
· SEND Memory Cards to LHS
· RESERVE ABS Central Counting Location 
· RESERVE EDR Location
· RESERVE location for Poll Worker training 
· PUBLIC NOTICE of lottery by 5 days prior. (MUNICIPAL Year Only, (§)) 
· CONDUCT public lottery, immediately after primary or earlier if no primary held, to determine order of names on ballot  ((MUNICIPAL Year Only, (§ , 9-453r & 9-372(6))
· INPUT on Ballot Creation- Give input on ballot content & form to clerk prior to printing (MUNICIPAL Year Only (§9-135b & 9-369c))
· APPLY for Waiver of Polling Place to SOTS, if applicable. (60 days prior to election (§9-168d(c))
· COMPLETE ballot order CERTIFICATION in EMS and give to Town Clerk-by 10/5
· ASSIGN polling places in EMS-by 10/5
· ASSIGN Moderators and Head Moderators in EMS-by 10/5
· COMPLETE LHS Questionnaire for memory card programming 
· SCHEDULE Supervised Absentee Balloting if applicable (within 7 to 45 days prior to election) not later than 1 day prior to election (§9-159q(c) & r)
· SET-UP CVRS at EDR location
· ARRANGE for transportation of election equipment 
· PUBLISH & POST Tuesday of the fifth week before election to prepare preliminary list. (§9-35)
September 26th for October 2nd session
· NOTICE to candidates & town committee chairs informing them of their rights to submit name of desired certified moderator(s) prior to 31 days before primary only. (§9-436(d))
· SESSION of the Tuesday of the fifth week before election to prepare preliminary list. (§9-35)
· MAKE AVAILABLE list for public inspection & make copies available for distribution (§9-36)
· INVENTORY Big Blue supplies
· APPOINT Poll workers (§9-229, 9-233, 9-249, 9-258)
· CREATE a Ballot Test Deck – minimum 27 ballots from each district including absentee ballots (10 to 20 days prior to election)
· TEST Tabulators, Memory Cards & Ballots as soon as all are received and verify that date and time are set correctly on tabulators (prior to 10 day before election)
· REPORT for Pre-Election Testing – complete – give signed copy to clerk and moderator (fill out during testing) (within 10 days prior to election) (Moderators Handbook & ref. §9-247)
· AUDIO PROOFING of the AVS pronunciations & make changes if necessary (MUNICIPAL Only)
· DOWNLOAD ballot information onto AVS tablets
· NOTICE of LIMITED registration session (7 to 16 days prior to election) (§§9-16 & 9-17)
October 22nd for November 5th session
· CHECK for registered Write-In candidates (after 14 days prior to election)
· NOTICE of Registration by Mail/In-Person (7 days prior to election)
[bookmark: _GoBack]October 15th for October 30th deadline
· ENSURE that Emergency Contingency Plan can be activated on Election Day (§9-174a)
· FILE a sample ballot with “SOTS for approval (not less than 10 days) (§9-256)
· HOLD Registration Session 9 a.m. to 8 p.m. (7 days prior to election) (§9-17, 9-19g)
· CREATE “Live” Election in Voter Checklist-set line configurations for each polling location
· PRINT Official Voter List
· CHECK-OFF Absentee Ballots on Official Voter List (7 to 1 day prior to election) (§9-140c(b))
· NOTICE of rights to candidates and committee chairs to submit a list of designees to work as unofficial checkers (§9-235, 9-235e, 9-436a)
· PRINT Inactive list
· PRINT City-Wide Active list	 
· PROVIDE Election supplies & forms to moderator or bring to polling place (§9-248)	
