Instructions for Completing the Hand-Count Ballot Tally Sheets 
(Title 21-A Sections 695-697)

The Secretary of State is required by law to design and provide uniform tally sheets to be used at the polls and to require the use of a uniform system of counting and tabulation.  This document summarizes the uniform system of hand-tallying ballots. 

After the polls close and all absentee ballots have been processed and placed in the ballot box, the warden will follow the Instructions for Closing the Polls – Paper Ballots, as well as these instructions for completing the hand-count and the instructions for packaging ballots and other materials.  Please note that a corrected version of the Instructions for Closing the Polls – Paper Ballots is included in this mailing. Please discard the version that was provided in the Jiffy Bag and use this updated version.
___1.  Set up and maintain a guardrail enclosure around the ballot processing/counting area, so that observers outside the guardrail are at least 6 feet from any ballots.  Election clerks count the ballots under the supervision of the warden within the guardrail enclosure.   The public must remain outside the guardrail and may observe but not participate.
___2.  Select teams of election clerks with one Democrat and one Republican member per team.  Assign a letter designation to each team, such as “A”, “B”, “C” etc.  Each team designates each lot of ballots and corresponding tally sheets with their letter, along with a consecutive number for each lot counted (e.g. A-1, A-2, B-1, etc.).
___3.  Follow the Instructions for Packaging Election Materials (provided in this mailing) for packaging and sealing the IVL, the absentee materials and the unused ballots before preparing to tally voted ballots.  
___4.  Unlock the ballot box and empty all ballots onto a table for sorting.  Teams of election clerks sort the ballots of each type (i.e. State ballots – by ballot style if applicable, county ballots, municipal ballots, etc.) into lots of 50, with one lot of each type which may have fewer than 50 ballots.

___5.  Give each counting team several blank candidate and referendum tally sheets; red ink pens or red lead pencils; and one or more lots of ballots.  Reminder:  By law, the order in which the ballots must be tallied is:  (1) State candidate ballots; (2) State referenda ballots (if separate from State candidate ballots); (3) County ballots (if any); and (4) Municipal or School ballots.

___6.  Each team takes one lot of ballots and puts it on the table in between the 2 team members.  The team writes their letter and a consecutive number on the certification portion of the 2 tally sheets to be completed, and on the upper right corner of the top ballot in the lot.  The team also writes the number of ballots contained in that lot on the certification portion of the 2 tally sheets.

___7.  Each team counts each assigned lot using the ONE (1) approved method of counting ballots - the Verbal Concurrent method, described as follows:

The 2 members of the team count the same lot together; each completing their copy of the tally sheet. Team members concurrently review each ballot; state the office and candidate choice verbally (i.e. Congress, Flynn; State Senate, Packard) to ensure they agree on the count; and place a hash mark in the appropriate block on their own tally sheet.  When the team finishes tallying the lot, they compare the 2 tallies.  If the tallies agree, that lot is completed.  If there is a discrepancy, the team must recount the race or races where the count was off, and correct both tally sheets.  
For more information on this counting method, please review Chapter 9, page 3 of the Voter Registration and Elections –The Guide for Maine Election Administrators training manual.   

Continued on reverse

___8.  COUNTING CERTAIN TYPES OF BALLOTS:  Please refer to the “Rules for Determining Voter Intent”.   These rules are available in Chapter 9, pages 15-20, of the Voter Registration and Elections – The Guide for Maine Election Administrators. 

___9.   Each block beside a candidate or question choice is used to tally 5 votes.  There are also blocks to record blanks.  Record blanks for each office and referendum question.  In the last column, total the tally marks and record the numeric equivalent for that total.  (For a candidate election:  election clerks must tally votes for Declared Write-in candidates on the tally sheet for the office where the candidate is declared. Votes for undeclared write-in candidates must be tallied as blank votes.)  Declared write-in candidates are already printed on your tally sheets.
___10. After determining an accurate tally for a lot of ballots, complete and sign the certification on the back of the 2 tally sheets.  Fold the 50 ballots as a group, and wrap one tally sheet around the corresponding lot of 50 ballots, with the Certification side facing out. Use a rubber band to keep the tally sheet wrapped around the lot. 
Note:  DO NOT USE TAMPER-PROOF TAPE TO SECURE THE TALLY SHEETS TO THE BALLOT LOTS.  Also, do not roll the lots of ballots, simply wrap the tallies around the folded ballots and apply the rubber band to secure the tally sheet to the ballots.

___11. The Warden collects the second tally sheet for each lot and writes the totals in one column of 2 copies of the Warden’s Total Tally Sheet (i.e., put the totals from lot A-1 in the first column, the totals from lot A-2 in the second column, the totals for lot B-1 in the third column, etc.) until all lot totals are recorded on both copies of the Warden’s Total Tally Sheet.  

___12. The Warden calculates the “Grand/Page Total” for each candidate/question on both copies of the Warden’s Total Tally Sheet.  If more than one Warden’s total Tally Sheet is needed, the Warden adds all page totals to get a grand total for each candidate/question.  Another election official must verify that the lot totals are recorded correctly on the 2 copies of the Warden’s Total Tally Sheet and that the Grand Totals are correct.

___13. The Warden calculates the “Total State Ballots Cast” figure by adding the total number of lots of 50 ballots, plus any odd lots.  For example, if there were 8 lots of 50, plus one lot of 35, the Total State Ballots Cast would be 435 (8x50+35).

___14. The Warden and one other election official complete and sign the Warden’s Return of Votes Cast, using the figures from the “Grand/Page Total” column of the Warden’s Total Tally Sheet (or sheets), and the Total State Ballots Cast figure.
___15. One copy of the Warden’s Total Tally Sheet is sealed in the tamper-proof box with the lots of ballots and the other copy, along with the second copy of each of the tally sheets for each lot of ballots and the Return of Votes Cast, are returned to the Clerk. 
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