, page 11

 New 2‐part carbonless form (referred to as COR)

 Used when voter registers after IVL printed 

 SOS provides forms, policy & instructions

Step 6:  Issue Certificate of  Registration

NOTE:  The Registrar
completes this form!

(after the voter 
completes a voter 

registration application)
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 Voter Registration Acknowledgement Notice  (VRAN)

 Required by federal law (NVRA)

 Notify voter of application disposition:
Accepted
Rejected because:
 Incomplete or not legible
 Voter does not meet qualifications

 If incomplete, do not return application to voter; send 
a new application

Step 7:  Acknowledge Application (VRAN)

Sample in Elections Guide:  Chapter 3, page 11

 Use to confirm residency for mail‐in/3rd person app

A. Leave proof of residency blank in CVR.

B. Voter will be in “Pending” status for 15 days.

C. Send VRAN immediately.

D. If VRAN comes back undeliverable, reject “Pending” voter.

E. If VRAN doesn’t come back, make voter Active.

F. Enter “VRAN” as proof of residency in CVR.

 You may not Inactivate or Cancel an Active Voter based 
on a returned VRAN! 

Step 7:  Acknowledge Application (VRAN)


