Department of State

Voter Registration Database User Requirements Meeting
I. Date and time: December 17, 2003, 8 AM – 4 PM
II. Location: Franklin Pierce College, 5 Chenell Drive, Concord
III. Attendance:
	LAST NAME
	FIRST NAME
	TITLE
	TOWN/CITY OR STATE AGENCY

	Armstrong
	William
	Architecture
	State of NH - OIT

	Aylard
	Elaine F.
	Supervisor of Checklist
	Farmington

	Bachelder
	Albert
	Supervisor of Checklist
	Newbury

	Bartell
	Jeanne
	Chmn-Supervisor of Cklist
	Madbuy

	Bergeron
	Paul L.
	City Clerk
	Nashua

	Blackwell
	Dawn
	Town Clerk/Tax Collector
	Epsom

	Bolton
	William
	Registrar of Vital Records
	State of NH –

Dept of State

	Bossie
	Lorre M.
	Town Clerk
	Greenland

	Briere
	Carole
	Supervisor of Checklist
	Stoddard

	Busell
	Carolyn
	Supervisor of Checklist
	Madison

	Cheney
	Suzanne M.
	Supervisor of Checklist
	Alexandria

	Cornett
	Debra A.
	Town Clerk/Tax Collector
	Gilmanton

	Currier
	Debbie
	Supervisor of Checklist
	Londonderry

	Fitch
	Orville (“Bud”)
	Assistant Attorney General
	State of NH – Justice

	Fitzgerald
	Joe
	
	

	Foisy
	Jeanette
	Deputy TC
	Deerfield

	Fortier
	Jean
	
	

	Gamache
	Peter
	Training Director
	State of NH - Personnel

	Gaouette
	Judy
	City Clerk
	Dover

	Gorham
	Sheila
	Supervisor of Checklist
	Hampstead

	Gray
	Joseph
	City Clerk
	Rochester

	Hartson
	Linda
	Town Clerk
	Exeter

	Hill
	David L.
	Supervisor of Checklist
	Chester

	Howard
	Nancy
	Supervisor of Checklist
	Bristol

	Ireland
	Anne L.
	Chmn-Supervisor of Cklist
	Concord

	Janelle
	Claire
	SDS V
	State of NH 

	Jean 
	Thomas
	Supervisor of Checklist
	Rochester

	Jeans
	Janice
	Chmn-Supervisor of Cklist
	Chester

	Jette
	Linda
	Town Clerk
	Atkinson

	Johnson
	Audrey
	Town Clerk
	Hebron

	Jones
	Pauline L.
	Town Clerk
	Meredith

	Landry
	Karen
	IT Supervisor
	Salem

	Langell
	Peggy
	Town Clerk
	Milford

	LeClair
	Arthur
	City IT
	Concord

	Lessard
	Barbara 
	Town Clerk
	Salem

	Lovely
	Martha
	Supervisor of Checklist
	Newport

	Lucier
	Ann
	Supervisor of Checklist
	Bradford

	MacDonald
	Martin E.
	Supervisor of Checklist
	Atkinson

	Manning
	Thomas
	Assistant Secretary of State
	State of NH – Dept. of State

	McCann
	Robin
	IT/GIS
	Meredith

	McLaughlin
	Joan BL
	Supervisor of Checklist
	Fitzwilliam

	McLaughlin
	Margaret
	Supervisor of Checklist
	Warner

	Miller
	Chuck
	Tech Coordinator
	Merrimack

	Packey
	Tim
	Architecture
	State of NH - OIT

	Pehrson
	Susan
	Town Clerk
	Bradford

	Piecuch
	Trisha
	Deputy Clerk of Financial Administration
	Manchester

	Reeves
	Gloria
	Secretarial/Administrative
	Epsom

	Rowe 
	Sandra J.
	Support
	Mont Vernon

	Scanlan
	David
	Deputy Secretary of State
	State of NH – Dept. of State

	Schultis
	George W.
	Chmn-Supervisor of Cklist
	Portsmouth

	Searer
	Pamela
	Town Clerk
	Madbury

	Seaver
	Kathy
	Town Clerk/Tax Collector
	Farmington

	Seymour
	Meg
	Town Clerk/Tax Collector
	Londonderry

	Shackford
	Marcia
	Town Clerk/Tax Collector
	Madison

	Skinner
	Robert A.
	Supervisor of Checklist
	Windham

	Stevens
	Anthony
	Assistant Secretary of State
	State of NH – Dept. of State

	Stoddard
	Karlene
	Town Clerk
	Newport

	Stymest
	MaryLou
	Chmn-Supervisor of Cklist
	North Stoddard

	Sullivan
	Steve
	IT Manager
	State of NH – Dept. of State

	Thoits
	Martha
	Supervisor of Checklist
	Warner

	Thornton
	Betsy F
	Supervisor of Checklist
	Mirror Lake

	Tiffany
	Michelle
	Office of City Clerk
	Concord

	Vancelette
	Phil
	Application Developer
	Manchester

	Veld
	Leen In't
	IT Department
	Milford

	Whittaker
	George W.
	Supervisor of Checklist
	Alexandria

	Winton
	Margaret
	
	

	Wiswell
	Anita
	IT Manager
	State of NH -  Corrections

	Witzel
	Dorothy L.
	Chmn-Supervisor of Cklist
	Bedford


IV. Agenda
8 – 8:15 AM

Registration, refreshments
8:15 – 8:30 AM
Introduction
 


Dave Scanlan

Background, Breakout groups
Anthony Stevens
8:30 – 9:40 AM 
Review of current procedures

Anthony Stevens









Orville (“Bud”) Fitch
9:40 - 10:00 AM
Plan for the day,


Peter Gamache



Methodology

10:00 – 10:15 AM
Break

10:15 – 12:15 PM
Break-out sessions

Data conversion, address standardization: 
Facilitated by Tom Manning & Anthony Stevens
Connectivity, response times, scalability: 
Facilitated by Steve Sullivan &

Interfaces with other agencies


Bill Bolton 
User interface, reports, letters ticklers: 
Orville (“Bud”) Fitch

12:15 PM – 1 PM
Lunch
1:00 PM – 2:00 PM
Break-out session reports 

2:00 PM – 2:15 PM 
Break

2:15 PM – 3:15 PM
Break-out session reports

3:15 PM – 4:00 PM 
Wrap-up, other modules
V. Record of Full Group Session 

Steps in the Voter Registration Process

The following are procedures that at least one town or city in the state follows during the voter registration process:

A. Registration at town/city clerks’ office

Unregistered individual walks up to Town/City Clerks reception desk (Supervisor’s Table) – what happens next: 

Person identifies him or herself as applicant for voter registration.

Ask for driver’s license or other photo ID – passport, naturalization papers, etc.

Obtain proof of citizenship.

Obtain proof of residence, if not provided by the photo ID provided.

Give the person the form – or type information into a computer system.

Review the form to ensure it is complete and adequate

Town clerk asks for phone numbers – problems with reading the person’s writing.

Find party affiliation missing on the form. (Applicant does not understand or don’t know which party to affiliate with.)  

Default party affiliation = U

If Supervisors receive incomplete, the application is returned to the applicant – info held until the person comes in to vote.

Verify that the form is signed.

Supervisor / Clerk signs the form 

Assign the voter to a polling place – inform the voter of where the polling place is. 

· provided orally and hand written on a form. 

Information includes directions to the polling place.

Unique card generated by the computer system – describes polling place

Stock card. 

Early in the process verify if the applicant is already registered to vote. 

After supervisor signs, card is hand carried to the checking table – for the check-in. 

Copy the registration form and driver’s license/ID and send original to the supervisors; a copy is kept by the Town Clerk.

Voter is given a small card saying they registered, signed.

Clerks Inform the voter that the person is not registered, until the supervisors meet and put on the checklist. 

Some towns do not inform voter that supervisors must meet before they go on the checklist. 

Instruct the applicant to read the sign.  

Have the applicant read out loud the voter registration affidavit section.  

Other forms filled out at the town clerks office for other town purposes. 

Inform the applicant when and where the next election is. 

If affiliated with a party or not – effects of party affiliation.

Preview the form. 

Explain absentee balloting – qualifications and process.

Review the form before the person leaves, to obtain corrections before they leave.

New registration form copy given to 18-year-olds registering for the first time. 

Entertain new registrants – pick your own tune. 

Copy of the voter registration card with town seal, signature, - related to schools requiring voter registration for graduation.  

Concern for copies reflecting accurate registration status. Effect of using town seal.

Ensure that student is a citizen. 

Provide information on who is the new voter’s alderman. 

College towns give extra notice that declaring domicile prohibits voting at home town. 

Information provided on possible effect on other legal status. 

Inform of the option of using an absentee ballot (college students, private schools). 

Give notice to applicant of when they should hear from the supervisors.

Assess the address for validity, looking for hotels, and non-existent addresses.

Thank the applicant. 

B. Supervisors receiving application on election day: 

Supervisors sign.

Give the new applicant a form that is carried by the voter to the check-in and check-out checklist, collected at the end of the day. 

Supervisors hand-carry VRF to the check-in table, and check-out table.  Card then kept by the supervisors. 

VRF goes to the check-in table.  Check-in table writes names on a separate form or on the checklist.  

Name is added to the checklist. 

Some towns add names on the computer and sign after the entry. 

Supervisors sign the VRF when the data entry is complete – a record that the person has been put on the checklist. 

Original form 

Election day – before giving the form – verify the applicant is at the right polling place. 

Street name validation occurs when the data is entered into the computer system. 

C. Supervisors session – not election day  

Data on each application is verified.

If data is missing – decision is made to hold the card until the person comes in to the next election or the card is returned by mail to the applicant (based on when the next election occurs). 

Check against street addresses – ensure that they comply with standard town street list.

(Look for misspelling. Want a phone number to be able to contact applicant.)

Form letter explaining why the VRF has been returned, what the applicant has to do to get registered. 

Periodically check the database and verify street address validity. 

When data is entered on the computer – put on if some information is missing – enter flags to identify missing information – triggers ballot clerks to get information at the next meeting. 

Nashua – Board of Registrars reviews a computer generated report – Clerk brings specific problems to the Registrars, 

Manchester is the same. 

If clerk gets incomplete information – notice given to the voter telling them they will not be put on the list until resolved.  

Minutes are kept of the Supervisors/Registrars meetings – lists used as part of minutes.

Some towns keep no minutes. 

Some make a list of all new registrants. 

Registrars meeting different that Supervisors session, do not receive direct applications, only act on applications from the Clerks.

Towns – notice sent to applicants with incomplete applications to attend supervisors sessions.  

Given notice at sessions of appeal process and law on fraudulent registration.  

Date entered field, and card is initialed to show who entered the data on the computer. 

Track date when data on the VRF is changed, evidence stapled to the VRF.

Track on a separate list the date and reason for removal from the checklist.  In separate database or separate card file. 

Phone number of the applicant helpful to the supervisors in verifying data, filling in missing data and during the ten year purge. 

Any change on the checklist is reported by the system, paper report.  Report includes who did the data. It is retained in paper form and in the computer system.  Allows resolution of complaints regarding whether someone changed party, etc. 

Determining seasonal residency: 

Supervisors send 30 day challenge letters when info received someone has moved. 

Clerks gather address correction, moves from other sources and give this information to the supervisors. Triggers 30-day letter from the Supervisors. 

Tracking votes on primary day, return to undeclared status. Hold the history. 

Clerks notify the supervisors of deaths.  Supervisors remove names from the checklist. 

D. Purge

Purge more often in college towns. 

What is the retention schedule for forms for people who have been removed? 

Answer from Nashua: Five years.

Forever – 

Towns with high turnover want to purge more often.  

Comment: Less frequent purges draws down the reported percentage of voters turning out to vote. 

Is it advisable to conduct a statewide purge before doing entry into the database? 

Who will do the ten year purges?

VI. Report of Break-out Group on Data Conversion and 
Address Standardization
A. Problem Statement

How we will upload and verify the town’s information into the state database at no cost to the town, given the wide variety of systems being used?  What will be uploaded?  When?  Where?

B. Brainstorming/Combining/Prioritizing

1.  Identify all programs currently being used

· State knows kinds of databases currently being used.

· Pyramid all lists so only have to merge a few systems.

· RFP should include a standardization transfer format.

2.  Establishment of the time frame

· Go backwards from drop dead date to when start by putting out RFP, data entry, etc.

· Stay aware of community election schedules.

· Is the deadline the last date the towns can maintain its own voter list?  Can maintain local for town elections, but must use state database for state and federal elections.

3.  Use of existing statewide databases

· DMV can use addresses, birth date information

· Change laws as necessary – privacy concerns

· DMV issues non-driver ID  

· What to do to get more information for old registrants?

4.  What can we use the new database for? 

· Can cities or towns use information for another purpose?

Currently can use legally.  Can sell voter lists with physical addresses only.

· Village district tax map and lot number

· Nashua has 2 Senate districts in one ward


· Selling voter list to keep revenue 

5.  Will entire process be contracted and completed by contractor? 

· RFP must have sub-contractors identified.

· Will developer of database be the maintainer contractually?

· Train person in-house for maintaining.

6.  More software or computer hardware costs.

· Who pays?

· What information will be kept in state database?

7.  Who is going to clean up the records before they are combined?  

· Us or vendor?

· What conversion requirements can be specified in the RFP to make this an easier process?

· How much responsibility to put on vendor?

 8. Other Ideas:

a. Will this information go nationwide?


Can inform other states when person registers in NH?
b. Where will physical records be kept?

· Kept within town, especially for challenges.

· Will each town keep track of the physical records on the computer? Scanning not expected in initial implementation.  Dates referencing physical records will often be kept.

· Will registration have 2 fields for date of application and for date of acceptance? Yes.

     c. Can towns maintain their own/redundant databases?

· Combination of computer upload and data entry? 

· Suggest transfer of information from small cards to 8x11 paper.

· Suggest Xerox copy of small cards on to large paper

· Windham uses 67 lb cover stock, which lasts many years, runs through a copier if fed straight, and can be easily stapled to.

           d. RFP should include methodology for transfer of information

           e. No gender information needed

VII. Report of Break-out Group on Connectivity, Response Times and Scalability (Interfaces with other Agencies):

A. Issues:

Vital Records to connect through VPN, Dial-up, ISP.

VR to provide PC and connection to state applications.

Define various entities and processes, local and/or state level.

Supervisors, wards and clerks connect to database during election day.

How will the towns connect to the database?

Web interface for the election database application.

Response times

Scalability

Consistency checking local/state level

Define fast registration?

Web connection goes down?

Minimal response time.

B. Problem statement: What connectivity, type, load


Response time, seconds for each action

C. Brainstorming/Combining/Prioritizing Issues (Priorities identified by number below)

2. (10) Where is the authentication to the database?

· Where and how will this happen.

· 1 VPN into state, regardless of application

· Easier for each town to maintain

· Single pc for all applications

· Encryption

· Sensitive material transmitted between local and state

· Different levels of access

· Roles: clerks, supervisors of checklist

· Security and accessibility, local pc, central database

· Lists kept secure, who will access and ability to change data

· Town coding for towns data only

· Take people off from one town to another

4. (8) Ability to work offline on election day

· In case of mistakes, edit before upload

· Multiple computers

· Connectivity drops out

· Lose ability to check central database

· Ability to upload data back to database

· Piggy back working offline

· Get data back up after loss connections

· Load from each town

· Local database after 10 day freeze.

· Or responsive to central database

· Multiple links from towns to database regardless of day

1. (6) Response times…quick, good customer service, faster the better

· Industry standard, 5 second response time, from key submission to screen refresh

6. (4) Tech support

 
· Ability to call someone when problem arises, 24X7

· Email connection to Help Desk

· Two way conversation for support, non urgent

· Increased tech support on election days

· Number of users increase

· Tech support need to be prepared.

· Manual needed

· What type of tech support required by town clerks

3. (3) Funding?

· Who’s paying for this?

7. (3) Additional equipment at each site, polling sites?

· No additional at clerks offices!


· Adding laptops, workstations, etc.

· Flat Screens

· space savers, multiple computers

· Supervisors do work from home

· on large checklist, need equipment at home

5. (2) Connectivity flexible

· Connection from dial-up, vpn, cable, etc.

· Redundancy in connectivity

· If VPN fails, backup connection, dialup

· Real-time connection

· Make updates and not wait…instant response

· 24x7 online access

· Self explanatory

8. (1) Scan for duplicates behind the scenes

· Entering data via web, state does name checking to verify data

· 5 second response time

· State makes changes, notifies towns

· How will state notify town of that change, incarcerated, dead?

9. (0) use legal address

· PO Boxes recorded as residence

· database to decide legal address

VIII. Report of Break-out Group on User Interface, Reports, Letters, Ticklers

Supervisor’s home laptop – User interface

Some users will be using a home laptop or PC and working from places other than town/city office.  System must have an active/inactive/pending status so one person can input prior to Board approving the name being placed on the checklist.

Need for restricted access for some users – clerical staff get to input, but do not have the authority to put a name on the checklist.  

Multiple levels of password access.

Download database – User Interface
State system will not be able to meet all local needs – will want auxiliary file that can be downloaded and edited.  This is best done locally. 

System should be flexible – download of full database at end user point, allows sorting, etc. by the end user.  Can add fields needed for local purposes. 

Full database = everything in the state file for a single user’s jurisdiction, including the key field.

Town could add/merge with another database.  

No uploading will be done from local databases.  All data entry via direct input, voter by voter, to the State system.

Monitoring of state database use would detect if some jurisdiction were using only their local database.  

Download to: dbase+, access, excel, comma delimited, tab delimited, approach, lotus,

Download of specific reports in electronic form.     

Residency – User interface 

Voter registration versus motor vehicle laws or other residency standards. 

Accountability – Tickler 

System needs to have 100% timely use of the system – accountability for data entry, system to ID and address jurisdictions that do not timely use the system.

Information needs to be entered in a timely fashion – a person who is pending should up in the system should they try to register in a different time. 

User would be flagged when someone had a pending application in another town.

Many towns would keep pending applications in a file for two months, all would be entered at one time when the supervisors meet. 

Supervisors must be able to approve all applicants since ___, with exceptions. i.e., not have to check individual names.  

State counts - Reports


End of the election night – calculating party switches on election day.  

30-day letters - Reports

Generating the notice of removal letters – use database for addressing. 

Statistical information - Reports


Same as state counts, plus % voted in that election, other numbers broken down. 

Notice from State – time to post legal notices  - Tickler


A notice to the users that it is time to post the warrant, etc. 

Maintenance of System - Technical


How will problems be handled, will there be a back door into the system, updates, how will they be dealt with.  Can users dial in as well as use a virtual private network (internet World Wide Web access)?  Updates to the local program, how do things get loaded onto the local computer?   Help desk.   


Ensure checklists are printed in advance.


Issuing absentee lists 

Code voting history - Report


Record and report data on which elections voters voted at, data will show which election the voter voted at.  Some visual entry point – box beside the name, code for which election. 

Absentee Information - Report


Record: request received, print labels, mailed, received.  Reports listing everyone who has requested, report on everyone received.

Street Codes – User Interface


Assigned street numbers to each street code.  Tells the system which ward the person lives in.  Validity of the address.

Military Designation - Report

Editing of fields on screens – User interface


Ensuring that the data entry is consistent with the expected values, i.e. date of birth is logical.  Zip code is one that is valid for the jurisdiction.  Street name is valid for the jurisdiction.  

Flexible letters -Reports


Ability for supervisors to use either a form letter or to write a unique letter off the system.  Optionally by downloading the database. 

Listing of election officials and contacts - Reports


List of all local election officials and their contact information.  Personnel management system for each jurisdiction’s election officials

Voter diskette files - Reports


Enable users to download to disk and sell disk and paper copies of data that is public.   Voter history available as an option. 

Challenged voters - Report 

Voter information cards - Report

Card to be issued to a new registrant providing information on where the polling place is, information on elected officials

Voter Verification Card - Report


Legal document issued by towns that verifies person is a voter/resident.

Overseas Voters (Not military) - Report

 Breakdown of which voters are overseas voters

Party Changes - Report


Report on who changed party within a given time frame.  Election day undeclared switched back report.  Process of switching back needs to be made easier for local officials.  

Removal Lists - Report


List of persons removed from the list and why – date when removed.  

Breakdown of voter by party - Report


Need to key into Accuvote machines to calculate the number of voters by party who voted. 

Validation Checklist – User Interface


When can a person receive a voter identification card or voter verification card – when they apply or only after application is approved.

Reapportionment – Report/ User Interface 


Ward lines are changed.  Tool to assist towns/cities in changing ward lines.

Total registered Voters – Report


Tally for total and by party for public release.  A checklist summary.

Political Party Requests - Reports


Breakdowns for all new voters added since ___ date.  List of number of voters who changed party at various points, i.e. voted R or D and switched back to undeclared. 

Tracking notices that have been sent out - Tickler


30 day letters, etc. system prompts for needed follow-up

Registration notification - Tickler


Sending reports to communities that a person previously registered in a town has now registered in a new town. 

Label Making – Flexible - Reports

Bar Codes – User Interface / technical


Bar code printed on the checklist beside each voter allowing bar code scanner to data enter voting history.

Deleted File w/History - Report

Same day registration total - Report


With a breakdown by party.

Snap shot comparison of data base - Report


Ability to determine the number of registered voters from comparative dates.  

Breakdown of Parties - Report


Same as above.

Election day tally forms – space for blanks - Report


Fill in the blanks forms listing candidates, for use in ballot counting.


Vote result reporting through the system

Time management and calendar - Tickler

Sorting of data base by any field - Report

Town City defaults – zip code, date, - User Interface

Auto-fill of standard data for each town, default values automatically entered.

Create a worksheet - Report


Worksheets to compare what is going on in a database – do with a download.

Assigned voting area – User Interface

System assigns polling place based on address entered.

Local administration fields - Technical


Ability for users to have local use fields – dealt with by download. 

GIS geographic references for street name/house number? 

