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Memorandum

To:
Municipal Clerks and Registrars
From:
Julie L. Flynn, Deputy Secretary of State

Date:
May 27, 2016
Re:
Instructions for processing Voter Participation History (VPH)

The purpose of this memorandum is to provide instructions for processing VPH in CVR following the June 14, 2016 Primary Election.  The statutory completion date is 45 business days after the election, or by August 17, 2016.  The VPH deadline was increased from 20 business days to 45 business days this past legislative session.  With completion time now more than doubled, no municipality should be late in completing VPH unless there are extenuating circumstances that are brought to my attention.   

Because the deadline to complete VPH now extends into August, when we will start gearing up for the November Presidential Election, it is especially important that it is accurate and that resolution of discrepancies does not stretch beyond the second week of August.  If you can complete VPH sooner than August 17th, that will be extremely helpful, especially if there are voter changes that have to be made by script or other staff time is needed to resolve discrepancies.
Processing VPH is the Municipal Clerk’s responsibility under the law (Title 21-A §721).  Regardless of who is assigned to do the work, such as a Deputy Clerk or the Registrar, it is the Municipal Clerk’s responsibility; we will direct any follow up communication to Municipal Clerks, and expect Municipal Clerks to manage resolution of any discrepancies or untimely completion.

The timely and accurate completion of VPH is important for several reasons, including each voter’s right to accurate data; its role in the statewide maintenance process (cancelling of Inactive voters); our use of the data for federal reporting requirements; our use of the data to determine the number of absentee ballot envelopes and ballots to provide for future elections; and to assure that candidates and other persons or entities qualified to receive voter data from CVR are given accurate and current data.
Pre-election and Election Day procedures
In order to process VPH accurately, and with minimal time resolving discrepancies, it is important to follow proper pre-election and Election Day procedures.  These have been discussed in separate mailings, and include:

· Keeping CVR current on a daily basis

· Reviewing your voter list and resolving any duplicate active voters before the election

· Making sure that correct dates of registration are entered for new voters, when pulling voters from another municipality, and for changes to existing voters, particularly enrollment changes for this election
· Entering absentee voter information in CVR as each step occurs (requests; issuances; returns), and for this election, making sure that no Unenrolled voters or Green Independents (except in part of Portland) are entered under the state Primary Election in CVR (generate Absentee Voter Reports and proofread)
· Making sure election workers and deputy registrars are properly trained in all tasks
· Using the Incoming Voting List (IVL) from CVR (the list with barcodes, and specifically for the June 14, 2016 Primary Election), not an IVL from a past election, an Alpha List or some other list

· Following proper procedures for marking and hand-annotating the IVL
· Following proper procedures for voter registration on Election Day, including use of the newly designed Certificate of Registration (COR), and making sure the voter also submits a completed and signed voter registration application
· Following proper Election Day procedures for issuing and counting ballots, processing absentee ballots, and completing tally sheets and the Returns of Votes Cast
· Following proper procedures for packaging election materials.
Post-election procedures

Several post-election procedures must be followed before you attempt to process VPH.  Not following these procedures will likely result in VPH being incorrect, and having to spend additional time reconciling it.
1. Ensure that election results are accurately entered in CVR (Results Reporting).
2. The unadjusted TBC for your municipality will be the total of ballots cast for each race, which includes blank votes. If you have UOCAVA voters, the Secretary of State’s Office will provide adjusted TBC for your municipality (for the UOCAVA voters who cast ballots) – this is the TBC that your VPH must match.

3. Immediately after the election, resolve any outstanding absentees, print a final Absentee Voter Report, and proofread it.  If absentee records are not accurate, your VPH will not be accurate.

4. Immediately after the election, enter all new voter registrations and changes from Election Day in CVR.  Use the voter registration applications submitted by the voters, and the yellow copies of the CORs, which were completed by the Registrar, to update CVR.  Note:  If you did not receive a completed and signed voter registration application from a voter, you cannot enter a new voter in CVR or change information in an existing voter’s record.  This will result in your VPH not matching TBC.

Unseal the IVL after 5 business days (if no recount), and use it as a tool to resolve any discrepancies with new registrations and changes.  The IVL must be kept in the Municipal Clerk’s Office (not locked in some inaccessible location) as a public document for 5 years.


5. Be sure to use the correct registration and change dates in CVR.  This is important for every election, but is more complex for Primary Elections, because of enrollment changes.  Consult the “Applying Correct Registration Dates in CVR” chart that was provided in Mailing #5.  If in doubt, call the CVR Helpdesk.

6. After voter registrations and changes are entered, generate a Change Detail Report and proofread it against the IVL, CORs and voter registration applications, to confirm that all entries have been made and that correct dates have been entered.  If all Election Day registrations and changes have not been entered, or they have been entered incorrectly, your VPH will not be accurate.

NOTE:  The most common reason for inaccurate VPH is the use of wrong dates for Election Day registrations and changes.  If you use an incorrect date, you cannot correct it (and do not create duplicate records in an attempt to correct it); you must report incorrect dates to the Division of Elections for correction by scripts from IT staff or the CVR vendor.

7. Contact the Division of Elections immediately with any questions or issues about unresolved absentees, entering new voters, pulling voters from other municipalities, and changes to voter information. If you make mistakes, DO NOT cancel records and create new ones, or attempt corrections you do not know how to make.  Contact the Division of Elections immediately.
Procedures for entering Voter Participation History (VPH)
1. Use the IVL to process VPH (and refer to the attached CORs, and voter registration applications, to resolve discrepancies).  DO NOT use any other report or method.  The IVL is the official record of which voters participated in the election.

2. Whether you want to scan barcodes or enter them manually, use Multiple Voter Participation History.  This will allow you to import absentee voters.  Select the date of the election and highlight the election.

Make sure that you select the state Primary Election, and that you do not enter Unenrolled voters or Green Independent voters (except in part of Portland).  If you also have a municipal election, you must enter the VPH for those voters under that election in CVR.

3. The Import Absentee button will become activated.  Click the Import Absentee button; after doing this, generate a VPH Report and proofread it against your Absentee Voter Report to confirm that all enrolled absentee voters came through on the import (and that no Unenrolled or Green Independent voters did (except in part of Portland).  

Also confirm that the UOCAVA voters who participated in the election came through on the import (if you have UOCAVA voters who participated in the election, this office will provide you with their names).  If some absentee or UOCAVA voters did not come through on the import, and you cannot determine why, contact Division of Elections immediately (before proceeding to enter the regular voters).

4. After confirming that all absentee and UOCAVA voters are in the VPH Report, enter all other voters either by scanning the bar codes from the IVL, or manually entering Voter ID numbers.  NOTE:  ACP voters do not get included in VPH Reports.  If you have one or more ACP voters who participated in the election, your VPH will not match TBC, and you will indicate that on the paper Statement of Completion.

5. After entering the Voter ID #’s or scanning the barcodes, generate a new VPH Report, and proofread – with a 2nd person – the VPH Report against the IVL (and supporting CORs and voter registration applications); this is the only way to confirm that you have captured both the correct number of voters and the same voters who voted as checked off on the IVL.
6. If voters were entered in VPH who should not be there, or voters who should be there were not entered, use Single Voter Participation History to delete or add history for these voters.

7. After corrections have been made, generate another VPH Report, and proofread, with a 2nd person, your corrections.

8. If total number of voters in VPH matches adjusted TBC, and you have entered history for the same voters who voted as checked off on the IVL, then VPH is complete and accurate.
VPH Troubleshooting

We will provide detailed VPH Completion Guidelines and Troubleshooting Techniques in a post-election mailing that will identify reasons why you may have more voters in VPH than you should, or less voters than you should, and possible resolutions. Common mistakes include:
· Use of incorrect dates of registration (dates after Election Day) for new voters, or incorrect dates of change.  If a voter is not in CVR as of the date of the election, or a change relevant to the election has not been entered in CVR as of the date of the election, or (for the Primary Election) an enrollment change has an incorrect date, you will not be able to capture VPH for that voter.

· Scanning barcodes too fast; it is better to go slow and capture all barcodes, than to go fast and have to go back and rescan.

· Not watching the screen while you are scanning barcodes; it is better to watch the screen while scanning, than to discover later that several barcodes were missed or did not populate correctly in the boxes (the scanner will beep whether barcode numbers go in the boxes or not).

· Scanning barcodes above and below the one you are aiming for; create a template out of a 7” x 7” piece of heavy stock paper with an opening in the middle the size of just one barcode (with a little room around it), so that only one barcode is visible to the scanner at a time.

· Not following the proper steps for processing and resolving absentees before entering VPH.

· Not following the proper steps for processing Election Day registrations and changes before entering VPH.


· FAILURE TO PROOFREAD.  If there are discrepancies that you cannot resolve or account for, contact the Division of Elections for assistance.

Certifying that VPH is complete and accurate
We will be following a similar manual process to the one used last spring for reconciling VPH for the past 2 elections.  Although you must certify the completion of updating absentees, entering Election Day registrations and changes, and completing VPH in CVR, this does not show us that the steps have been done accurately or indicate what the discrepancies might be.  The paper Statement of Completion provides a mechanism to identify discrepancies and allows us to help you resolve them.

After the election, we will provide you with the Statement of Completion form and your adjusted TBC figure (if applicable for UOCAVA voters).  The Statement of Completion must be completed and signed by the Municipal Clerk, and submitted to this office by the deadline for completing Voter Participation History, August 17, 2016.

DO NOT submit certification in CVR that VPH has been completed, and submit the paper Statement of Completion, if all discrepancies have not been resolved or you have not discussed them with the Division of Elections.


Department of the Secretary of State





Bureau of Corporations, Elections and Commissions





� EMBED Word.Picture.8  ���





Matthew Dunlap


Secretary of State














Julie L. Flynn


Deputy Secretary of State








101 State House Station, Augusta, Maine 04333-0101

www.Maine.gov/sos/cec; tel. 207-624-7736

_1001494704.doc
[image: image1.png]W//ﬂ.

=

N








