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AVR Law and Processes 

 

Title 21-A M.R.S., Chapter 3, Voter Registration, Subchapter 9, AVR 
 
o When an applicant applies for, renews or updates a driver’s license (DL) or nondriver identification 

card (ID) in-person at the BMV; and  

o When the applicant provides or previously has provided proof of voter eligibility (i.e., age, citizenship 

and residency) to the BMV; and  

o When the applicant does not opt out of the AVR transaction; then 

o The BMV must create a pending voter registration record and transmit it to the municipality (through 

the CVR).  

 

Interpretation of the AVR Law 
 
o Since the voter is registering in person at a BMV location and the applicant’s proof of eligibility is 

documented in the BMV record, the pending voter record (AVR record) that is transmitted to the CVR 

must be accepted by the Registrar and used to update an existing voter record or create a new voter 

record in the CVR. 

o The only decision the Registrar must make is to review the CVR records that appear to match the AVR 

record and select one of the CVR matches (if more than one is presented) to update or create a new 

voter record (if no matches are found). 

o If there are multiple matched CVR records, and the Registrar determines the matched voter records 

are for the same person, the Registrar must review and decide which CVR record to update, and which 

record to designate as a duplicate and send to the State for resolution.     
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Overview of the AVR Process at the BMV and Transfer to the CVR 

 
 
o The applicant completes the DL/ID transaction, providing or updating the information needed for the 

BMV transaction, including proof of age, citizenship and residency (if not already provided). 

o Before the BMV agent asks for payment to conclude the transaction, if the applicant is eligible, the 

applicant will be sent a message on the pin pad at the BMV service window and asked if they want to 

continue with AVR. 

o If the applicant chooses not to continue, the applicant is directed to complete the BMV transaction and 

no AVR record is created. 

o If the applicant chooses to continue, the next screens will display the information that is in the BMV 

record: 

▪ The applicant’s name and date of birth; and 

▪ The physical (residence) address and mailing address of the applicant. 

o Next, the applicant will be presented with screens to collect the additional information needed to 

complete the voter registration transaction, including: 

▪ Whether the applicant has previously been registered to vote, and to provide the location of 

previous registration, if applicable; 

▪ Whether the applicant wishes to make an enrollment choice (with an option to either choose a 

qualified party or to choose unenrolled); 

▪ Whether the applicant recently has had a change of name, and to provide the previous name, if 

applicable; and 

▪ Whether the applicant wishes to provide a telephone number (which is optional information that 

will only be used for election administration). 

o Finally, the applicant must sign their name on the pin pad and click the submit button to save the AVR 

record. 

o At the end of each day, all AVR records submitted will be put in a batch and saved in a shared file that 

is accessible to the CVR application. 
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Overview of the CVR Process 
 

 
o The CVR has a nightly procedure that goes out to the BMV/CVR shared file and picks up the batched 

AVR records from that day’s BMV transaction and brings the records into the CVR. 

o The CVR then runs a search process to compare the municipality name from each AVR record and 

match it to the list of valid municipality names in CVR: 

▪ If the name is matched, it puts the AVR record into that municipality’s Reminder Screen, or 

▪ If the municipality does not match, the AVR record is routed to the State Queue (i.e., the Elections 

Division) for resolution.  The mismatch may occur because the voter is from an unorganized 

township, or because the town name is misspelled, or because the applicant used the name of a 

Village within the municipality rather than the municipality name (e.g., Springvale instead of 

Sanford).  The Elections Division will correct the errors in the record and route it back to the 

municipality’s queue for processing. 

o A separate process creates a PDF image of a voter registration application that is pre-filled with the 

voter information for each AVR record in the municipality’s batch.  This PDF report is sent to the 

municipality’s Inbox in the Messaging module as an attachment to the message.  The PDF report 

should be downloaded and printed, so that there is a paper copy of each voter registration card image 

to place in the voter registration card file.   

o To avoid creating duplicate records in the CVR, the system first searches the CVR database for existing 

voter records that match the AVR record on the following criteria:  

▪ First name, last name, date of birth and DL/ID number (exact match); 

▪ First name or last name, date of birth and DL/ID number; and 

▪ First name, last name and date of birth. 

▪ All searches matching any of these criteria are presented below the AVR record, for review and 

selection by the municipal staff.   

o Once the applicable CVR matched record has been selected, we have simplified the processing of the 

record by: 

▪ Allowing the AVR data to be pre-filled into the CVR record (new or existing voter); 

▪ Locking the fields so the pre-filled data cannot be edited; and  

▪ Enabling the user to click ‘Continue’ on the bottom of the new voter/change existing voter screen, 

then click ‘Accept’ on the next screen, updating the record.    

o Note:  Although the law does not specify a time period when AVR records must be processed, we 

recommend that you check for AVR records and try to process them each day that you are working in 

the office.  After processing the AVR records, you must produce and mail a VRAN (Voter Registration 

Acknowledgement Notice) to every voter to notify them that their application was accepted and 

provide information about their voting place.  
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Printing Voter Registration Card Images (PDF) for AVR Records 

 

  

o To get to the PDF images of AVR records for processing, click (1) ‘Activities’  -> (2) ‘Messaging’  -> and  

       (3) ‘Check Inbox’.  This action will open the ‘Check Inbox’ screen. 

 

  

      

 

 

o In the Inbox, if there are AVR records and images to process, you will see a message with the subject “AVR 

REPORT FOR ‘TOWN’ – ‘DATE’ “.  To open the message, click the select button on the left side of the 

applicable message and click on the ‘Select’ button below the list of messages to open the message.  

 

    

  



7 
 
 

 

o Following is a sample of the AVR Report message.  To obtain the AVR Report, click on the ‘Download 

Office Document’ button below the message body.  

 

    

 

o This action will open a pop-up window on the screen, similar to the one below, asking whether you want 

to Open or Save the document.  Click to open the document (i.e., PDF report) and print it, single-sided.   

 

 

 

o Each page of this report provides an image of the front and back of a voter registration card for an AVR 

voter that is in your Reminders processing queue, with the data from the AVR transaction pre-filled into 

the applicable fields on the card.  This card provides a document that you can refer to while you are 

processing the records in the AVR Reminders queue and provides a paper voter registration record that 

must be saved in the voter registration card file, once you have processed the AVR records from the 

queue.   

o Note: you do not have to cut around the card images to create a 4” by 6” registration card for your card 

file, although you can do that if you wish.   
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Accessing AVR Records in CVR 
(from the Reminders Screen) 

 

o After printing the PDF Voter Card report, go to the Reminders Screen. 
 

o To get to the Reminders Screen from the left-hand menu, click (1) ‘Activities’ -> (2) ‘System’  ->  

 (3) ‘Reminders’  then (4) the ‘Review’ button for the item:  

 “There are <#> AVR Records Imported from BMV to Process.”   
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AVR Records Imported from BMV Screen 

 

 

o The ‘AVR Records Imported from BMV’ screen for your municipality will display.  The records are listed 
in ascending order of the date received into CVR (i.e., the oldest records will be at the top and the 
newest records at the bottom).  Unless you need to skip a record to do more research, always process 
from top to bottom.  That way, if the same voter made changes at the BMV on different days within 
the same week, you will be able to process the records in the order the changes were made. 

 

o AVR records imported from BMV will display a summary of the data from each record, including the 

BMV transaction date (the date the applicant completed the AVR transaction at the BMV), the Date 

Received (the date the file was imported into CVR), the voter’s name, date of birth and current 

residence address. 

 

Return to the Reminders Screen 

o Below the list of imported AVR records, on the left side of the screen, is a link labeled ‘Back to the 

Reminders Screen’.  Click this link if you want to return to the Reminders screen to process other 

reminders such as Vital Records.   

  



10 
 
 

 

Exporting a List of AVR Records (Optional Feature) 

 

 

 

o Below the list of imported AVR records, on the right side of the screen, is a link labeled ‘Export’.  Click 

this if you want to produce an Excel list of the AVR records imported from BMV.  You do not have to 

do this step, since you already should have printed the PDF report of the AVR voter registration card 

images for the records you will be processing.  

    
o If you do want to print the export file, click the ‘Export List’ button to save all the displayed records 

into an Excel file.  A prompt will display at the bottom of the screen to ‘Open’, ‘Save’, or ‘Cancel’. 

 

 
 

o Click ‘Open’ to view the file directly in Excel or ‘Save’ to create a copy on the computer which can be 

saved to a folder, emailed or viewed later.  If you click ‘Open’, the Excel file will look like this: 
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Viewing an Individual AVR Record  

 

 
 

o To view an individual AVR record click the ‘Select’ button for the desired record. 

 
o Once the ‘Select’ button has been clicked, additional information is displayed.  If you see a white 

screen, or the window opens at the bottom of the page such as this, the record is open at the bottom 

of the page.   

  

o Please adjust your page magnification (press and hold the control button while simultaneously moving 

the roller on the computer mouse) until the window appears to the right of the CVR menu: 
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o Every AVR record displays the information imported from BMV on the top of the screen and various 

pushbuttons on the bottom.  If there are any possible matches with existing CVR records they will 

appear just above the pushbuttons: 

 

BMV Information 

 

 

Possible matching 

records of existing voters 

in CVR 

 

Pushbuttons 

  

 

Imported AVR Record Information 

 

o The top portion of the screen displays the information imported from BMV for the AVR record, as 

follows: 

1. The voter’s name 
2. The voter’s current residence address 
3. The voter’s phone number (if provided) 
4. The BMV transaction date (the date the voter submitted the AVR record at BMV) 
5. The voter’s Driver’s License/State ID# 
6. The voter’s current mailing address  
7. The date received (the date the file was imported into CVR – this becomes the Date of Registration) 
8. The last four digits of the Social Security Number (this field will always be blank)  
9. The voter’s address of previous voter registration (if provided) 
10. The voter’s date of birth 
11. The voter’s prior name (if provided) 
12. The voter’s choice of party enrollment 
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Matched CVR Records 
 

o Below the AVR/BMV data for the record you are reviewing, there will be one or more CVR records that 

the system matched to the AVR record, based on a combination of the following data:  Last name, first 

name, date of birth, and/or Driver’s license/ID number.  If the system did not find any matches, there 

will be a statement ‘There are no Matching voters for this record.’  Later in this guide, we will provide 

additional details on processing AVR records when there are no matches, or when there are one or 

more matches returned for an AVR record. 

Pushbuttons (Overview) 
 

 
 

o Below the list of matching records (or the statement that there are no matches), there are several 

pushbuttons that allow you to take certain actions with respect to an AVR record you want to process.  

These are summarized below.  More detail is provided for many of these buttons later in the guide. 

▪ ‘Previous’ takes you back to the previous screen so you can select another record to process. 

▪ ‘New Voter’ allows you to create a new record using the information imported from AVR.  

▪ ‘Change Voter’ allows you to update one of the existing voters matched, using the information 

imported from AVR. 

▪ ‘No Change’ allows you to remove the matched record from the ‘Reminders’ list without making 

any alterations.  ONLY do this if the information in the AVR record is identical to the information 

in the CVR record.    NEVER USE THIS BUTTON IF VOTER IS PREHAVA.   

▪ ‘Inquiry Voter Registration’ allows you to view the existing voter’s full record, including the 

history.  

▪ ‘Route to State Queue’ allows you to forward the record to the State for resolution. 

▪ ‘Add New Match’ allows you to manually search for additional matching voter records in CVR. 

▪ ‘Refresh Matches’ generates a new search for matches in CVR using the most up-to-date 

information in CVR.  Use this button for all AVR records, especially those more than two days old. 

o If you click on any of these pushbuttons, other than ‘Previous’, and you have not selected a record to 
process, the following error message displays: 
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NEW!  Refresh Matches 

 

o Users must click the ‘Refresh Matches’ button for all AVR records.  This is especially important for 
records processed two or more days after the date received.  This button generates an updated CVR 
database search to find matches to records created in CVR between the date the AVR record was received, 
and the date processed.   
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Processing AVR Records 

 

Processing an AVR Record with No Matches Found by the System  
(and No Matches Found after a Manual Search - through the Add New Match Process) 
 
o If no match is found to an existing voter record in CVR the screen will report:  

      ‘There are no Matching Voters for this record.’ 

 

o Although the system did not find a match, users should still conduct a manual search for the voter, to 

ensure a duplicate record is not created.  To start a manual search, click the ‘Add New Match’ button. 

 
 

o A popup window will appear that allows you to ‘Open Voter Search’ or enter an existing voter ID#. 
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o Click the button to ‘Open Voter Search’, which will open the Inquiry Voter Registration screen. 

 

 

 

 

 

o Select Statewide search and conduct the following manual searches using the data provided in the AVR 
record: 
▪ First and Last name; 
▪ First Name and Date of Birth; 
▪ Last Name and Date of Birth; and  
▪ Prior First and Last name (if provided).   
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Creating a New Voter 
 

o If no matching voter record is found after conducting the manual searches, the user will click on the ‘New 
Voter’ pushbutton and create a new voter record using the AVR data.  

 

          
 
o The New Voter Screen will open and automatically pre-fill the fields with the information from the AVR 

record, including the date of registration, voter name, date of birth, party enrollment and residence 
address. 
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o The mailing address, type of registration, Proof of ID, and Proof of Residency will also be prefilled.  The 
pre-filled information will be locked (not editable) to avoid inadvertent changing of the data. Remember, 
the Maine driver’s license/ID already has been validated at the BMV, so the validate BMV button will be 
greyed out only during this initial registration process.  The validate BMV button becomes active again 
after the voter registration is complete so it can be used when processing future changes to the voter’s 
record.  The Voter Status will be pre-filled and locked as well.  The only statuses will be: ‘Active’ for voters 
who are 18 years of age or older, ‘Pre-registration’ for voters who are 16 years of age, or ‘Pending Age’ for 
voters who are 17 years of age.      

 

             
 

o The user will scroll to the bottom of the page and click the ‘Continue’ button. 
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o On the ‘Accept Voter Registration’ screen, the NVRA Source will be prefilled and greyed out and the 

memo field will be prepopulated with the message ‘New from BMV AVR (date)’.  

                                

 
o The user will click the ‘Accept’ button on the bottom left side of the screen, and the registration 

process will be completed.  The system will display the ‘Final Activity’ screen.   
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Identifying AVR Records in CVR 

o AVR records will display the Registration type as AgencyBMV-AVR and all changes will be automatically 

notated in the memo field.   The date displayed in the memo field is the BMV Transaction date. 
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Processing an AVR Record When a Manual Match is Found (through Add New 

Match) 
o If a matching voter record is found during the ‘Add New Match’ search, copy the existing voter ID # 

 and close the search results window by clicking on the ‘X’ in the upper right corner of the window.  

                              

                                     
 

o The system will bring the user back to the Individual AVR record.  The user can paste (or enter) the 

 Voter ID # in the ‘Voter ID’ field in the popup box and click on the ‘Add’ button below it.   

 

 
 

o A message will appear that confirms the match has been added.  Click ‘OK’ to close the message.  
 

 

 

 
o The voter record will then appear on the individual AVR screen and the match criteria field will show 

that it is a ‘Manually Added Match’.      
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Updating an Existing CVR Record 
 
 

o The user will then select the matched voter record and click the ‘Change Voter’ button. 
 

              
 
 

o If the wrong existing voter ID# was entered or if the Maine Drivers License/ID# in the selected existing 

voter record does not match the Maine Driver’s License/ID# in the AVR import record, the following 

message will appear: 
 

                           

 

 

o The user must click ‘Cancel’ to close the message, and take one of three possible actions: 

▪ Re-enter (or copy and paste) the correct voter ID# into the ‘Add New Match’ field as shown on the 

previous page; 

▪ Conduct a new manual search to find an actual matching voter and add it as a match; or 

▪ If no actual match is found, click on the ‘New Voter’ button to create a new voter.   
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o If a correct match is found, the user will select the matched voter record and click on ‘Change Voter’ to 

use the AVR data to update the existing voter registration record.  The existing voter record will open 

to the Change Voter Screen.  The top of the page will display the AVR/BMV information. 

 

                     
 

o The existing voter record and information will appear below the AVR Information. 
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Prefilling Fields for an Existing CVR Record 

 

o After verifying that you have selected the correct record, you must click the ‘Prefill Fields’ button 

to overwrite the existing information in the voter record with the new AVR information.  The data will 

not automatically pre-fill the fields (unlike with a new voter record), to give the user a chance to verify 

they have selected the correct matching record before overwriting the data. 

 

            

 
o Please note:  If the Pre-fill button is not selected and the user clicks ‘Continue’ or attempts to save the 

record without updating the voter information the following message will appear. 

                             

                                               

o The ‘Prefill Fields’ button automatically updates the Voter Information and Party Information fields.  

The Date of Change field is also prefilled. 
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Invalid/Mismatched Street Names 

 
o The Street number, Street name, Municipality, State and Zip code are pre-filled in both the Residence and 

Mailing Address sections.  However, because CVR and BMV do not share the same address formatting, 

apartment/unit numbers of AVR import records will pre-fill in the street name field, or the street ending 

words, such as “street” or “road” are spelled out, rather than using the abbreviations used in the CVR 

street library. 

 

                          

 
o If you try to continue without correcting, CVR will give an error message and will not let you save the 

registration. 
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o To correct this problem, manually enter the Apartment/Unit # in the Apt/Unit No field.  (Note: you 

can’t cut the unit number from the street name field and paste it into the Apt/Unit No field.) 

 

 
 
 

o Then enter the street name or a partial street name in the Street Search Name field and click Search. 

  
 
 

o Next, select the street name from the search results screen. 
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o The street number and zipcode will remain prefilled, and the correct street name without the apt/unit 

number will appear in the street name field. 

 

 

NEW! Invalid/Mismatched Mailing Address 

 
o When you click the ‘Prefill Fields’ button the Mailing Address section will automatically populate.  

However, because CVR and BMV do not share the same address formatting, PO Boxes will display with the 

‘P’ or ‘P.O.’ in the Street No. field.  The Street No. field may also prepopulate with address suffixes or 

other punctuation (CVR will only allow numbers in the Street No. field). 

Note:  Do not use punctuation in CVR.   For example, ‘PO Box’ should not be ‘P.O. Box’. 

 

 

o To correct this problem, uncheck the Domestic/UOCAVA (US) Address and then manually enter the 

mailing address into the Street Name/PO Box, Mailing City, Mailing State, and Zipcode fields.   

(Note:  you can’t cut the information from the Street No. field and paste it into the Street Name/PO Box 

field.)   
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Type of Registration 
 

o Just as with the New Voter Record, the Type of Registration is prefilled as ‘AgencyBMV-AVR’ and is 

greyed out. 

 

 

Proof of ID 

o Proof of ID is greyed out and the Maine Driver’s License/State ID# is prefilled.  The validate BMV 

button will be greyed out only during this initial registration process.   

 

 

Proof of Residency 

o Proof of Residency is prefilled with Maine Driver’s License or State ID and is greyed out. 

            

 

Voter Status 

o The Voter Status is prefilled as Active and greyed out. 
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o To complete the update of the voter record, click the ‘Continue’ button at bottom of page, to be taken 

to the ‘Accept Voter Registration’ screen.  On the Accept screen, the Reason and the NVRA Source will 

be prefilled and greyed out.  The memo field will be pre-populated with the message ‘Updated from 

BMV AVR (change date)’.   

 

                               

 
o The user will then click ‘Accept’ at the bottom of the Accept Voter Registration screen, and the 

registration is complete.  
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o The user will be taken to the ‘Final Activity’ screen, where the user can print a bar code or mailing 

label or return to the AVR dashboard.    

              

 

 

 

Processing an AVR Record with an Exact Match in CVR 
 

o When an exact match is found in CVR for an AVR Imported Record, the match will display underneath 

the AVR information and the ‘New Voter’ pushbutton will be greyed out.  The match criteria will be 

listed in the far-right field of the matched record.  An exact match is one that matches on the First and 

Last Name, Date of Birth and the DL/ID# for both the AVR record and the CVR matched record. 
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o Because a single, exact match has been found to an existing record in CVR there is no need to do a 

manual statewide search. The user will click the Select radio button to the left of the matched record 

and click the ‘Change Voter’ pushbutton to open the existing voter record, and update the record as 

previously described. 

                 

 

Updating Existing Records that are Designated as PREHAVA (as Type of New 

Registration) 

                   

o When updating an existing record in which the ‘Type of New Registration’ is ‘PREHAVA’ (meaning that the 

record existed prior to 2007 when each municipality’s voting records were converted into the CVR), the 

existing designation of ‘Other Official Documentation’ in the ‘Proof of ID Provided’ field is replaced with 

‘Maine Driver’s License/State ID’.  The Maine Driver’s License/State ID number is prefilled and the 

Validate BMV button is greyed out.   

                                            

 

o If the only change to an existing voter record who is PRE-HAVA is the Maine Driver’s License/Maine 
State ID # do not click the ‘No Change’ Pushbutton.   Processing the AVR request as a ‘Change Voter’ 
for PRE-HAVA voters ensures that a Maine Driver’s License/Maine State ID# is entered into the ID field 
of the voter record. 
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Processing an AVR Record with Multiple Matches in CVR 
 
 

o When AVR Records return Multiple Matches, each record must be carefully examined to determine 

which record should be selected or if the records are duplicates and should be Routed to the State 

Queue. 

 

 
 

 

o The Match Criteria for each record will be displayed in the far-right column. 

                        
 

 

o Select each record, one at a time, then select the ‘Inquiry Voter Registration’ pushbutton. 

 
 

 

 

o The View Voter screen for the selected voter record will display.  You can review the record, including 

the associated history records and click the ‘X’ in the upper right corner to close the record and select 

the other matched record to inquiry and view.    
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o View each record to compare the information in the existing CVR record to the information in the AVR 

record to determine which CVR record to select or to determine if the existing records are possible 

duplicates. 

 
Matched Record #1 Matched Record #2 

  

 

o Note that the Driver’s License/State ID# from Matched Record #1 is the same as the AVR Record.  

Matched Record #2 is not a match, because the Driver’s License/State ID# does not match the one in the 

AVR record.  

  

 

 
o Close out of the Voter Inquiry search by clicking on the ‘X’ in the upper right corner of the window and 

return to the AVR individual record.  

o If the matches are not duplicate records, then select the correct voter record by clicking the radio button 

to the left of the record and then clicking the ‘Change Voter’ pushbutton.  Then follow the steps 

previously described to update an existing voter record.  The non-matched CVR record will be removed 

when the matching CVR record is updated with the AVR data.   
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o If any of the existing matched records are possible duplicates, click on the radio button to the left of the 

duplicate record then click on the ‘Route to State Queue’ pushbutton.  This functionality is described in 

more detail in the following section.  

 

Routing AVR Records to the State Queue 
      

o If you have any questions or encounter difficulties when processing an AVR record, please contact the 

Elections Division for assistance prior to routing a record to the State Queue.   

o AVR imported records may need to be routed to the State Queue for a several reasons: 

o There are possible duplicate records; 

o The AVR record initially was routed to the wrong municipality; 

o The voter is over 100 years old; 

o There are errors in the address or in other fields that will not allow the user to save the record.   

o However, if you determine the record meets one of the previous reasons, or the Elections Division has 

advised you to route the record to the State Queue, then select the record to be routed, and click on the 

‘Route to State Queue’ button. 

                     

 
o A popup box will appear.  
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o Please Note: If you accidently selected the ‘Route to State Queue’ button, click cancel. 
 

 
 

o To Send the AVR record to the State Queue, select the dropdown menu. 
 

 
 

o In the dropdown menu, the user must select the reason for transferring the record to the State Queue: 

o Duplicate Record - select if more than one match is returned and there may be duplicate records; 

o Incomplete Record - use for records with other problems or errors; or 

o Invalid Municipality - use when the record has been sent to you in error (for villages, townships). 

 
o After the appropriate reason has been selected, click ‘OK’.   
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o A confirmation message will display stating that the action has been successful.  Click ‘OK’ on the 

confirmation message to be brought back to the list of AVR records. 

 

 
 
 

Designating AVR Records as ‘No Change’ 
 
o There is only one situation where you would designate an AVR record as ‘No Change’.  That is when 

you have a matched CVR record where none of the information in the AVR record is different from the 

existing CVR record.  Please review both records carefully, to make sure there is no party change or 

additional name or address information being updated in the AVR record.  

o Reminder:  NEVER Click ‘No Change’ for PRE-HAVA voters.  ONLY click ‘No Change’ if the information 

in the AVR record is identical to the information in the CVR record for every field.   

 
 

 
 
 
 
 

Contact the Elections Division  
  
 When processing, if issues or questions arise, we ask you to stop processing that record and call the 
 Elections Division for help: 

▪ Call 1-207-624-7650 or toll free at 1-888-868-3763 (1-888-VOTESME) to speak directly with staff; 

▪ Call the CVR Help Desk toll free at 1-877-428-2457 (1-877-HAVAHLP) to leave a message. 

 


