
Uniform Guidelines for Securing Ballots and Other Materials 
for Early Processing of Absentee Ballots on the Day Prior to Election Day

DS200 Municipalities
1. Staffing requirements.

1. A minimum of 2 staff must be in attendance at all times during early processing, when accessing the secure storage area for absentee ballots, or when transporting unprocessed or processed absentee ballots between the secure storage area and the processing location.

1. The Clerk may designate municipal staff or election officials (Warden, Deputy Warden/Ward Clerk and election clerks) to early process the absentee ballots.
1. If election clerks are used for early processing, the requirements of 21-A MRSA section 503 shall apply.
2. Location for Early Processing.
2. The Clerk must designate a single location for early processing.
2. The location must be of sufficient size to accommodate all necessary staff, absentee ballot materials and the tabulating device(s) in one processing area, which must be surrounded by a guardrail enclosure similar to the one used on Election Day.
2. The location must accommodate public access, outside the guardrail enclosure, at all times during early processing of absentee ballots.  At a minimum, the public area outside the guardrail enclosure must be large enough to accommodate at least one pollwatcher from each of the qualified parties.
3. Ballots to be processed.  The only ballots that may be processed on the day prior to Election Day are ballots that meet the following requirements:
3. Ballots received before the first time designated for early processing, which have been added to the CVR and included on the List of Absentee Voters (which is then printed and used for early processing of the ballots); and
3. Ballots that have been designated on the envelopes (in the Clerk’s Notes section) as “OK to Cast”; and  
3. Ballots that have been made available to the public during any inspection period requested by 9 a.m. on the day prior to Election Day. (If no inspection period has been requested, this requirement does not apply).
4. Ballots that may not be processed.  The following ballots may not be processed early:
4. Ballots received on the day prior to Election Day, after processing has begun.  These ballots may be entered into the CVR, but may not be processed until Election Day, along with any ballots received on Election Day, at the times designated on the Notice of Election for processing on Election Day.
4. Rejected ballots.   These may not be processed until after the polls close on Election Day, to allow the voters to vote either in person on Election Day or by a second absentee ballot.  Be sure that the absentee ballot is designated as “Rejected” in CVR.
5. Use of official tabulating machine; verifying zero count before processing.

5. The Clerk must provide a DS200 tabulating machine for use in processing ballots.
5. Before beginning to process ballots, the Clerk/Warden and 1 other staff must open each compartment of the DS200 tabulating machine, to show publicly that it is empty; re-lock the compartments; and secure the key until processing is completed.
5. Before beginning to process ballots, the Clerk/Warden also must produce a “Zero” tape and verify that the public counter on the machine reads zero.
6. Processing procedure.

6. The requirements for pollwatching and challenging of ballots are the same as provided in
Title 21-A for Election Day.
6. The procedures for early processing of absentee ballots are the same as provided in Title 21-A for processing absentee ballots on Election Day (§759, §760-A).
6. The Clerk/Warden must complete the “Warden’s Log of Opening the Ballot Box”, using the same process that is followed on Election Day, before any processed ballots may be removed or compressed.
7. Securing processed absentee envelopes and applications.  
7. After processing the ballots, the empty absentee envelopes (with their applications attached, where applicable) must be placed in one or more tamper-proof containers or other containers, separate from the ballots, which are sealed (and locked, if applicable) as required for voted materials on Election Day.

7. If a tamper-proof container is used for sealing absentee materials, a Certificate of Sealed Ballot Container must be completed, designating each tamper-proof container of absentee envelopes and applications.
8. Logging and securing processed materials.
8. When processing is complete, the Clerk/Warden must record the public counter number on Line A of the “Log of Early Processed Absentee Ballots”.  (Note:  When more than one ballot was issued to each voter, the counter number must be divided by the number of ballots issued to each voter to obtain the correct number of votes cast.)  The Clerk/Warden must ensure that no tally tape of results is generated until after the polls close on Election Day and all voters have voted and all absentee ballots have been processed through the machines. 
8. Ballots from the fully counted bin of the tabulating machine/ballot box must be removed and immediately placed in one or more tamper-proof containers, labeled “Fully Counted Absentee Ballots for the Name/Date Election”.  Each container must be locked and sealed and the information recorded on a Certificate of Sealed Ballot Container.  

8. Ballots from the auxiliary and/or write-in bins of the ballot box must be removed from their bins, without reviewing any votes cast.  The officials must record the number of State ballots that were processed (but not the votes cast on these ballots) and indicate this number on line D of the “Log of Early Processed Absentee Ballots”.  These ballots must then be placed in one or more tamper-proof containers that are labeled “Auxiliary and Write-in Absentee Ballots for the Name/Date Election”.  Each container must be locked and sealed and the information recorded on a Certificate of Sealed Ballot Container.  
8. Options for processing based on the number of tabulators and memory devices.
· Option 1.  Use of 2 tabulators and 2 memory devices.  If the municipality has at least 2 DS200 tabulators and memory devices, the Clerk must test each memory device and lock it into its own tabulator.  If using separate tabulators, one is designated for absentee processing only and the other is designated for use on Election Day at the voting place.  After early absentee processing is completed on the tabulator designated for absentee processing, the officials must verify that each compartment of the tabulating machine/ballot box used for early processing is empty, and make it available for processing additional absentee ballots on Election Day.  The DS200 tabulating machine must be powered off without running any results, unplugged and placed in a vault, or other locked and secure location, to which only the Clerk and the Clerk’s designees have access.  The memory device must remain locked in the machine.  The machine may be removed from the secure storage area and used on Election Day to process any absentee ballots that were received after the start of early processing and through 8 p.m. on Election Day.  The Clerk will transport the second tabulator, with its own memory device, to the voting place and use it for Election Day voting according to the usual procedures.  OR
· Option 2.  Use of 1 tabulator with 2 memory devices.  If the municipality only has 1 DS200 tabulator, but has at least 2 memory devices, the municipality still may process absentee ballots on the day before Election Day by following the procedures in this section.  The Clerk must test both memory devices, and lock 1 of the memory devices in the tabulator for early absentee processing, and secure the other memory device until early absentee processing is complete.  After early absentee processing is completed, the officials must verify that each compartment of the tabulating machine/ballot box used for early processing is empty, power off the tabulator without running any results and remove the memory device from the tabulator and secure it until after the polls close on Election Day.  The Clerk then must install and lock the 2nd memory device into the tabulator, unplug and place the tabulator in a vault, or other locked and secure location, to which only the Clerk and the Clerk’s designees have access.  The Clerk will remove the tabulator from the secure storage area and will transport the tabulator to the voting place to be used for Election Day voting according to the usual procedures.  The Clerk will transport the memory device used for early processing of absentee ballots to the voting place and keep it until after the polls have closed and the tally tapes have been printed from the Election Day memory device.  Any absentee ballots that were received after the start of early processing and through 8 p.m. on Election Day, must either be processed at the voting place during Election Day using the Election Day memory device, or must be processed after 8 p.m. using the memory device used for early processing.  After all Election Day voters have voted and the tally tapes have been printed, the Warden will power off the tabulator, remove the Election Day memory device from the tabulator, insert the early processing memory device and print the tally tapes reflecting the early processed absentee ballots.  The Warden will complete a tally sheet for each memory device and combine these tallies on the Warden’s Return of Votes Cast.  
8. The locked and sealed tamper-proof containers of fully counted ballots from early processing must be placed in a vault, or other locked and secure location, to which only the Clerk and the Clerk’s designees have access.  As long as there is no malfunction in the tabulator that results in the ballots having to be reprocessed, these containers must be kept in the secure storage area and must not be taken to the polls, and must not be opened or have ballots removed either until a recount occurs or the time for retention of ballots in the tamper-proof containers has passed.

8. The locked and sealed tamper-proof containers of auxiliary and write-in ballots from early processing must be placed in a vault, or other locked and secure location, to which only the Clerk and the Clerk’s designees have access.  On Election Day, the Clerk, along with another staff, must transport the tamper-proof containers of auxiliary and write-in ballots to the polling place or to the central location where the Clerk will process any remaining absentee ballots.  The containers must remain within the guardrail enclosure, in view of all persons present, during Election Day, until the polls close.  
8. After the polls have closed on Election Day, and after all voters have voted and all additional absentee ballots have been processed into the ballot box, the Clerk/Warden must verify that the seal/lock on each tamper-proof container of auxiliary and write-in absentee ballots matches the ones recorded on the Certificate of Sealed Ballot Container.  The Clerk/Warden must then open these tamper-proof containers and remove the ballots to hand-count the auxiliary ballots or record valid write-in votes, according to the Uniform Counting Procedures provided by the Secretary of State.

8. The number of absentee voters, designated on the CVR List of Absentee Voters as having their ballots accepted and processed during the early processing times, must be recorded on line B of the “Log of Early Processed Absentee Ballots”.  Any discrepancy between line A and line B must be noted on line C.  The Clerk/Warden and a second election official must date and sign the log, and a copy of the log must be submitted to the Division of Elections with the Return of Votes Cast (within 3 business days after the election).  
9.  Designating Absentee Voters on the Incoming Voting List.
9. The Clerk or Registrar must enter each absentee voter’s information into the absentee module of the CVR.  Each voter who has had an absentee ballot designated as received and accepted in the system will have an “AV” printed on the Incoming Voting List beside the voter’s name, so long as the absentee ballot entries are made before the Incoming Voting List is printed.

9. If the Clerk receives absentee ballots from voters after the Incoming Voting List is printed for the election, the Clerk must follow the procedure in Title 21-A §760-A to ensure that the voting list is designated manually with an “AV” beside each voter’s name, before the ballots are processed on Election Day.
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