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Prepared by the Secretary of State – July 21, 2016

Goals and Deadline

· The total number of voters designated as having voted in the VPH Report should equal your municipality’s Total Ballots Cast (TBC), adjusted by our office for UOCAVA voters, where applicable.

· The voters who voted, as indicated by checkmarks on your Incoming Voting List (IVL), must be the same voters credited with the voter history.  Coming out with “correct numbers” does not guarantee that your VPH is accurate.

· Every voter is entitled to have complete, accurate voter history captured in CVR.  Individual voters may request a report containing voter records and voting history, which must be available upon request and free of charge.

· The Secretary of State relies on accurate VPH for statewide maintenance, reporting, analytical and planning purposes. Individuals and entities eligible to receive voter data from Maine’s CVR rely on accurate data as well.
  
· The deadline for completing VPH for the Primary Election is August 17, 2016.  The VPH deadline after each election is necessary so that other post-election CVR functions may be completed by the State, or so that data may be extracted by the State for such uses as federal reporting.  These functions and reports are now completed by the State in place of manual reporting by municipalities.

Responsibilities and Procedures

· Processing VPH is the Municipal Clerk’s responsibility by statute (Title 21-A §721).  While the task of completing VPH may be delegated to a Deputy Clerk or a Registrar, the Municipal Clerk is ultimately responsible for its completion.  Any necessary follow up regarding VPH will be made to Municipal Clerks, who are expected to manage resolution of any discrepancies or untimely completion.

· Before VPH is entered, all absentee ballot records must be updated (accepted or rejected).

· Before VPH is entered, all Election Day registrations and changes must be entered in CVR with correct dates (otherwise you will not capture all voters in VPH).  See enclosed  “Applying Correct Registration Dates in CVR” chart. 

HINT:  After entry is done, run a Change Detail Report to confirm that you have entered all registrations and changes, and to confirm that dates are correct.




· Unenrolled voters, or Green Independent voters except in part of Portland, must not be included in the state’s Primary Election VPH.  If they appear in your VPH report, they must be removed, or there needs to be a date correction (contact the Division of Elections for date corrections – do not attempt to correct them yourself).

· Instructions for completing VPH are detailed in Chapter 7 of the CVR Guide, and reminders are provided to Municipal Clerks in a detailed mailing prior to each election.

· Select “Multiple Voter Participation History” so that you can import absentee ballots.  This will bring absentee voters whose ballots were accepted into your VPH Report so you do not have to manually enter or scan barcodes for them.  
HINT:  After the import is done, run a VPH Report and proofread it against your final Absentee Voter List to make sure all absentee voters came through with the import.





· VPH is then completed by scanning the bar codes from the IVL, or manually entering the Voter ID numbers of the voters checked off on the IVL.  No other method for completing voter participation history is authorized.  After entry of VPH is done, in order to verify that the entries are correct, a VPH Report must be generated in CVR, and proofread against the IVL and Certificates of Registration.  This is the only way to verify the accuracy of VPH.  

· Make any necessary corrections, and print/proof another VPH Report against the first VPH Report.  If the total number of voters in VPH matches TBC or 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.  Print a final VPH Report for your records, certify in CVR that VPH has been accurately completed (Municipal Election Certification), and submit the paper Statement of Completion to the Division of Elections.

· If you have discrepancies you cannot resolve, or dates that must be corrected, contact the Division of Elections.

Troubleshooting Techniques on reverse
Voter Participation History Troubleshooting Techniques – Primary Election

	Issue
	Reason
	Resolution

	Unenrolled voters in VPH Report
	Voters requested to withdraw enrollment after voting; 6/14/16 was entered in CVR for the date of withdrawal
	Withdrawal of enrollment should have been 6/15/16.  Contact Division of Elections for correction.

	Unenrolled or Green Independent voters in VPH Report
	Voters scanned/entered in VPH in error.
	Use Single Voter Participation to remove VPH history for the voters.

	More voters in VPH than TBC
	Scanner picked up barcodes of non-voters.
	Identify voters by proofing VPH Report against IVL, then use Single VPH process to remove voters who should not have VPH.

	More voters in VPH than TBC
	VPH for voters who have moved to new municipality showing up on your VPH Report because new municipality used incorrect change date.
	Identify voters by proofing VPH Report against IVL, then notify Division of Elections.  Voter(s) will have to be removed from your VPH by our office.

	More voters in VPH than TBC  
	Election clerks checked off names by mistake (only a valid reason after proofing).
	Provide enhanced training to Election Clerks; TBC cannot be adjusted.

	Fewer voters in VPH than TBC
	Scanner missed barcodes or numbers did not insert properly using Multiple Voter Participation.
	Identify voters by proofing VPH Report against IVL, then use Single or Multiple VPH to add.  Always keep an eye on the boxes as you are scanning to make sure numbers are inserting properly.

	Fewer voters in VPH than TBC
	VPH not entered for voters who registered on election day.
	If voters have not been entered in CVR, enter them (be sure to use Election Day as the date of new registration or change).  Then scan history for these voters.

	Fewer voters in VPH than TBC
	Possible absentee voter(s) not included in Absentee Upload.
	Enter absentee ballot request/return in CVR.  Add the history for voter(s) using Single VPH.

	Fewer voters in VPH than TBC
	VPH for voters who have moved from a different municipality not showing up on VPH Report because incorrect change date was used.
	Identify voters by proofing VPH Report against IVL, then notify Division of Elections.  Registration/change date will be corrected and VPH removed from previous municipality by our office, and VPH will have to be re-entered in your municipality.

	Fewer voters in VPH than TBC
	VPH for voters with new registrations not showing up on VPH Report because incorrect registration date was used (used a date after election).
	Identify voters by proofing VPH Report against IVL, then notify Division of Elections.  Registration date will be corrected by our office, and VPH will have to be entered.

	Fewer voters in VPH than TBC
	Municipality had ACP voters.  
	ACP voters do not appear in VPH printed report or disk file.  No other steps to take; report reason for discrepancy on Statement of Completion.

	Fewer voters in VPH than TBC
	Election clerks failed to check off names (only a valid reason after proofing).
	Provide enhanced training to Election Clerks; TBC cannot be adjusted.

	Scanner beeping but numbers are not inserting
	Not using Internet Explorer (IE) as the browser for CVR.
	Use IE 7, 8, 9, or 11; get required security settings from Elections Division.

	Scanner beeping but numbers are not inserting, using IE
	If using a HAVA hand scanner, it has probably stopped functioning.
	Replace hand scanner; no particular make or model.

	(Note:  You can test the hand scanner by opening a Word document and scanning the bar code from a product, such as a bottle of water.  If the bar code shows up in the Word document, then the scanner is working, and you have a problem with it working with CVR.)
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