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Contacts

Elections Division SOS.Elections@vermont.gov (802) 828-2363 https://sos.vermont.gov/elections/ 

Democracy Live Juliet@democracylive.com (603) 800-6889 https://democracylive.com/ 

LHS Associates VT@lhsassociates.com (888) 547-8683 https://www.lhsassociates.com/ 

VLCT info@vlct.org (802) 229-9111 https://www.vlct.org/about-vlct 

VMCTA http://www.vmcta.org/ 
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Tools/Resources

Rosie.Casciero@vermont.gov

https://sos.vermont.gov/elections/

https://sos.vermont.gov/elections/ele

ctions-calendar

https://outside.vermont.gov/dept/sos

/Elections_Division/town_clerks_loc

al_elections/election_procedure/ver

mont_election_procedures.pdf

https://sos.vermont.gov/elections/to

wn-clerks/election-supplies/

https://legislature.vermont.gov/statut

es/title/17

https://www.vlct.org/about-vlct

https://www.vlct.org/login?destinatio

n=/handbook/TownClerks%3Fcheck

_logged_in%3D1

https://legislature.vermont.gov/statut

es/title/24APPENDIX

https://vmcta.starchapter.com/Mento

rs

VT Election Division 

Emails & Bulletins 
Rosie.Casciero@vermont.gov

VT Election Division

Website

https://sos.vermont.gov/elections/ 

VT Election Division

Calendar

https://sos.vermont.gov/elections/ele
ctions-calendar 

VT Election Division

Election Procedures

https://outside.vermont.gov/dept/sos
/Elections_Division/town_clerks_loc
al_elections/election_procedure/ver

mont_election_procedures.pdf

VT Election Division

Tabulator Guide

https://sos.vermont.gov/elections/to
wn-clerks/election-supplies/ 

VT Election Laws

Title 17

https://legislature.vermont.gov/statut
es/title/17 

VLCT

Website

https://www.vlct.org/about-vlct 

VLCT

Clerk Handbook

https://www.vlct.org/login?destinatio
n=/handbook/TownClerks%3Fcheck

_logged_in%3D1 

Local Charter

(if applicable)

https://legislature.vermont.gov/statut
es/title/24APPENDIX 

VMCTA

Mentors

https://vmcta.starchapter.com/Mento
rs 
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Vermont Voter Portal

When logged in, you can view your:

• Voter registration status

• Absentee ballot requests

• Voter participation history

• Polling place information

• Municipal clerk information

• Elected officials listing

• Sample ballots

• Personalized Voter Guide

The Vermont Voter Portal is the primary online resource for all unique election information. 

https://vote.vermont.gov/public/dashboard


New England Election 
Official Association 
(NEEOA)

A new regional association is forming to bring together 
local and state election officials from all six New England 
states.

The goal is to create a relaxed venue where election officials 
from across the region can collaborate, discuss common 
issues or trends, share solutions, showcase election 
work, and generate a unified regional voice when engaging 
nationally at conferences and convenings.

First Meeting is Wednesday, May 6 at 3:00 PM on Zoom

Questions:

Tracy Borst

tborst@thetfordvt.gov 

Sara Haskins

shaskins@morristownvt.gov

Sean Sheehan

sean.sheehan@vermont.gov 

Joan Bautista

jbautista@bipartisanpolicy.org

mailto:tborst@thetfordvt.gov
mailto:shaskins@morristownvt.gov
mailto:sean.sheehan@vermont.gov
mailto:jbautista@bipartisanpolicy.org


2026 Election Dates

Annual Town Meeting (Traditional Date) – March 3, 2026*

*(your municipality may vote to change this date)

Primary - August 11, 2026

General Election – November 3, 2026



Floor Meetings

• Traditionally used for local annual or special meetings

• Decisions are typically made by voice vote, a paper ballot can be 
requested

• Discussion of items on the warning is permitted during the meeting

• Candidates are allowed to introduce themselves and quickly state 
why they are running 

• Paper ballots

• Script 

• Minutes

• Work with moderator- great VLCT training

• Student involvement

(exhibit 1a)

(exhibit 1b)

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/1a.pdf
https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/1b.pdf


Australian Ballot

If approved by your town, it is used for local annual or special 
meetings.

Paper ballot voting in private

Can use a tabulator or hand count the results

Requires informational meeting up to 30 days before. 

(law changed in 2025)

Must enter voter participation into VEMS within 60 days after 
election day.



Election 
Administrators’ 

Roles
• Municipal Clerk

• Board of Civil Authority (BCA)

• Presiding Officer

• Election Officials

• Representative District Clerks



Municipal Clerk 

The Town Clerk is the key player in the preparation for and the 
administration of elections. 

Duties include:

• Maintaining voter information on the statewide checklist 

• Posting all required notices and warnings 

• Processing absentee ballots 

• Serving as the presiding officer at the polling place 

• Preparing and submitting election results 



Board of Civil Authority (BCA)

Oversees the conduct of elections within the municipality.

The BCA is composed of:

• Town Clerk

• Selectboard/Council/Aldermen

• Justices of the Peace 

• Others if in local charter

Duties:

• Establishing policy 

• Making decisions regarding voter registration, 
challenging & purging voters

• Determining polling places and hours 

• Deliver absentee ballots to the ill and disabled

• Serving as the main election officials at the 
polling place



Presiding Officer

The chief election official at each polling place 

The Municipal Clerk serves as presiding officer unless: 

• The town has voted otherwise 

• The clerk is unavailable 

• There is more than one polling place 

If the clerk is unavailable or multiple polling places exist: 

• The BCA appoints a registered voter as presiding 
officer 

Must attend one Secretary of State election workshop 
every 2 years (required by law) 

The BCA must also appoint an alternate presiding officer 

Sample Motion

“I move to appoint [Name] as presiding officer in the event the Town Clerk is unable to preside over the 2026 

[Municipality] election.”



Election Officials
The Clerk (with BCA approval) may appoint 
additional registered voters as needed, they 
must be registered town voters.

Assistant town clerks may serve, even if they are 
not town residents.

16–17-year-olds may serve as assistant election 
officials under direct adult supervision

All appointed election officials must be sworn in 
before performing their duties.

• No person who is a candidate for an office in a 
contested race whose name is printed on the 
ballot may serve as an election official for that 
election EXCEPT if the person is a candidate for:

• Justice of the Peace

• Town Clerk

• Treasurer

• Moderator

• As directed in charters 

• Immediate family members of candidates can not 
serve as election officials.

(exhibit 2)

Sample Motion: “I move to appoint all (municipality) registered 

voters designated by the Town Clerk to be election officials for 

2026.”

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/2.pdf


Representative District Clerks
• A Town Clerk assigned additional responsibilities for elections of the 

150 State Representatives 

• The Town Clerk from the largest population town in each district 
serves in this role 

Key Responsibilities

• Accept primary petitions and Consent of Candidate forms for major 
party State Representative candidates 

• (Independent and minor party candidates file with the Secretary of 
State) 

• Enter candidate information into VEMS 

• Requires valid petitions (50 signatures) and a consent form 

• Chair the canvassing committee after primary and general 
elections  to tabulate district-wide results 

• Issue Certificates of Election to winning candidates 

• Upload signed canvass reports (official results) to VEMS 

Representative District Clerk Listing:
https://outside.vermont.gov/dept/sos/Elections_Division/election_info_r
esources/parties/house_senate_districts/2022_house_redistricting

https://outside.vermont.gov/dept/sos/Elections_Division/election_info_resources/parties/house_senate_districts/2022_house_redistricting
https://outside.vermont.gov/dept/sos/Elections_Division/election_info_resources/parties/house_senate_districts/2022_house_redistricting


Clerk 
Responsibilities

• Vermont Election Management System (VEMS)

• Election forms

• Registering Voters

• Challenging Voters

• Purging Voters

• Biennial Purge



Vermont Election 
Management System 
(VEMS)

Need a yubi security key to log on

Use this system to:

• Manage the voter checklist
• Register voters
• Challenge voter
• Purge voters

• Create elections

• Maintain town election data

• Track absentee ballots

• Track voter participation

• Election Reporting

Log onto your dashboard “reminders” daily to check on tasks.



Election Forms

VEMS Document types:

• Absentee Ballots

• First Time Login

• Form Letters

• Policies & Procedures

• Posters & Signs

• Training Videos 

• User Guides

Elections will also hold specific topic trainings for 5 people or more!

2026 Elections Procedures guide has many forms to use in the appendix.



Registering Voters
• Paper applications

• Online: Vermont Voter Portal

Must add names to checklist within 3 days of receiving applications

Vermont allows for election day voter registration.

17 year-olds who will be 18 by the General Election may vote in the 
Presidential Primary but they CANNOT vote in the local elections.

Military (in the U.S. or abroad) or US citizen's living abroad 

First time registrants in Vermont must take the voter’s oath. 

The oath may be self-administered, and individuals must be at least 18 
years old.

https://vote.vermont.gov/public/dashboard


Challenging Voters

• Voters may not be challenged within 90 days of an election

• Print and send a challenge letter from VEMS; include a return 
letter or postcard

• Postage-paid return envelope is required

Ways to Challenge:

• Property Transfer Returns 

• Returned Mailings 

You may not purge a voter because mail was returned 
undeliverable – this should prompt a challenge letter 

• Official and Unofficial Public Records and Documents  

Newspaper articles, word-of-mouth notification from another 
town resident, telephone or street directories

• Telephone or door-to-door canvassing                                        
May be conducted by BCA members to contact voters 
directly



Purging (Removing)

Ways the Town Clerk may purge a voter without 
BCA approval: 

• Death

• Verified by a death certificate, obituary, 
public announcement, or a letter from 
family a member

• Voter returns a response to challenge letter 

• Voter registers in another state 

• Written authorization from voter 

• Response submitted through the Vermont 
Voter Portal



Biennial Purge

Vermont law requires the BCA to review the 
checklist “name-by-name” and send challenge 
letters to any voters the board believes may 
have moved out of town. 

You cannot do it within the 90 days preceding 
an election. 

 Must be completed by September 15 of each 
odd numbered year



Pre-Election Day Duties
• Pre-Election Task Checklist

• Timeline

• General Election Candidate Filing Dates 2026

• Local Petitions

• Setting up Elections in VEMS

• Australian Ballots

• Absentee Ballots

• Defective Ballots

• Curing Defective Ballots

• Transferring Ballots

• Tabulators

• Accessibility Machine

• Checklists

• Polling Place Set Up

• Supplies

• Packing List

• Mobile Polling Place



Pre- Election Task 
Checklist



Timeline

Create a timeline of events: 

• Use SOS or VLCT calendars

• Timelines differ for local vs federal
• Local ballots 20 days prior
• State/Federal ballots 45 days prior

• BCA sets location 30 days prior and opening 
times (5 -10 am)

• Posting warnings and checklist 30 days prior

• 3 days before send BCA list of checklist 
changes

• Set office hours
• close Monday before?  
• close day after?

Create a timeline of events so you don’t miss any statutory deadlines! 

(exhibit 3a)

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/3a.pdf


General Election Candidate 
Filing Dates 2026



Candidates

• Must submit a consent of candidate form

• Name as want it to be printed on the ballot

• Town of residence and & mailing address

• Petition with 30 signatures or 1% of registered 
voters whichever is less. 

• Must be turned in no later than 5:00PM on the 
6th Monday preceding the election

Articles: Annual Meeting

• Petition containing signatures 
5% of registered voters

• Must be turned in no later than 
47 days before Town Meeting

Articles: Special Meetings

• Petition containing signatures 
5% of registered voters

• May be turned in at anytime

• Special Meeting warned within 
60 days

Local Petitions
There are no limitations on the number of petitions that a single voter may sign.



Setting up Elections in 
VEMS
It is crucial that Elections be created in VEMS before Election Day—

otherwise, participation data cannot be entered.



Australian Ballots

State and Federal Elections- ballots provided by the 
Secretary of state

Local Elections- must be created and/or purchased 
by the Town

Justice of the Peace- can be added to the back of 
the General Election ballot



Absentee Ballots

Five ways to vote by absentee ballot

1. Vote In Town Clerk’s Office

2. Take From In Town Clerk’s Office

3. Mail

4. Electronic or Fax - (overseas, military, ill, 

injured, disabled or safe at home)

5. Home Delivery – ill or disabled

Deadlines:

Voter must request absentee ballot no later 

than 5 p.m. or the closing of the Town 

Clerk's office on the day before the election. 

Military and overseas: 45 days prior 

must open office to send out ballots

Local Elections: 20 days prior

Any voter, family member, health care provider, or authorized person can request 

an absentee ballot in Vermont without any reason. 

New in 2026!

Safe at Home address confidentiality program participants may 

now receive ballots electronically. 

The Elections Division processes voter registrations, changes 

to voter records, and enters absentee ballot requests for Safe at 

Home voters.

 

They appear on your checklist as “Voter #XXX Blind Ballot”.  



Absentee Ballots

What to Include: 

• An outer mailing envelope for the voter to use 
to return the ballot(s)

• An inside certificate envelope for the voted 
ballot (there are unique certificate envelopes 
for each election)

• Ballot(s)

• An “unvoted ballot” envelope (August Primary 
Election only). 

• You may include instructions

August Primary: 

Provide voters with all major party ballots for the 
August Primary Election. They then select one to 
vote and return the other 2 unvoted ballots. 

Presidential Primary: 

The voter must request which ballot they would 
like to vote. You then provide only that party’s 
ballot to them. 

(exhibit 3b)

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/3b.pdf


BCA may vote to:
• Early processing ballots (30 days before)  - 17 V.S.A. § 2546
• Early use of tabulator in Town Clerks office - 17 V.S.A. § 2546a
• Use a secure ballot drop box for the return of voted ballots - 17 V.S.A. § 2543a

Selectboards may vote to:
• Mail all active voters their town ballots - 17 V.S.A. § 2680

School Boards may vote to:
• Mail all active voters their school ballots, after receiving the approval of the 

legislative body of each member town in the district - 17 V.S.A. § 2680

Secretary of State’s Office:
• Mails all active voters their general election ballots - 17 V.S.A. § 2537ª

Absentee Ballots

https://legislature.vermont.gov/statutes/section/17/051/02546a
https://legislature.vermont.gov/statutes/section/17/051/02546a
https://legislature.vermont.gov/statutes/section/17/051/02546a
https://legislature.vermont.gov/statutes/section/17/051/02546a
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https://legislature.vermont.gov/statutes/section/17/055/02680
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https://legislature.vermont.gov/statutes/section/17/051/02537a
https://legislature.vermont.gov/statutes/section/17/051/02537a
https://legislature.vermont.gov/statutes/section/17/051/02537a


Defective Ballots

If a ballot is defective:

• Mark the ballot as “Defective” in VEMS

• Complete the “Reason for  Defective 

Ballot” form

• Staple the form to the unopened 

certificate envelope 

• Place the packet in a “Defective Ballot” 

envelope

• Complete the Defective Ballot envelope 

form

After the polls close, add the number of 

defective ballots to the total number of 

ballots counted.

Within 3 days of receiving ballot open the mailing envelope and determine 

whether a ballot return is defective.



Curing Defective Ballots

Vermont law allows voters the opportunity to correct a ballot if it 
is deemed defective.

No later than the next business day after the ballot is deemed 
defective, you must notify the voter of their defective ballot. 

You can notify the voter by:

• Mail

• Phone

• Email

There are two categories of defective ballots:

• Ballots that require a signature to be cured 

• Ballots that require additional information 

The Secretary of State has created two distinct postcards for 
these categories, each with instructions for how the voter can 
correct the error.



Transferring Ballots

Unreadable ballots may be transferred onto a new ballot. 

Two election officials of different parties are required 

Original ballot: 

• Attach a signed “Transfer” sticker 

• Place in the “Replaced Ballots” envelope 

New ballot: 

• Process through the tabulator

(exhibit 4)

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/4.pdf


Tabulators – 
LHS Associates

• BCA vote to use 60 days prior

• Must complete the chain of 

custody

• Must do logic and accuracy 

test (test deck) 10 days before

• 1,000 voters or more must use 

for General Election

• BCA may vote to not use an 

exit checklist

(exhibit 5)

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/5.pdf


Accessibility Machine – 
Democracy Live

• It is mandatory to set up this machine for 
every state and federal election

• Anyone can choose to use it

• Testing accessibility machine



Checklists

Can print different ones from VEMS

• Bar codes

• Floor vote columns

• Breakdown by letter

Can download to excel or access to create own

• When having more than one election at a time

During the 30 days prior to any election, the 
Town Clerk must provide a free copy of the 
checklist to the chair of each political party in 
town. 

The checklist is a public record and must be 
made available to other upon request for the 
actual cost of copying.

The checklist must include the name and 
address of each voter.

(exhibit 6)

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/6.pdf


Polling Place Set Up

• Accessible access
• Hang signs directing traffic 
• Hang policies
• Designated handicap parking spot
• Do night before
• Get BCA or staff help



Supplies

• Envelopes

• Local need to purchase

• State & federal provided by SOS

• Stickers & lollipops

• Ballot bags

• Name tags

• Erasable pens

• Signs

• Buttons - BCA workers

• Selfie stand

• Email Dan Brown for SOS supplies 

Dan.Brown@vermont.gov



Packing List

Can be distributed the day before the election if 
the polling place will be locked overnight:

❑ Voting booths 

❑ Ballot bags 

❑ Seals for ballot bags

❑ Ballot bag content lists

❑ Black felt-tip pens for marking ballots 

❑ Ball point pens (affidavits)

❑ Rulers for entrance checklist 

❑ Manila envelope for defective ballots

❑ Manila envelope for replaced ballots

❑ Accessible voting system equipment & table

❑ Elections Guide binder 

❑ Summary and tally sheets

Must be secured and delivered on Election 
morning:

❑ Tabulator in case with ballot test decks

❑ Tabulator Guide

❑ Boxes of ballots 

❑ Entrance checklist 

❑ Exit checklist if used 

❑ List of absentee voters 

❑ Voted absentee ballots—in secure containers with 
notation of whether voters have been checked off 
Entrance Checklist



Mobile Polling Place

Inform Election Division:

• Location

• Date

• Time

• Who will run it

Must have two Justices of the Peace 
(one from each party)



Election Day Duties

• Election Day Roles

• Poll watchers

• Campaigning

• Replacement Ballots



Election Day Roles

Create a schedule for your workers: 

• Greeter

• Checklist Officials

• Ballot Clerk

• Tabulator

• Unused Ballot Clerk (August Primary)

• Absentee Ballots

• End of Night Counters

(exhibit 7b)

Create detailed instructions for each role!

Check out Morristown’s Examples

Free icons to use!

https://drive.google.com/drive/u/0/folders/15Xryv5_oAyWKY6jK34OTUP

BIm5HoMTz7

(exhibit 7a)

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/7b.pdf
https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/7a.pdf


Poll watchers
(“Challenges” in 17 V.S.A. §2564)

Representatives of political parties, candidates and political committees have a right to have 

no more than 2 representatives for each voting district present and observing voters at the 

entrance checklist.

Create and post a policy of rules:

• no cell phones in the polling place

• no talking that interrupts the work of 

the election officials
• Set out chairs or mark with tape where the poll 

watchers can be to observe. 

• They have a right to hear the name of each voter 

restated by the entrance checklist election official.

• They do not have the right to set up their own 

tables and require voters to stop and give them 

their names. 

(exhibit 8)

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/8.pdf


Campaigning
Campaigning is a First Amendment right that cannot be 
unreasonably restricted. 

Campaigning for candidates or questions on the ballot must 
take place outside.

Voters must be able to access and exit the building unimpeded 
by anyone campaigning – the walkways must be kept clear.

If a car is legally parked outside a polling place, and happens 
to contain a political sign, the presiding officer cannot order the 
car to be moved. 

Voters may bring into the polling location: 

• a small paper to remind them how to vote

• a sticker to affix it to the ballot to vote for a write-in 
candidate

Create a polling place policy and post it prominently within the 
polling place.  The Elections Division can review this, if 
requested. 

No campaigning or campaign material may be 
inside the building.  

• no campaign literature

• no stickers

• no buttons

• no name stamps

• no information on candidates

• no political materials of any kind

If the voter refuses to remove their item(s), do 
not prohibit them from voting. Ensure that the 
voter casts their ballot as quickly as possible 
and leaves the polling place with the item(s). 

(exhibit 9)

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/9.pdf


Replacement Ballots

A voter who makes an error may be issued up to two additional 
replacement ballots.

The voter must return the ballot they wish to replace each time

Replaced ballots must be marked “Replaced- Voter Given 
Another Ballot” 

Place all replacement ballots in the envelope labeled 
“Replaced Ballots Envelope – Do Not Count”.



Post-Election Day Duties
• Closing the polls

• Reconciling the checklist

• Voter intent

• State & Federal Write-in Candidates

• Reports

• Tally Sheets

• Summary Sheets

• Election Night Reporting

• Official Return of Votes (ORV)

• Sample Local Election Results

• Ballot Bags

• Canvassing Committee

• Oaths/Certificate of Election

• Retention Schedule



Closing the Polls

● Polling places in every town in 
Vermont must close at 7:00 p.m.

● It is the duty of the presiding officer to 
announce that the polls are closed. 

● If there are voters still waiting to be 
checked in or to vote, they must be 
given the opportunity to complete the 
voting process, but no one arriving 
after the poll closing announcement 
can be allowed to vote at that 
election. 



Reconciling the Checklist
Ballot Counting Procedures

Members of the public must be allowed to observe the 
counting process 

Checklists should be reviewed, and the number of voters 
checked off should be tallied on the entrance checklist and 
exit checklist (if used) 

Note: Totals may not match if there are defective ballots 

Presiding Officer Responsibilities:

Oversee the opening of the ballot box 

Oversee the review of ballots to determine voter intent 

Counting Process (Ballots with Voter Intent):

Divide ballots into batches of 25 or 50 

Complete a tally sheet for each batch



Voter Intent

OVERVOTE (spoiled) - Count all these as overvote

• The voter voted for 2 candidates in a  "Vote for not 
more than 1" race

BCA VOTE (majority present vote)

• The voter made two marks and may have tried to 
erase one of the marks or may have just smudged 
a mark. If the pair is uncertain, all of the election 
officials present decide.

COUNT- Count all these for the candidate or yes/no

• The voter circled the candidate’s name or circled 
yes/no without filling in an oval

• The voter clearly changed their mind

• The voter wrote in a candidate’s name but did not 
fill in the oval

UNDERVOTE (blank)- Count all these as undervote

• The voter made no marks at all

• The voter only voted for 1 candidate in a "Vote for 
not more than TWO" race - count 1 vote for the 
marked candidate and count 1 as an undervote

• The voter's X is in between two candidate names, 
so intent is not clear

• The voter wrote in a name for a fictional person or a 
person not on the checklist – (Mickey Mouse)

• The voter filled in the write-in oval but did not write 
a name

• The voter wrote their name on the ballot that allows 
election officials to know who marked the ballot- 
subtract 1 vote for each race they voted for



State & Federal Write-in 
Candidates

New in 2026! 

• Write-in candidates must file a write-in candidate form to have 
votes reported individually 

• Filing can be done with: 

• Secretary of State’s office OR 

• All town clerks in the candidate’s district 

• Deadline: Thursday before the election 

• The Secretary of State shares the list of filed candidates with 
clerks 

Counting Votes:

• Count and report individually only for candidates who filed 

• All other write-ins (names, messages, etc.) are grouped as 
“Other Write-Ins”



Reports

a. Tally sheets

b. Summary sheets

c. Election night reporting

d. Unofficial results

e. ORV vs minutes vs official results



Tally Sheets

Tabulator Towns

Only tally batches with vote intent all 
other ballots will have been tallied by 
tabulator

• Add & tally any voter intent

• Add & tally write in candidates

Hand Count Towns

Tally all ballots by batch of 25/50

• Tally candidate votes

• Tally article votes

• Add & tally write in candidates

(exhibit 10)You can download them from VEMS or create your own in excel.

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/10.pdf


Summary Sheet

• Make sure the pair has proof read their 
tally sheets closely before receiving

• Add tabulator totals in first column 
(tabulator towns only)

• Add write in candidates names

• Add totals from each batch in each 
respective column

• Make sure total numbers balance to 
total number of ballots

• If write-in numbers off it is most likely an 
under vote that a voter colored the write 
in bubble but did not write in a name

You can download them from VEMS or create your own in excel. (exhibit 11)

https://morristownvt-my.sharepoint.com/personal/shaskins_morristownvt_gov/Documents/Desktop/Elections%20101/11.pdf


Election Night Reporting

Required to complete as soon as 
practicable on election night for state & 
federal elections.

Tabulator town enter unofficial 
numbers directly from the tabulator 
tape. 

For local elections can do an unofficial 
results to share with the media. 



Official Return of Votes

State and Federal Elections 

Official Return of votes (ORV) - VEMS 

Within 48 hours



Sample Local Results

Local Floor Meeting 

Minutes 

Within 5 days

Local Australian Ballots

Official Results

Within 5 days



Ballot Bags
All ballot bags must be sealed and tagged with a completed ballot bag form in the front pocket



Canvassing Committee
The representative district clerk and one other 
election official from the district serve as the 
representative district canvassing committee.

 

Single town districts

• meet at 10:00 a.m.

• Wednesday after the election

Multi-town representative districts

• meets at 10:00 a.m.  

• Friday after the election.  



Oaths of Office and Certificates of 
Nomination

The Town Clerk is responsible for 

notifying successful candidates following 

the election.

• Oaths of Office can be found on the 

Secretary of State website

• District Clerks need to send  

Certificates of Nomination for the 

major party candidates for State 

Representative after the August 

Primary

https://sos.vermont.gov/elections/town-clerks/election-supplies/


Retention Schedule

• Vermont election records are governed by state-approved retention 

schedules issued by the Vermont State Archives and Records Administration 

(VSARA). 

• No election record may be destroyed unless authorized by an official 

retention schedule. 

• Retention periods vary by record type and are strictly defined for municipal 

clerks. 

Elections Related Records Retention Info Sheet for Municipal Clerks:

https://outside.vermont.gov/dept/sos/Elections_Division/town_clerks_local_electio

ns/election_procedure/appendix-

r_election_records_retention_info_sheet_municipal_clerks.pdf

VSARA Schedules:

https://sos.vermont.gov/vsara/manage/retention-disposition/agency-record-

schedules/ 

https://outside.vermont.gov/dept/sos/Elections_Division/town_clerks_local_elections/election_procedure/appendix-r_election_records_retention_info_sheet_municipal_clerks.pdf
https://outside.vermont.gov/dept/sos/Elections_Division/town_clerks_local_elections/election_procedure/appendix-r_election_records_retention_info_sheet_municipal_clerks.pdf
https://outside.vermont.gov/dept/sos/Elections_Division/town_clerks_local_elections/election_procedure/appendix-r_election_records_retention_info_sheet_municipal_clerks.pdf
https://outside.vermont.gov/dept/sos/Elections_Division/town_clerks_local_elections/election_procedure/appendix-r_election_records_retention_info_sheet_municipal_clerks.pdf
https://sos.vermont.gov/vsara/manage/retention-disposition/agency-record-schedules/
https://sos.vermont.gov/vsara/manage/retention-disposition/agency-record-schedules/
https://sos.vermont.gov/vsara/manage/retention-disposition/agency-record-schedules/
https://sos.vermont.gov/vsara/manage/retention-disposition/agency-record-schedules/
https://sos.vermont.gov/vsara/manage/retention-disposition/agency-record-schedules/
https://sos.vermont.gov/vsara/manage/retention-disposition/agency-record-schedules/
https://sos.vermont.gov/vsara/manage/retention-disposition/agency-record-schedules/


Questions?



Thank you

Sara Haskins

shaskins@morristownvt.gov

(802) 888-6669

mailto:shaskins@morristownvt.gov
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