INSTRUCTIONS:  DLM SPECIAL ELECTION COST CERTIFICATION FORM

1. Open the attached certification form and make sure “City/Town” field in Section A is prefilled with the name of your city/town. If the name of city/town is incorrect, please contact the Division of Local Mandates (DLM) immediately. If it is correct, save the document on your computer by using the “Save As” function. Please do not change the name of the document (the name of your city/town). 
2. Fill in the form as instructed below. Please note that only the blue (light/dark) fields are for your use. The other fields are protected for calculation purposes. Please make sure to click on “Save” after completing the form.
Section A:

Please enter the number of precincts, polling places, and registered voters in your municipality.

Section B:

Please list the poll worker’s average hourly rates of pay and staffing for each of the voting precincts in you city or town for the 13-hour election day.  The form will automatically compute the 26-hour total for Section B costs to cover both the primary and final elections.  Please note if any elections officer served multiple precincts in a single polling location.  For example, one clerk or police officer/constable covering two precincts would be noted as .5 in the # Per Precinct column.  Also, do not include regularly compensated employees on the municipal payroll who assisted on election day.

Section C:

Please enter polling place set-up and takedown expenses for both elections, if any.

Section D:

Please list pre-election expenses, such as mandatory evening registration sessions, absentee ballot postage, voter list printing, voting equipment programming, and polling place rentals for both elections, when applicable.

Section E:

Please include other expenses attributable to operating polls for the U.S. Senate special elections, such as any vote tabulation costs, or other related costs not identified above.  Do not include meals and travel expenses.
Section F:

This Section automatically computes total claimed expenses that your community incurred for the two special elections for U.S. Senate.  The six hours of Uniform Polling Hours state funding your municipality received just prior to the December 8th special primary is automatically deducted to arrive at your community’s net cost.  
Section G:

Please complete the Section G certification clause.  
3.  Email the form as an attachment to DLM. DLM will confirm the receipt of your certification form within 5 business days via email. A timely response is essential to ensure that the cost impact on your community is included in DLM’s certification.
Thank you for your cooperation.  Please call Anthony D’Aiello at DLM 

at 1-800-462-2678 if you have any questions or comments.
