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* VIRGINIA *

DEPARTMENT of ELECTIONS

Official ELECT Advisory
October 8, 2024
Retention Requirements for Federal Elections

This advisory serves to remind general registrars of the retention
requirements for federal elections.

While 52 U.S.C. § 20701 requires federal election records,
including but not limited to ballots and ballot images, to be
maintained for a period of twenty-two months from the date of the
election, the Library of Virginia's General Schedule No. GS-01,
Series 006052, page 3 and VA Code § 24.2-669 requires federal
election records to be maintained for a period of two years/24
months. The retention requirement is applicable to any election
in which a candidate for federal office is on the ballot.

These records must be maintained with the Clerk of the Circuit
Court for the statutorily-mandated two years.

For digital ballot images, a locality may choose to transfer these
records from the original data storage device to another device to
ensure compliance with federal and state law. Any locality
choosing to transfer records to another device should ensure
proper transfer prior to sealing the records. To complete these
processes, please work closely with your vendor.

To assist general registrars in complying with federal election
data storage device retention requirements, label/envelope 7FED
was created in 2020. The template for label/envelope 7FED is
located in FormsWarehouse > Print-Ready Materials Artwork.

1. Review 52 U.S.C. § 20701, the Library of Virginia’'s General
Schedule No. GS-01, Series 006052, page 3 and VA Code
§ 24.2-669.

2. Plan accordingly to ensure compliance with all retention
requirements.

3. Create label/envelope 7FED to use in storing your digital
ballot images.

4. If you so choose, transfer your digital ballot images from the

original data storage device to another device. Any locality
choosing to transfer records to another device should

Page 1


https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title52-section20701&num=0&edition=prelim
https://www.lva.virginia.gov/agencies/records/sched_local/GS-01.pdf
https://law.lis.virginia.gov/vacode/title24.2/chapter6/section24.2-669/
https://www.elections.virginia.gov/media/formswarehouse/print-ready-materials-artwork/Label-Envelope-7FED-rev-1-30-20.pdf
https://www.elections.virginia.gov/formswarehouse/print-ready/
https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title52-section20701&num=0&edition=prelim
https://www.lva.virginia.gov/agencies/records/sched_local/GS-01.pdf
https://www.lva.virginia.gov/agencies/records/sched_local/GS-01.pdf
https://law.lis.virginia.gov/vacode/title24.2/chapter6/section24.2-669/
https://www.elections.virginia.gov/media/formswarehouse/print-ready-materials-artwork/Label-Envelope-7FED-rev-1-30-20.pdf
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ensure proper transfer prior to sealing the device in a 7FED
envelope. To complete these processes, please work
closely with your vendor.

5. Submit your digital ballot images device in a 7FED
envelope to the Clerk of the Circuit Court, where they are to
be maintained for the statutorily-mandated two years.

For data storage device matters: Contact your vendor
For Election Admin: EA@elections.virginia.gov
For all other matters:

Region 1 (Tidewater) Viki Mainwaring 804-593-2274 victor
ia.mainwaring@elections.virginia.gov

Region 2 (South Central) Viki Mainwaring 804-593-2274 victor
ia.mainwaring@elections.virginia.gov

Region 3 (North Central) Monique Semple 804-774-4694 moni
que.semple@elections.virginia.gov

Region 4 (South Western) Tanya Pruett 804-864-8931 tany
a.pruett@elections.virginia.gov

Region 5 (Northern) Matthew Norcutt 804-801-6435 matth
ew.norcutt@elections.virginia.gov

Region 6 (Western) Conrad Faett 804-774-4700 conr
ad.faett@elections.virginia.gov

Region 7 (Southern) Viki Mainwaring 804-593-2274 victor
ia.mainwaring@elections.virginia.gov
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