
2. From the Polling Place Type dropdown menu, 
select Mail Ballot. 

 
 
 
 

 

3. Click Search. 
 

4. If you do not find the mail polling place you are 
looking for in the search results, click Add. 

 
 
 

 
If you find the mail polling place in the search 
results, skip to instructions for Updating  
Precinct Profile. 
 

5. At the Add Polling Place screen, complete the 
appropriate fields for the mail ballot    polling 
place. 
 

6. Click Continue.  
 

7. Review and click Submit. 
 

Second, update the precinct profile: 

1. Under Precincts and Polling Places, click Pre-
cincts. 
 
 
 

2. Select the appropriate MCD and Precinct. 
 
 
 
 
 
 
 

3. From the Search Results, select the precinct 
and click Update. 
 
 
 
 

4. At the Update Precinct screen, Under Pre-
cinct information, properly set the Mail Ballot 
checkboxes to indicate whether the precinct 
is mail ballot for State/County Elections 
and/or Municipal elections. 

 
 
 
 
 
 

5. Verify that the correct mail ballot polling place 
appears in the Mail Ballot Polling Place  
dropdown menu. 

 

6. If all elections - state/county and municipal - 
will be conducted by mail ballot, the current 
associated ‘normal’ polling place can be un-
assigned.  
 
Note:  For towns that hold their local election in 
March at the town hall, leave the ‘normal’ poll-
ing place assigned.  
 

7. To unassign the normal polling place, select 
the current associated polling place. 

 

8. Click Unassign Polling Place.  
 
 
 

9. Click Continue. 
  

10. Review the information on the final review 
screen. 
 

11. If ok, click Submit. 
 
As needed, repeat both sets of steps for 
additional precincts. 

SETTING UP A MAIL 
BALLOT PRECINCT 

 
After a municipality, or county for  
unorganized territories, decides to conduct 
regularly scheduled elections by mail, there 
are updates that must be performed in SVRS 
to properly mark the precinct(s) as mail ballot 
precincts.  

 

First, set up mail polling place: 
 
When setting up a mail ballot polling place, a 
county can decide to have 

 A single mail ballot polling place, which is 
assigned to all mail ballot precincts   

 
OR  

 A separate mail ballot polling place for each 
mail ballot precinct 

 
If a county elections to set up a separate mail 
ballot polling place for each precinct, including 
the particular precinct’s name in the Polling Place 
Name is strongly recommended.  
 
 

1. Under Precincts and Polling Places, click 
Polling places. 
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