Palm Beach County
Municipal Clerks Association

2013

“An Election Tool Box”

All dates in this presentation are based upon the
Laws of Florida, Chapter 83-498, aka “Uniform Municipal Elections” for Palm
Beach County; Florida Statutes (F.S.); and Florida Administrative Code (FAC).
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Conduct of Municipal Elections

The Florida Election Code, chapters 97-106, shall govern the conduct of a
municipality’s election in the absence of an applicable special act, charter, or
ordinance provision. No charter or ordinance provision shall be adopted which
conflicts with or exempts a municipality from any provision in the Florida Election
Code that expressly applies to municipalities.

The governing body of a municipality may, by ordinance, change the dates for
qualifying and for the election of members of the governing body of the municipality
and provide for the orderly transition of office resulting from such date changes.

(Section 100.3605 F.S.)



Laws of Florida — Chapter 83-498
Governs uniform filing and election
dates in Palm Beach County

Secti

eXpires

Qualitying
Period

begins

Election Date




Municipal Clerk’s Role

In addition to being the Supervisor of Elections for your
Municipality, you are also the Qualifying (Filing) Officer for your
Election

Pursuant to F.S. 99.061(7)(c), the filing officer performs only a ministerial
function in reviewing qualifying papers. In determining whether a candidate is
qualified, the filing officer shall review the qualifying papers to determine
whether all items required have been properly filed and whether each item is
complete on its face, including whether items that must be verified have
been properly verified (by oath or affirmation) pursuant to F.S. 92.525(1)(a).

The filing officer shall not determine whether the contents of the qualifying
papers are accurate.

(Section 106.011(14), E.S.)



Municipal Clerk’s Role

In addition to being the Supervisor of Elections for your
Municipality, you are also the Qualifying (Filing) Officer for your
Election Continued:

Further confirmation and documentation can be found in DE 09-05 relating to
Qualifying — Role of Qualifying Officer: “Prior opinions by the Division of
Elections, the Attorney General, and the Florida Supreme Court consistently
state that a filing officer to whom candidates submit their qualifying papers
performs a purely ministerial function and that the filing officer must accept
completed qualifying papers submitted under oath or affirmation.”

This opinion goes on to say “A filing officer governed by Florida's Election
Code may not reject qualifying documents when they appear complete on
their face and are properly executed under oath or affirmation. An opposing
candidate's recourse to question the correctness of an opposing candidate's
qualifications is to challenge the qualifications in a competent court of law.”



Critical Success Factors

Accuracy
Timeliness
Compliance with all laws

Expertise, skill and knowledge
of responsibilities

IT Systems: Stable, accurate,
consistent access

Standardized, documented
procedures

Recruit & train, reliable poll
workers

Locate reliable, well-suited
(ADA) polling locations early in
the process

Communications (internal &
external)

Remain neutral at all times

What you do for one, do for all



Critical Success Factors

CYA (COVER YOUR ASSETS)!!!

Document Everything
Keep a “Candidate Contact Information Sheet”

Have Candidate acknowledge receipt of Candidate Package, with appropriate
disclaimers, and implement a “Candidate Check List” (include all qualifying
documents required, fees due, due dates of Treasurer’s Report, etc.)

Date and time stamp everything you receive from a Candidate



Process in Brief

Finalize SOE Agreement and composition of Canvassing Board
Formulate Election Dates/Calendar

Coordinate Polling Locations

Prepare Legal Notices

Coordinate Election (Poll) Workers

Prepare Candidate Packets

Qualify Candidates

Campaign Reporting

Canvass L&A

Poll Watchers

Canvass Absentee Ballots

Election Day/Canvass A/B and/or Provisional Ballots
Post-Audit

Run-off

Election Close-Out



Agreement with SOE - Responsibilities

What is the Municipal SOE’s (your) overall responsibilities:
* Review all provisions of your Municipal Code and Charter

« Work in concert with the SOE in accordance with the Agreement for Voting
Services

 Respond to Media

* Respond to Candidates

 Respond to incumbents and other elected officials

« Coordinate adoption of Ordinance or Resolution approving the Agreement
For Vote Processing Equipment Use and Election Services with the County

SOE and appointment of Canvassing Board members prior to January 1t
of each election year



Agreement with SOE - Responsibilities

Municipal Ordinance/Resolution Relating to Canvassing Board

Review your Code of Ordinances to determine the makeup of your Canvassing
Board. |If your Code specifically defines the members of your Canvassing
Board and the County SOE is not one of them, you cannot appoint the SOE
as an additional member of your Canvassing Board by Resolution. However, if
your Code is silent to this matter (thereby the Canvassing Board members can
be appointed by Resolution) or specifically designates the County SOE as one
of the members of your Canvassing Board, the County SOE can and will serve
on your Canvassing Board.



Agreement with SOE - Responsibilities

Resolution Relating to Canvassing Board and SOE Agreement — Sample Language

RESOLUTION TITLE

A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF BELLE GLADE, FLORIDA, APPROVING
AN AGREEMENT WITH THE PALM BEACH COUNTY SUPERVISOR OF ELECTIONS (SOE) FOR VOTE
PROCESSING EQUIPMENT USE AND ELECTION SERVICES AND GRANT AUTHORIZATION FOR
MAYOR TO EXECUTE THE SAME; REQUESTING THE SOE TO CONDUCT THE CITY’S MARCH 13,
2012 ELECTION, AND, IF NECESSARY, THE MARCH 27, 2012 RUN-OFF ELECTION; PROVIDING FOR
THE PROCESSING OF ABSENTEE BALLOTS; DESIGNATING MEMBERS OF THE CITY OF BELLE
GLADE’S CANVASSING BOARD FOR SAID ELECTIONS; PROVIDING FOR SEVERABILITY; AND
PROVIDING FOR AN EFFECTIVE DATE.



Agreement with SOE - Responsibilities

Resolution Relating to Canvassing Board and SOE Agreement — Sample Language
Continued

WHEREAS, in 2009, the Palm Beach County League of Cities, Inc. formed an Ad Hoc Committee
on Municipal Elections to work with the Palm Beach County Supervisor of Elections (SOE) to set
forth terms and conditions under which services will be provided by the SOE to the
municipalities for municipal elections and to set forth the responsibilities of the SOE and the
municipalities; and

WHEREAS, on February 1, 2010, the City Commission approved by resolution the agreement
established by the Ad Hoc Committee and the SOE (Agreement); and

WHEREAS, on January 3, 2011, the City Commission approved by resolution, No. 2011-2833, the
renewal of said Agreement; and



Agreement with SOE - Responsibilities

Resolution Relating to Canvassing Board and SOE Agreement — Sample Language
Continued

WHEREAS, the Ad Hoc Committee revisited a newly proposed Agreement submitted by the SOE
and after negotiations both parties came to agreement of the proposed Agreement with minor
modifications; and

WHEREAS, the negotiated Agreement was presented and approved by the Board of Directors of
the Palm Beach County League of Cities on September 28, 2011; the City of Belle Glade desires
to enter into said Agreement for Vote Processing Equipment Use and Election Services with the
SOE; and

WHEREAS, the City desires the SOE conduct the City’s election scheduled for March 13, 2012,
and, if necessary, the March 27, 2012 Run-off election; and

WHEREAS, the City desires to name the members of the City’s Canvassing Board for said
elections and deeming all serves a valid public purpose.



Agreement with SOE - Responsibilities

Resolution Relating to Canvassing Board and SOE Agreement — Sample Language
Continued

NOW, THEREFORE, BE IT RESOLVED by the City Commission of Belle Glade, Florida as follows:

SECTION 1. The City Commission hereby grants approval to enter into Agreement with
the Palm Beach County Supervisor of Elections (SOE) for Vote Processing Equipment Use and
Election Services, which is attached and made part of this Resolution, and grants authorization
for the Mayor to execute the same.

SECTION 2. The City Commission requests the SOE to conduct the City’s election
scheduled for March 13, 2012, and, if necessary, the run-off election for March 27, 2012.

SECTION 3. As governed by the City’s Code of Ordinances, Chapter 9 Election, Section
9-11., absentee ballots: absentee ballots shall be the responsibility of, and shall be handled by,
the Supervisor of Elections of Palm Beach County in accordance with Florida Law.



Agreement with SOE - Responsibilities

Resolution Relating to Canvassing Board and SOE Agreement — Sample Language
Continued

SECTION 4. The City Commission hereby designates the City Clerk of the City of Belle
Glade, or designee, and the SOE, or designee, to serve as the City of Belle Glade’s Canvassing
Board for said elections.

SECTION 5. That all resolutions or parts of resolution in conflict herewith are repealed
to the extent of such conflict.

SECTION 6. Should any section or provision of this Resolution or portion hereof, any
paragraph, sentence or word be declared by a court of competent jurisdiction to be invalid, such
decision shall not affect the remainder of this Resolution.

SECTION 7. This Resolution shall become effective upon its adoption.



Agreement with SOE - Responsibilities

Notice of Election

Municipality

(a)

(c)

Properly call and advertise the
election according to statutes and
charter at its own expense.

Issue a resolution or ordinance to
the SOE requesting that the
Supervisor of Elections conduct
the municipality’s election and act
as a member of the Municipality’s
Canvassing Board, which may or
may not include the SOE.

certify that the registered voter
information provided by the SOE
to the municipality reflects the
proper boundaries of the city and
notify the SOE of any changes.

Supervisor of Elections (SOE)

(a)

Publish legal notices for Logic &
Accuracy testing, absentee ballot
canvass, Post Election Audit and
news releases on book closing.




Agreement with SOE - Responsibilities

Qualifying Candidates

Municipality Supervisor of Elections (SOE)
(a) Provide qualifying packets to (a) Verify signatures on any qualifying
candidates and accept and process petitions submitted by candidates
all qualifying papers and fees. and notify the Municipality of such

results upon the close of the
candidate qualifying deadline.

(b) Collect Name and Pronunciation
Guides from the candidates at the
time of qualifying and submit to
SOE.

(c) Respond to all candidate inquiries
and questions.

(d) Respond to all legal inquiries and
qguestions and all media inquiries.




Agreement with SOE - Responsibilities

Municipality

(a) Review/amend/approve ballot
proof prepared by SOE.

(b) Order sufficient quantity of ballots.
(c) Pay ballot design costs to the SOE.

(d) Pay the ballot printer directly for
cost of ballots.

(e) Reimburse the SOE for costs
incurred for translation and audio
recording of ballot.

(f) Reimburse SOE for preparation of
Absentee Ballot, Edge layout and
Sample Ballot.

Ballots

Supervisor of Elections (SOE)

(a) Layout, check, proof and deliver
ballot layout to the printer.

(b) Receive, securely store and account
for all ballots until disbursed to
polling places.

(c) Contract to have audio recorded for
Touch Screen ballot.

(d) Control all access to unvoted ballots
while in the possession of the SOE.




Agreement with SOE - Responsibilities

Equipment Testing

Municipality Supervisor of Elections (SOE)
(a) Provide that a representative will (a) Develop a unique test script and
be present during the Logic and manually mark ballots to be used in
Accuracy testing as noticed by SOE. public Logic & Accuracy test.

(b) Conduct public Logic & Accuracy
test.




Agreement with SOE - Responsibilities

Early Voting - Optional

Municipality

(a) Reimburse the SOE for staff
overtime hours due to weekend
and/or evening hours for Early
Voting.

(b) Pay SOE for Early Voting supplies.

(c) Contract with, schedule and pay
poll workers directly.

(d) Deliver voted ballots to SOE daily at
a location designated by SOE.

(e) Designate Early Voting sites thirty
(30) days prior to each Election and
notify SOE in writing of locations.

Supervisor of Elections (SOE)

(a) Prepare and provide all supplies
needed for each Early Voting site.

(b) Provide the Municipality with a list
of poll workers.

(c) Train poll workers.
(d) Provide staffing to accept voted

ballots daily at a location
designated by SOE.




Agreement with SOE - Responsibilities

Absentee Voting

Municipality

(a) Reimburse SOE for all postage costs
incurred at the current postal rate.

(b) Pay SOE for materials and handling
of each absentee ballot.

(c) Pay SOE $.10 per absentee ballot
for verifying signatures on returned
voted ballot certificates.

(d) Refer all requests for absentee
ballots to SOE.

Supervisor of Elections (SOE)

(k)

(1

Determine eligibility and compile Absentee
Ballot file.

Accept all requests for Absentee Ballots by
telephone, mail or in person.

Prepare and mail Absentee Ballots.

Deliver Absentee Ballots to the Post Office.
Receive voted Absentee Ballots.

Verify signatures on returned voted
Absentee Ballot certificates.

Prepare and open Absentee Ballots for
tabulation.

Account for all Absentee Ballots.

Notify Absentee Ballot voter and
provisional voters of the disposition of the
Canvassing Board as required by law.
Record Absentee Ballot returns to voter
history.

Conduct public testing of Logic and
Accuracy for Absentee Ballot tabulating
equipment.

Provide qualified staff to operate
tabulation equipment to count Absentee
Ballots.




Agreement with SOE - Responsibilities

Polling Places

Municipality Supervisor of Elections (SOE)
(a) Arrange for the use of an adequate (a) Provide the Municipality with a list
number of polling places. of polling places and SOE contract.

(b) Confirm polling place accessibility and
ADA compliance.

(c) Notify SOE in writing thirty (30) days
prior to election of the need for tables
and chairs if necessary.

(d) Notify SOE of polling locations to be

(b) Provide tables and chairs upon
written notice from the
Municipality when required.

used no later than noon the Friday after (c) Provide polling place supplies, i.e.
the municipal candidate qualifying signs, cones, etc.
deadline.

(e) Notify the SOE not less than 30 days
prior to the election that a polling place
will be moved to another site

(f) Notify voters, as required by law, if their
regular polling place is to be temporarily
relocated.

(d) Notify voters and the Municipality
of permanent polling place
change(s).




Agreement with SOE - Responsibilities

Precinct Supplies

Municipality

(a)
(b)

(c)

(d)

Pay SOE for precinct supplies provided.

Provide a secure place for precinct
clerks to return supplies and voted
ballots on election night.

Pay SOE for the production of Precinct
Registers.

Pay directly to the SOE’s contracted
moving company to have voting
equipment delivered and picked up from
polling place no later than the day
before the election and returned after
the election.

Supervisor of Elections (SOE)

(a)
(b)
(c)
(d)
(e)
(f)
(8)
(h)

Provide Precinct Registers for each
polling place location.

Provide Master CD compilation of
registered voters for precinct advisors.
Provide certification of registered
voters after book closing.

Prepare equipment, cabinets and
routing of voting equipment delivery.
Provide laptop computer at each
polling place.

Provide CD of voter file database for
each polling place.

Provide poll worker Clerks with cell
phones.

Provide Provisional Ballot envelopes
and affidavit forms for each polling
place.

Provide secrecy sleeves in a number
and amount appropriate for each
polling place.




Agreement with SOE - Responsibilities

Poll Workers

Municipality

Supervisor of Elections (SOE)

(a) Contact, contract with and pay poll
workers directly (using only poll workers
who are currently on the SOE list, or
individuals who have successfully
completed required training).

(b) Schedule and notify poll workers of
training classes.

(c) Reimburse SOE for expenses incurred
for delivery and pick up of equipment to
training locations.

(d) Reimburse SOE for expenses incurred in
printing training material.

(e) Reimburse SOE for expenses incurred
for trainers to train poll workers.

(f) Reimburse SOE for expenses incurred
for contracted training locations.

(a) Provide the Municipality with a list
of current poll workers.

(b) Develop poll worker training
schedule.

(c) Plan and contract for training
classes and locations.

(d) Contract with and pay trainers to
train poll workers.

(e) Provide printed training materials
for poll workers.




Agreement with SOE - Responsibilities

Election Day Support

Municipality Supervisor of Elections (SOE)
(a) Verify that all polling places are available (a) Assist in finding poll worker
to poll workers no later than 6:00 a.m. replacements if needed.

and open for voting promptly at 7:00

a.m. on Election Day. (b) Provide technical support personnel

(b) Ensure that all polling places remain as needed.
open until 7:00 p.m. or until all voters
who are in line to vote at 7:00 p.m. have (c) Provide phone bank support to
completed voting. respond to poll workers and voters

on Election Day.
(c) Reimburse SOE for all phone bank costs.




Agreement with SOE - Responsibilities

Ballot Tabulation/Counting of Election Results

Municipality

(a)

(b)

(c)

(d)

Deliver all voted ballots and other
necessary election related items to a
place designated by the SOE after the
polling places have closed on Election
Day.

Deliver all voting machine cartridges to a
place designated by the SOE after the
polling places have closed on Election
Day.

Reimburse the SOE for any staff
overtime and other expenses in relation
to the tabulation and processing of
ballots on Election Day.

Act as member of Canvassing Board.

Supervisor of Elections (SOE)

(a)

(b)

(c)

(d)

Provide technical staff and required
equipment to administer tabulation and
election results.

Assist and act, or appoint a designee to
assist and act on the SOE’s behalf, as a
member of the Municipality’s Canvassing
Board if desired by the municipality or act
as a member of the County Canvassing
Board if it canvasses the municipality’s
election, if allowed by law.

Post election results on SOE WEB site and
provide the same to Channel 20.

Provide the Municipal Clerk with unofficial
election results upon conclusion of
tabulation and canvassing of ballots cast on
Election Day.




Agreement with SOE - Responsibilities

Municipality

Post Election Day

N/A

Supervisor of Elections (SOE)

(a)

(b)

Provide the Municipal Clerk with an
official certification of election results if
allowed by law.

Store all necessary election records and
ballots until the expiration of retention
period prescribed by statutes.

Process polling place affirmation forms.
Sort, inventory, pack and store all election
materials for retention and disposition.
Notify voters of the disposition of their
Absentee or Provisional Ballots after the
determination by the Canvassing Board,
as required by law.

Respond to public records requests
regarding records kept on behalf of the
Municipality.

Record voting history for each voter who
voted on Election Day.




Agreement with SOE - Responsibilities

Audit
Municipality Supervisor of Elections (SOE)

(@) Provide that the Municipal Clerk (a) Organize precinct information to
will be responsible for the allow the Municipal Clerk to
administration of the audit. randomly select the race and

precinct(s) that shall be audited.
(b) Reimburse SOE for any staff time or
other related expenses as may result (b) Organize and prepare ballots for
from conducting the manual audit. manual audit.

(c) Provide SOE staff to conduct
manual audit.

(d) Ascertain and publically post
manual audit result to SOE WEB
Site.




Municipality

Recount

(a)

(b)
(c)

(d)
(e)

(f)

(g)

Provide that the Municipal Clerk will be
responsible for the administration of the
Recount, with support and guidance from the
SOE.

Act as a member of the Canvassing Board.
Notify the candidates of the time and date of
the Recount.

Post public notice(s) of the Recount with the
time and location.

Cause to have the Recount recorded and
minutes kept and approved by the Canvassing
Board.

Review with the Canvassing Board and the
counting teams the statutes and rules of the

Division of Elections, specifically Rule 15-2.031.

Recount Procedures; and Rule 15-2.027.
Standards for Determining Voter’s Choice on a
Ballot. (Refer to pages 262-270)

Reimburse the SOE for all staff
salaries/overtime, facility and other expenses
required to conduct the Recount.

Agreement with SOE - Responsibilities

Supervisor of Elections (SOE)

(a)
(b)

(c)
(d)

(f)

Post public notice(s) of the Recount
with the time and location.

Test tabulating equipment as
required by Sec. 101.5612, Florida
Statues.

provide counting teams for
examining out stacked ballots.
Prepare and organize ballots for
Recount processing.

(e) Tabulate ballots and provide

professional staff for equipment
operations.

Provide official certification as
determined by the Canvassing
Board.




Agreement with SOE - Responsibilities

Costs

ABSENTEE BALLOTS: $4.72 Cost per AB (There might be a slight increase due to
postage)

MUNICIPAL PACKAGE: $2,407 Cost per Municipal

PRECINCT SERVICES: $159.40 Cost per precinct

Reminder:

The Agreement is required to be approved by Resolution or Ordinance. A copy of the
adopted Resolution or Ordinance and the executed Agreement must be returned to
the SOE no later than January 1%t of each year.



Time Line, Pre-Election

November
(120 days prior to Election)

Prepare Resolution appointing the SOE as an additional member or issue a
letter to SOE regarding the composition of your Canvassing Board. (Highly

recommend including appointment of alternates.)

The makeup of your Canvassing Board must be in accordance to your City

Charter and the SOE contract.

Prepare legal notices, advertisements, and form DS-DE 104, Candidate

Petition Form, for Alternative Method of Qualifying.

Must be in accordance with your
Charter/Code of Ordinances.

Note: All “DS-DE” forms can be downloaded from the State Elections website
at http://election.dos.state.fl.us/.

34



Time Line, Pre-Election

December
(90 days prior to election)

Mail out polling location agreement forms. Flag your calendar for two
weeks after mailing to follow up with polling site request.

Prepare Candidate Packets

Hire Poll Workers (make sure they are available for both election and run-
off). Notify each of assigned precinct and location, and training schedule.

35



Time Line, Pre-Election

January
(60 days prior to election)

Email Notice of Election and Qualifying ad to English and Spanish
Newspapers (F.S. 100.021). Palm Beach Post at |legals@pbpost.com and el
Latino at uzal@msn.com (translates ad for you). Notice must be published
twice within the 30 days prior to qualifying.

Post election information on your municipal website. (Post the ad regarding
Notice of Election and Qualifying Information).

Send notice of annexation or de-annexation to SOE. (SOE will provide
deadline date.)

Candidate to file under Petition Process, deadline 12-31-13 (F.S. 99.095).
Resign-to-Run, deadline 01-17-14 (F.S. 99.012(3)).
Qualifying Begins at Noon on 01-28-14 (Laws of Florida, Chapter 83.498).

Send SOE list of Poll Workers and assigned Precinct. Email poll worker
training list to the SOE office to Cindy Lugo at Cindy@pbcelections.org.

36
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Time Line, Pre-Election

February
(30 days prior to election)

Ballot Question (Referendum) deadline [anticipated to be 2/7/14) to be
provided by SOE. (F.S. 100.342 mandates 30-day notice prior to election,
published 5" and 3" weeks)

Voter Registration Books Close on 02-10-14 (F.S. 97.055).

Qualifying Ends at Noon on 02-11-14 (Laws of Florida, Chapter 83-498).
Also, contribution deadline for unopposed candidates at midnight.

Mail letter to SOE regarding qualified candidates, include Loyalty Oath
(Form DS-DE 25) and final ballot wording. (Deadline 02-14-14 no later than
5:00 p.m.).

Proof Ballot immediately upon receipt and return to SOE.

Advise SOE number of ballots to print for your election.

37



Time Line, Pre-Election

February
(30 days prior to election)

Publish and post on website sample ballot and notice of election in English
and Spanish newspapers once prior to the election (F.S. 101.20). Be
prepared for a run-off if there are 3 or more candidates in a seat.

Prepare and submit State Assessment Fee (Form 005) to Florida Elections
Commission (F.S. 99.093).

Send current boundaries to Jodi Bradley in a shape file.

Arrange escort/transportation with Police/Sheriff regarding the return of
ballots, cartridges, etc. to SOE the night of election.

Verify all ads published correctly since tear sheets are 1 to 2 weeks after
publication.
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Time Line, Pre-Election

February continued
(30 days prior to election)

Canvassing Board to attend L&A (Logic and Accuracy) Test — Per SOE
Contract. Date to be determined by SOE.

Follow up on outstanding polling location agreements.
Should the SOE hold a Candidate Workshop, advise your candidates.
Voter Registration Books Close for Run-Off on 02-24-14 (F.S. 97.055).

Deadline for Candidates to submit Poll Watcher names, Noon on 02-25-
2014. Immediately submit poll watcher names and addresses to SOE for
verification. Deadline to approve Poll Watchers and advise candidate/poll
watchers is 03-04-14. (F.S. 101.131(2)) Prepare and provide Poll Worker
name badges.
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Time Line, Pre-Election

February continued
(30 days prior to election)

Publish and post on website temporary polling location changes in English
and Spanish newspapers. (F.S. 101.71(2)) Publish at least once no more
than 30 days, no fewer than 7 days, prior to Election.

Deadline to mail temporary polling location change notice, in English and
Spanish, to voters. February 25, 2014. (F.S. 101.71) Notice shall be mailed
at least 14 days prior to election.
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Time Line, Pre-Election

March

Contribution deadline for opposed candidates March 6, 2014 at midnight.
Verify delivery of voting equipment to each precinct.

Prepare supplies for Clerks, such as: scratch pads, paper clips, scissors,
etc.

Pick up Clerk bags from SOE date to be determined by SOE.

Arrange for Precinct clerks to pick up county bags and supplies from your
office.

Canvassing Board must attend Canvassing Board meeting called by the
SOE to canvass absentee ballots.

Retrieve CD of Voter Registration list from assigned location, provide to
Precinct Advisor or Clerk.

Download Precinct add-on sheets from SOE, provide to Clerk or deliver
prior to polls opening on election day.

Email final Poll Worker list to SOE.
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Time Line, Election Day

March

March 11, 2014 Election Day. Canvassing Board must be present at SOE
office after polls close to canvass any questionable provisional and/or
absentee ballots and tabulation of the ballots.

Contact winners to advise date and time for administering Oath of Office.
Prepare Oaths of Office and Certificates for newly elected officials.

Process payment for poll workers and polling locations.

Canvassing Board must attend Post Election Audit meeting called by the
SOE to audit the results of your election.
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Time Line, Run-Off

March Run-Off

Notify Poll Workers.

Notify Polling Locations.

Advertise Sample Ballot.

Canvassing Board to attend L&A testing scheduled by SOE.
Pick up of election supplies.

Canvassing Board must attend Canvassing Board meeting called by the
SOE to canvass absentee ballots.

Run-Off 03-25-2014. Canvassing Board must be present at SOE office after
polls close to canvass any questionable and/or absentee ballots.

Canvassing Board must attend Post Election Audit meeting called by the
SOE to audit the results of your election.
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Time Line, Post-Election

Close Out

Prepare Oaths of Office and Certificates for newly elected officials.
Process payment for poll workers and polling locations.
Administer Oath of Office and provided Certificate of Election.
Schedule Orientation of newly elected officials.

Forward original Form 1 of newly elected officials to SOE or have elected
official fill out a new Form 1 and submit to SOE.

Advise defeated incumbent candidates to file Form 1F within 30 days of
leaving their elected office.

Send termination report reminders to unopposed, opposed, and run-off
candidates. 44



Important Dates

2014 IMPORTANT FIECTION DATES

DATE/TIME

EVENT

REFERENCE(S)

Between 12/29/2013 and 01/27/14

Publish Notice of Election in English and
Spanish (2 dates within the 30 days prior to
qualifying)

F.5.100.021

.... During the 30 days prior to the beginning
of qualifying, the Department of State shall
have the notice published two times in a
newspaper of general circulation in each
county; ...

Friday, January 10, 2014

Treasurer's Report [M] Due 5:00 pm.
Cover Period from Appointment of Treasurer
Form was Filed or 12/01/13 Through
12/31/13

F.5.106.07(1)

Each campaing treasurer ... shall file regular
reports ... shall be filed on the 10th day
following the end of each calendar month ...

TBD by SOE

Deadline for Annexation submittal

Friday, January 17, 2014

Last day to submit Resign to Run (at least 10
days prior to 1st day of qualifying)

F.5.99.012(3)

{c) The written resignation must be submitted
at least 10 days prior to the first day of
qualifying for the office he or she infends to
seek.

Tuesday, January 28, 2014

ualifving Opens at 12:00 Noon
ying Up

.\Laws of Florida -
Chapter 83498

TBD by SOE

Ballot Question Deadline to SOE. Noon
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Important Dates

2014 IMPORTANT ETECTION DATES

DATE/TIME

EVENT

REFERENCE(S)

Monday, February 10, 2014

Treasurer's Report [M] due by 5:00 p.m.
Cover period 01-01-2014 thru 01-31-2014

F.S. 106.07(1)

Each campaing treasurer ..__shall file regular
reports ... shall be filed on the 10th day
following the end of each calendar month ...

Monday, February 10, 2014 Voter Registration Books Close (29 days F.5.97.055 The registration books must be closed on the
prior to Election) 20th day before each election.
Tuesday, February 11, 2014 Qualifying Ends at 12:00 Noon ..\Laws of Florida -

Chapter 83498

Tuesday, February 11, 2014

Contribution Deadline for Unopposed
Candidates

F.S. 106.08(3)

{(b) Any contribution received by a candidate
or by the campaign treasurer or a deputy
campaign treasurer of a candidate after the date
at which the candidate withdraws his or her
candidacy, or_after the date the candidate is
defeated. becomes unopposed. or is elected to
office must be returned to the person or
committee contributing it and may not be used
or expended by or on behalf of the candidate.

ASAP

Process payment for State Assessment Fee(s)
- Deadline is Thursday. March 13. 2014

F.5.99.093 Within 30
days after the close of
qualifying. the qualifying
officer shall forward all
assessments collected
pursuant to this section to
the Florida Elections
Commission for deposit
in the Elections
Commission Trust Fund.

Florida Elections Commission, 107 West
Gaines Street, The Collins Building, Suite 224,
Tallahassee, FL 32390-1050
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Important Dates

2014 INMPORTANT FIECTION DATES

DATE/TIME

EVENT

REFERENCE(S)

Friday. February 14, 2014

Treasurer's Report [25th] due by 5:00 pm.
Cover period 02-01-2014 thru 02-07-2014

F.S. 106.07(1)(b) and
(2)(@)(1)

(1)(b) Any other candidate ... required to file
reports with a filing officer other than the
division must file reports.... The 4th day
immediately preceding the general election.
with additional reports due on the 25th and
11th days before the ... general election.
@)@ 1) ... Reports ... must contain
information on all previously unreported
contributions received and expenditures made
as of the preceding Friday. ...

Friday, February 14, 2014

Deadline to submit Candidate Names to
SOE by 5:00 p.m.

Email to Tony Enos at
tony@pbcelections. org

ASAP Publish "Notice to Voters” and Sample F.5.101.20 Upon completion of the list of qualified
Ballot in English and Spanish (must be prior candidates. a sample ballot shall be published
to Election) by the supervisor of elections in a newspaper
of general circulation in the county, prior to the
day of election.
TBD by SOE Attend L&A Testing

Monday, February 24, 2014

Book Closing for Run-Off Election

F.S. 97.055

The registration books must be closed on the
20th dav before each election.

5]
h

Tuesday, February 25, 2014

Noon, Deadline for Candidates to Submit
Poll Room Watcher Names

F.S.101.131(2)

candidate requesting to have poll watchers
shall designate, in writing to the supervisors of
elections, on a form prescribed by the division,
before noon of the second Tuesday preceding
the election.

Friday, February 28, 2014

Treasurer's Report [11th] due 5:00 p.m.
Cover period 02-08-2014 thru 02-21-2014

(1)(b) Any other candidate ._. required to file
reports with a filing officer other than the
division must file reports.... The 4th day
immediately preceding the general election,
with additional reports due on the 25th and
11th days before the ... general election.
)a@y1) -.... Reports ... must contain
information on all previously unreported
contributions received and expenditures made
as of the preceding Fridav. ...
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Important Dates

2014 INPORTANT FTFCTION DATES

DATE/TIME

EVENT

REFERENCE(S)

Tuesday, March 04, 2014

Deadline to verify Poll Watchers

F.5.101.31(2)

poll watchers for polling rooms shall be
approved by the supervisor of elections on or
before the Tuesday before the election.

Thursday, March 06, 2014

Contribution Deadline @ Midnight (General
Election)

F.S. 106.08(3)

Any contribution received by a candidate with
opposition in an election or by the campaign
treasurer or a deputy campaign treasurer of
such a candidate on the day of that election or
less than 5 days prior to the day of that election
must be returned.

Friday, March 07, 2014

Treasurer's Report [4th] due 5:00 pm.
Cover Period 02-22-2014 thru 03-06-2014

F.S. 106.07(1)(b) and
106.07(2)(a)1

(1)(b) Any other candidate ... required to file
reports with a filing officer other than the
division must file reports.... The 4th day
immediately preceding the general election.
with additional reports due on the 25th and
11th days before the ... general election.
(2)(a)(1) .....Reports ... ... except that the
report filed on the Friday immediately
preceding the election must contain
informartion on all previously unreported
contributions received and expenditures
made as of the dav preceding that
designated due date: ...

Tuesdav, March 11, 2014

ELECTION DAY

48



Important Dates

2004 INPORTANT FIECTION DATES

DATE/TIME EVENT REFERENCE(S)
ASAP Publish Run-Off Sample Ballor in English
and Spanish

Thursday, March 13, 2014

Deadline to submit State Assessment Fee(s)

F.S.99.003

Within 30 days after the close of qualifying,
the qualifying officer shall forward all
assessments collected pursuant to this section
to the Florida Elections Commission for
deposit in the Elections Commission Trust
Fund.

Thursday, March 20, 2014

Contriburion Deadline (@ Midnight (Run-
Off Election)

F.S. 106.08(3)

Any contribution received by a candidate with
opposition in an election or by the campaign
treasurer or a deputy campaign treasurer of
such a candidate on the day of that election or
less than 5 days prior to the day of that election
must be returned.

Friday, March 21, 2014

Run-off Treasurer's Reports [4th] Due 5:00
p.m. Covers period 03-07-2014 thmu 03-20-
2014

F.S. 106.07(1)(b) and
106.07(2)(a)1

(1)(b) Any other candidate ... required to file
reports with a filing officer other than the
drvision must file reports.... The 4th day
immediately preceding the general election.
with additional reports due on the 25th and
11th days before the ... general election.
(2)(a)(1) ..... Reports ... ...... except that the
report filed on the Fridav immediately
preceding the election must contain
information on all previously unreported
contributions received and expenditures
made as of the dav preceding that
designated due date: .

Tuesdayv, March 25, 2014

RUN-OFF ELECTION
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Important Dates

2014 IMPORTANT FTECTION DATFES

DATE/TIME

EVENT

REFERENCE(S)

Monday, April 28, 2014

Deadline to send Termination Reminder
Letters to Unopposed Candidates

F.S. 106.141(7XDb)

The filing officer shall notify each candidate at
least 14 days before the date the report is due.

Monday., May 12, 2014

Unopposed Candidates - Final (20 day)
Treasurer's Report [TR] due by 5:00 pm.
Covers period from 03-21-14 thru 5/12/14 or
the date submitted

F.S. 106.07(1)(c)

Following the last day of qualifying for office.
any unopposed candidate need only file a
report within 90 days after the date such
candidate became unopposed. Such report shall
contain all previously unreported contributions
and expenditures as required by this section
and shall reflect disposition of funds as
required by s. 106.141.

Monday, May 16, 2014, CAUTION
-THIS IS A HOLIDAY

Deadline to send Termination Reminder
Letters to Opposed Candidates

F.S. 106.141(7)b)

The filing officer shall notify each candidate at
least 14 davs before the date the report is due.

Monday, June 09, 2014

Deadline to send Termination Reminder to
Run-Off Candidates

same as above

Same as above.

Monday, June 09, 2014

Opposed Candidates - Final (90 day)
Treasurer's Report (TR) due 5:00 pm.
Covers 03-07-2014 thru 06-9-2014

F.5.106.141(1)

Each candidate who withdraws his or her
candidacy, becomes an unopposed candidate,
or is eliminated as a candidate or elected to
office shall, within 20 days. dispose of the
funds on deposit in his or her campaign
account and file a report reflecting the
disposition of all remaining funds. Such
candidate shall not accept any contributions.
nor shall any person accept contributions on
behalf of such candidate. after the candidate
withdraws his or her candidacy. becomes
unopposed, or is eliminated or elected.

Monday, June 23, 2014

Run-off Candidates - Final (20 day)
Treasurer's Reports (TR) Due 5:00 p.m.
Covers period 03-21-2014 thru 06-23-2014

same as above

Same as above.
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Important Dates — How to Calculate

If your municipal election is held outside the Uniform
Election date (second Tuesday in March), you can easily
calculate your election calendar / timeline by using the
date of your election and accessing the below website:

http://www.timeanddate.com/date/dateadd.html
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Legal Notices

LANGUAGE REQUIREMENTS

The Voting Rights Act (VRA) of 1965, and expanded in 1975, requires states and
counties with substantial populations of those protected language minorities
(American Indians, Asian Americans, Alaskan Natives, and citizens of Spanish Heritage)
to provide ballot and election materials in languages other than English.

Although the bilingual ballot provisions like other parts of the VRA were originally
intended to be temporary remedies, they renewed in 1982, 1992, and again in 2006
for another 25 years.

Eleven counties in Florida, including Palm Beach, are required to provide Spanish-
language ballots, including Spanish-language advertisements, because of their
Hispanic populations. The counties must also have at least one Spanish-speaking poll
worker to provide assistance to voters and conduct bi-lingual voter education.



Legal Notices

NOTICE OF QUALIFYING
AND ELECTION

F.S. 100.021 Notice of general election.—The
Department of State shall, in any year in which a
general election is held, make out a notice stating
what offices and vacancies are to be filled at the
general election in the state, and in each county and
district thereof. During the 30 days prior to the
beginning of qualifying, the Department of State
shall have the notice published two times in a
newspaper of general circulation in each county;
and, in counties in which there is no newspaper of
general circulation, it shall send to the sheriff a
notice of the offices and vacancies to be filled at such
general election by the qualified voters of the
sheriff’s county or any district thereof, and the sheriff
shall have at least five copies of the notice posted in
conspicuous places in the county.

LEGAL NOTICE
NOTICE OF GENERAL ELECTION

MNotice is hereby given that the City of Belle Glade, Florida, wall hold its General Election on
Tuesday, Warch 13, 2012, between the hours of 7:00 am. and 7:00 p.m. for the purpose of
electing three comrnissioners, each for a term of three (3 years. There will be one cotnrnissioner
elected representing Seat “C™, one comnissioner elected representing Seat “D7, and one
comunissioner elected representing Seat “E”. Candidates must be a qualified elector of the City
of B elle Glade forat 1east siz (6} months prior to the beginning of qualifying,

The first day for qualifying beging Jatary 31, 2012, at noon, and the final day for qualifying iz
February 14, 2012, at noon. Candidates must le in person with the City Clerkat City Hall, 110
Dr. Martin Luther King, Jr. Blwd, West, Belle Glade, Flonda, during regular office hours
(Monday through Thursday, 7:30 am. to 6:30 pm.) until said date and time Each candidate
shall be woted upon by the electorate at large.

Registered woters in Precincts 6016, 6018, 6020, 6026, 6028, 6029 and 6030 are qualified to wote
in thig election. To qualifiyasa registered voter for this General Election, you must register with
the Palm B each County Sup ervisor of Elections by February 13, 2012,

I the event that no candidate receives a majority of the wotes cast for the particolar office that
auch candidate seeks in this paticular election, a Run-Off Election shall be held on Tuesday,
March 27, 2012, between the two candidates who receive the largest number of votes for that
particular seat. To qualify as a registered woter for the Run-Off Election, you must register with
the Palm B each Counity Sup ervisor of Elections by February 27, 2012,

CITY OF BELLE GLADE
DERBRAER. BUFF, CMC
CITY CLERE/SUPERVISOR OF ELECTIONS

PUBLISH: The Sm; January 5 and 19, 2012
The Palm Beach Fost, Jaruary 5 and 19, 2012
The elLatino, Jannary 6 and 20, 2012



Legal Notices

rs. 10120 Publication of
ba"Ot form; sample ballots.—(1) Two

sample ballots shall be furnished to each
polling place by the officer whose duty it is to
provide official ballots. The sample ballots shall
be in the form of the official ballot as it will
appear at that polling place on election day.
Sample ballots shall be open to inspection by
all electors in any election, and a sufficient
number of reduced-size ballots may be
furnished to election officials so that one may
be given to any elector desiring same.

(2) Upon completion of the list of qualified
candidates, a sample ballot shall be published
by the supervisor of elections in a newspaper
of general circulation in the county, prior to
the day of election. If the county has an
addressograph or equivalent system for mailing
to registered electors, a sample ballot may be
mailed to each registered elector or to each
household in which there is a registered
elector, in lieu of publication, at least 7 days
prior to any election.

SAMPLE BALLOT - MUESTRA DE BOLETA

CRFICIALBALLOT

11, e wtee poiceu.

YOUR POLUNG LOCATION is listed on your Yoter ID Card. You must notify the Elections Office if you m ove from the address
listed on your Yoter 1D Card. |1 you are unzure of the polling locstion of your newP recinct, call 561-656-6200.
The polls are open from 7:00 A.M to 7:00 P. M. on Election Day.
SU CENTRO ELE CTOR &L egté nombrado en su Tatjeta de [dentiicacidn Electorsl. Tendré gue informar & la Oficina de
Eleccones g =& muda de |adirecoidn nombrada en su Tateta de | dentificacidn Electorsl. Sino esta seguro del lugar donde
dehe votar en su nuevo distrito electoral, llame &l S61-696-6200.
LAZ URNAS ESTAN ABIERTAS DELAS T AM A LAS 7 PMEL DIA DE LAS ELECCIONES.

CURRENT AND %ALID PICTURE AMD SIGNATURE ID 1S REQUIRED when you goto vour polling place to vote. Each eledor
Igrle uged Lo ppage%? gilérent and walicd Florica Driver's License, & Florids Identification Card, or any other acceptable picture
isted under F.5.101.043.

SE RE GUIERE IDEMTIFIC ACION YALIDA Y MGENTE CON SU FOTOGRAF &Y FIRMA cuanda usted va a los centros de
wotadion @ emitiv su voto. Cada eledor debera presentar la licendia de conducir de la Florida, Taieta de identificacion de la
Florida walida v vigerte o cuslguier ofra identificacion con foto aceptable bajo | lista del FS 101 43




Legal Notices

PUBLICNOTICE

2012 GENERAL CITY ELECTION

TO: ALLREGISTERED VOTERS OF THE CITY OF BELLE GLADE

Watting time will be reduced 1f you bring your current and walid picture identification
bearing your signature to the polls on Election Day - Tuesday, BMarch 13, 2012 and, ifa
Fun-Off iz necegzary, on March 27, 2012, However, all registered woters will be
penmnitted to vote, even if you fail to bing proper identification, by casting a Prowisional
Ballat.

Only those qualified registered voters living within the corporate limits of the City of
Belle Glade, who are registered in Precinct 6016, 6018, 6020, 6026, 6028, 6029, or 6030,
may vote 1n Belle Glade City elections. Voters shall cast their wote at their designated
precinct being one of the following locations: Belle Glade Flementary School, Belle
Glade Flks Lodge, Boys & Girls Club, or Lake Shore Civic Center. Pleaze check your
voter’ ¢ registration card for the location of your precinet.

CITY OF BELLE GLADE

DEBERA E. BUFF, CRC
CITY CLERE/SUPERVIEOR OF ELECTIONS

PUB LISH: «
The Sun — March 8, 2012 $

The Paltn Beach Post — IWlarch 9, 2012
elLating —harch @, 2012

Notice to Voters

Sample




Legal Notices

Notice of Election/Precinct/Absentee Voting Sample

ATTENTION:
BELLE GLADE REGISTERED VOTERS

The City of Belle Glade’s March 13, 2012 Election, to fill two City Commission Seats, is soon
approaching. Only those qualified registered voters living within the corporate limits of the City of
Belle Glade, who are registered in Precinct 6016, 6018, 6020, 6026, 6028, 6029, or 6030, may vote
in City elections.

If you are not able to go to the polls on election day to cast your ballot, you may obtain an absentee
ballot at the Palm Beach County’s Glades Office Building located on the 2*! Floor at 2976 St
Road 15 (comer of North Main and State Road 80) in Belle Glade, or you, or someone designal
the voter, may request an absentee ballot from the Palm Beach County Supervisor cCtNafs
office, in person, by mail, on-line at www.pbcelections.org, or by calling (toll free) 1-804- 321.
Remember to bring current and valid picture and signature identification, suc 's license,
or some form of photo identification bearing your photo and signature, o not have a
photo/signature 1D, you will be required to vote a provigional ballot. O_

NS

CITY OF BELLE GLADE %
DEBRA R. BUFF, CMC, CITY CLERK/SUPERVISOR E

PUBLISH: The Sun - February 23, 2012
The Palm Beach Post - Fehruary 23, 2012
elLatino— February 24, 2012




Legal Notices

Special Elections or Referendums

F.S. 100.151 Special elections called by local governing bodies, notice. County
commissioners or the governing authority of a municipality shall not call any special
election until notice is given to the supervisor of elections and his or her consent
obtained as to a date when the registration books can be available.

F.S. 100.191 General election laws applicable to special elections; returns. All laws that
are applicable to general elections are applicable to special elections or special primary
elections to fill a vacancy in office or nomination.

F.S. 100.342 Notice of special election or referendum. In any special election or
referendum not otherwise provided for there shall be at least 30 days’ notice of the
election or referendum by publication in a newspaper of general circulation in the county,
district, or municipality, as the case may be. The publication shall be made at least
twice, once in the fifth week and once in the third week prior to the week in which
the election or referendum is to be held. If there is no newspaper of general circulation
in the county, district, or municipality, the notice shall be posted in no less than five places
within the territorial limits of the county, district, or municipality.




Polling Location(s)

Acquire signed Polling Location Agreement(s) as soon as possible. (Sample cover
letter and Agreement on next slides.)

Include Run-off date, if applicable.

Must be able to access Polling Location(s) before and after the Election(s) for
delivery and pick up of equipment and no later than 6 a.m. on day of Election(s).

Be sure to obtain Polling Location emergency contact person’s name and contact
numbers.



Polling Location(s)

RE: MUNICIPAL GENERAL ELECTION — TUESDAY, [Insert date of Election]

POLLING PLACE HOURS - 6:00 a.m. until approximately 8:00 p.m. Sa m ple Cove r Letter

Dear Representatives of Polling Places:

The Palm Beach County Supervisor of Elections informs me that all polling locations have agreed to provide their building for all
elections that will be held by the Town or the County. Therefore, | am writing to request the use of your building for the March
Municipal Election. In addition, | would like to thank you in advance for your cooperation and assistance!

Please find attached a “Polling Location Agreement” for the Town of Juno Beach Municipal Election that is scheduled for
Tuesday, March 13, 2012. This agreement states that the polling place (your facility) must be open by 6:00 a.m. so that poll

workers can set up for the election. Your facility will be needed until closing of the polling place about 8:00 p.m. on Election
Day.

Enclosed is a Polling Location Agreement. Please complete this Agreement and return to me as soon as possible using the
enclosed self-addressed stamped envelope.

The Qualifying and Filing Period for the election begins at 12:00 Noon on Tuesday, January 31, 2012 and closes at 12:00 Noon
on Tuesday, February 14, 2012. | will not know until qualifying ends if there will definitely be an election. Therefore, at the end
of the filing period, my office will contact you immediately if there will or will not be an election. In the meantime, until the
filing period closes on February 14th, we must continue to plan for the election.

If you have any questions, please call me immediately (656-0316), as we are depending upon the use of your facility for our
March 13, 2012 Municipal Election. As always, thank you for your cooperation and assistance.

Sincerely,



Polling Location(s)

CITY OF BELLE GLADE PRECINCT {8): 6016 & 6020
POLLING LOCATION AGREEMENT FORM

This A t, daed this day of 220, by and heiween the City of Belle Glade, and the owner of the
Polling Place ocated at:

Belle Glade Elementary School 500 MW Avenne L, Belle Glade, FL 33430

Name of Facility Folling Location Street Address, City and Zip Code

The Owner agrees:
+  To provide a Polling Plce for hoMing the follow ing Elections: General Eleciion ... March 13, 2012
Run-Off Ekction ... March 27, 2012

+ To provide the follvwing ftems from 6:00 am. il all closing procedures required by the Florida Statwes io he
performed by the Election Board are compleied:

Chairs for Election Workers YES NO Number of chairs available:
Tahles for Elex tion Workers YES NO Size of tables arailable:
Resiroom Facilities Availible YES NO Afr Cond itioning/Heating YES NO

+  Toprovide access to the Polling Place on election day by one of the following means:
YES NO Owner will open Polling Phce NO LATER THAN 6:00 a.m. on Election Day.
YES NO  Owner willprovide the Precinet Clerk with a key te the premises prior to Election Day.

STATEMENT OF INDEMMITY: The City of Belle Glade shall be responsible for damages, as found legally lisble for and to the
extent permitted by law, arising out of inj iy or damage to persors or prope riy directly cansed bir or resulting fiom the sole neglizence
of the City of Belle Glade or any of its afficers or eraployees. Nothing in this provision shall constitate as a wanver of sovereign
irorenmity,

1 4GREE TO THE ABOVE CONDITIONS AND WILL MAKE MY FACILITY AVAILARLE TOTHE CITY OF BELLE GLADE
ON THE DATES [NDICATED ABOVE.

Sample Polling Location Agreement

SIGHATURE FRINT NAME TITLE TELEFHOME DATE

WAILING ADDRESS (INCLUDE CITY, STATE, &ND ZIF COLE)

EMAIL
45 TO THE CITY:
SIGHATURE PRINT NAME TITLE TELEFHCHE DATE
110 Dr. Ihrtin Luther King, Jr. Brad.,, West, Belle Glade, FL 33430
MAILING ADDRESS (INCLUDE CITY, STATE, AND ZIF CODE)
Dehra B Buff’ CityClerk 561-006.0100, ext. 114 dbuffifbelleglade-fl.com 561-003-141%
Cityof Belle Glade Contact Title Telephone Eraal Fax

To provide access to the premises or delvery and pickup of voting eguiprnent before and after each Election, pleas: poide the days
and hours facility is open:

Maree and tele phone wrbe rof contact person at Polling Place on Election Day:

Harme and tele phone narmber of contact person in case of i

Twno alternate contacts (Marme & Telephone):




Polling Location(s)

Polling Location Change:

WITH ADVANCED NOTICE — F.S. 101.71(2) ........ When any supervisor moves any polling
place pursuant to this subsection, the supervisor shall, not more than 30 days or
fewer than 7 days prior to the holding of an election, give notice of the change of the
polling place for the precinct involved, with clear description of the voting place to
which changed, at least once in a newspaper of general circulation in the county and
on the supervisor of elections’ website. A notice of the change of the polling place
involved shall be mailed, at least 14 days prior to an election, to each registered
elector or to each household in which there is a registered elector.

NO NOTICE — EMERGENCY —F.S. 101.71(3) In cases of emergency and when time does
not permit compliance with subsection (2), the supervisor of elections shall designate
a new polling place which shall be accessible to the public on election day and shall
cause a notice to be posted at the old polling place advising the electors of the
location of the new polling place.




Polling Location(s)

Florida Americans With Disabilities Accessibility
Implementation Act

All Polling Places must comply with the Florida Americans With Disabilities
Accessibility Implementation Act, ss. 553.501-553.513 (F.S. 101.715).

Elements of the Act Include: Accessible Route, Space Allowance and Reach Ranges,
Protruding Objects, Ground and Floor Surfaces, Parking and Passenger Loading Zones,
Curb Ramps, Ramps, Stairs, Elevators, Platform Lifts, Doors, Entrances, Path of Egress,
Controls and Operating mechanisms, signage.

FL Department of State ADA Survey Checklist. Can be downloaded at
http://election.dos.state.fl.us/rules/adopted-rules/pdf/adasurvey.pdf.
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Polling Location(s)

State Division of Elections Rule 15-2.035 Polling
Place Accessibility Survey

“ADA POLLING PLACE SURVEY CHECKLIST”

This survey is a tool to aid county supervisors of elections in determining if particular
polling places are accessible and usable by people with disabilities as required by
section 101.715 of the Florida Statutes.

http://election.dos.state.fl.us/rules/adopted-rules/pdf/adasurvey.pdf
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Polling Location(s)

Polling Locations in Public Facilities

F.S. 102.031(3)(a) No person may enter any polling room or polling place where the
polling place is also a polling room or any early voting area during voting hours.

The restriction in this subsection does not apply where the polling room is in an area
commonly traversed by the public in order to gain access to businesses or home or in
an area traditionally utilized as a public area for discussion.



Polling Location(s)

No-Solicitation Zone

* No person or group may solicit voters inside the polling place

* No person or group may solicit voters within 100 feet of the entrance to the
polling place or early voting site

* Before the polls open, the clerk shall designate the no-solicitation zone and mark
boundaries

The words “solicit” and “solicitation” include such things as: Asking someone for
his or her vote; Offering to provide someone assistance to vote; Asking for
someone’s opinion; Asking for a contribution; Distributing any political or
campaign material or handout; Conducting a poll [note exception below];
Asking someone for his or her signature on a petition; or Selling any type of
item.



Polling Location(s)

No-Solicitation Zone continued

The only exception to the no-solicitation law is for exit polling which media
or others may conduct. They may approach voters only after voters leave the
polling place.

The supervisor of elections or the clerk may take any reasonable action to
ensure order is maintained at the polling place. That means, if necessary,
having law enforcement officers remove disruptive persons from either the
polling room or from the no-solicitation zone.



Polling Location(s)

 Visit all Polling Locations Prior to the Election

* Make Sure Equipment is Delivered (it is usually
delivered a couple days before the election date)

 Emergency Contact Number for Polling Location



Polling Location(s)

Who IS allowed in the polling room?

(Sections 101.051, 102.031(3), Fla. Stat.)

While the polls are open, the only persons allowed in the polling room on Election Day or
during the early voting period are:

e Poll workers

* The supervisor of elections or deputy supervisor of elections

* Voters

* A person (such as an elderly person or a child) in the care of a voter

* A person caring for a voter or assisting a voter (for example, someone assisting a voter
who cannot read or does not speak English or assisting an elderly person or a person
with disabilities)

* A person who is helping with or participating in a simulated election for minors which
has been approved by the supervisor of elections (for example, the Kids Voting
program)

e Poll watchers approved by the supervisor of elections
* Election observers appointed by the Department of State

 The publicis allowed to enter the polling room and watch the procedures before the
polls open and after the polls close and all voters have cast their ballots.



Polling Location(s)

Who IS NOT allowed in the polling room?

(Section 102.031, Fla. Stat.)

While the polls are open, the following persons or activities are not allowed in the
polling room on Election Day or during the early voting period:

e Candidates are not allowed in the polling room except to vote.
* Members of the media are not allowed in the polling room except to vote.

* Law enforcement officers or emergency service personnel in a capacity other than
as voter unless permitted by the clerk or a majority of the Election Board.

* No photography by any means is allowed in the polling room or early voting area.

If the polling room is in a location commonly used by the public to gain access to
businesses or homes (such as the lobby of a condominium) or in an area traditionally
used as public area for discussion (such as a mall), there may be other people traveling
through the polling area. However, care should be taken that these people do not
interfere with the voting process.



Election (Poll) Workers

F.S. 102.014(1) governs Poll Worker recruitment and training, and is performed by the
County SOE.

The SOE will provide names of Poll Workers who have successfully completed the
required training.

It is the responsibility of the municipality to contact, contract, schedule and notify of
training classes, and pay for poll workers for municipal elections.

You must obtain a W9 Form from each Poll Worker for payroll purposes. This form can
be downloaded at http://www.irs.gov/pub/irs-pdf/fw9.pdf.
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Election (Poll) Workers

Additionally, F. S. 119.071(5)(a)2.a.
governs “An agency may not collect an
individual’s social security number unless
the agency has stated in writing the
purpose for its collection and unless it is:

(1) Specifically authorized by law to do
so; or

(I1) Imperative for the performance of
that agency’s duties and responsibilities
as prescribed by law.”

This paragraph is subject to the Open
Government Sunset Review Act in
accordance with s. 119.15, and shall
stand repealed on October 2, 2016,
unless reviewed and saved from repeal
through reenactment by the Legislature.

Commissioners

Steve B. Wilzon
Mapor

Mary 5, Kendall
Vice M jor

Gwerdohym 1L, Asia-Hdley
Treasurer

Michael C. Martin

Shelly S, Miller

Lomax Harrelle
Gty Manager

Tel: 561-936-0100
Fax;  561-993-1814

vy, belleglade-fl.com

Office ofthe City Clerk

Please sign and return this form

C]ty of Belle Glade |[to your Clerk, which will be

submitted with Timesheet.

NOTICE REGARDING THE COLLECTION AND USE
OF YOUR SOCIAL SECURITY NUMBER BY
THE CITY OF BELLE GLADE,FLORIDA

March 13, 2012
Subject: Social Secwrity Number Usage
Dear Election Worker:

Pursuant to subparagraph 119 071(3)(2)2 .4, FLORIDA STATUTES, the City of
Belle Glade iz providing you with the following statement as a reslt of the
City’ srequest for your 3 ocial Secwrity Mumber. ¥Vour Social Security Number is
heing collected by the City either becausze such request is specificaly authorized
by Law or its use is imperative to the performance of the City’s duties and
responsibilities under Law. Youw Social Security Number will not be used for
atyy puapose other than as provided below:

THE CITY OF BEELLE GLADE, FLORIDA, COLLECTS VOUR B0OCIAL
BECURITY  WUMBER FOR THE  FOLLOWING  FURPOSES:
CLAISIFICATION OF ACCOUNTS, IDENTIFICATION AND
VERIFICATION; CREDIT WORTHINESS, EILLING AND PAYMENTSY,
DATA COLLECTION, RECONCILIATION; TRACKING; BENEFIT
PROCESSING, AND TAX REPORTING. 30CIAL SECURITY NUMEERS
ARE ALZO USED AS A UNIQUE, NUMERIC IDENTIFIER AND MAY BE
TSED FOR BEARCH FURPORBES

If you shod d have any questions, please don'’t hesitate to contact me.
Sincerely,

Debra R Buff, ChC
City ClerkBupervisor of Elections

worl

I declare that I have read and previously received a copy of the foregoing notice.

Signature of Election Worker Drate

Please print your name:

! In simp e terms, you social securiy mmdber has bean collecied and will be used to process payment fir your services as apoll
Jar.

110 Dy, Martin Luther King, Ir. Blvd,, West & Eelle Glade, Flotida 33430-3000
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Election (Poll) Workers

The current rate of pay per election is:

Clerk: $265.00

Precinct Advisor: $205.00
Inspector: $185.00
Precinct Deputy: $170.00

Rate of pay includes Election Day pay, Poll Worker training pay, election night return
and/or CD pickup pay if applicable.




Election (Poll) Workers

If you are not familiar with your Precinct Clerk, it is recommended that you meet with
him/her prior to the election to review election night procedures, make arrangements
to pick up Clerk bag (prepared by the SOE), address any questions/concerns they or
you may have, determine which Poll Worker will be responsible to deliver election
cartridges to Regional Drop Off, etc.

Securing Standby Poll Workers is encouraged.




Election (Poll) Workers

Rule 1S-2.034: Polling Place Procedure Manual

The Department of State, Division of Elections, is required to create a polling
place procedures manual to guide election officials and poll workers in the
proper implementation of election procedures and laws. Form DS-DE 11
(effective 1/2012), entitled “Polling Place Procedures Manual” is available at:

https://www.flrules.org/gateway/reference.asp?NO=Ref-00946.
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Election (Poll) Workers

Division of Elections Rules
1S-2.034 Polling Place Procedures Manual.

The Department of State, Division of Elections, is required to
create a polling place procedures manual to guide election
officials and poll workers in the proper implementation of
election procedures and laws. Form DS-DE 11 (eff. 01/2012),
entitled “Polling Place Procedures Manual,” is hereby
incorporated by reference and available at link:
http://www.flrules.org/Gateway/reference.asp?No=Ref-
00937. The form is also available from the Division of
Elections, R. A. Gray Building, Room 316, 500 South Bronough
Street, Tallahassee, Florida 32399-0250, by contact at
(850)245-6200, or by download from the Division of Elections’
rules webpage at: http://election.dos.state.fl.us/index.html.

Rulemaking authority 20.10(3), 97.012(1), 102.014(5) FS. Law
Implemented 102.014(5) FS. History—New 7-4-02, Amended 1-
25-04, 3-16-06, 01-01-08, 08-13-08, 08-25-10,01-18-12.

POLLING PLACE
PROCEDURES MANUAL

POLLING PLACE
VOTE

:m
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Election (Poll) Workers

Polling Place Procedure Manual

Defines Election Board and Misc. Provisions
Sample Polling Room Diagram

Rules for the Polling Room

Voter Eligibility

Voting Process

Ballot Accounting

Interacting with Voters

Voter’s Bill of Rights and Responsibilities



Candidate Packets

Check List:

DS-DE 9; Appointment of Campaign Treasurer and
Designation of Campaign Depository for
Candidates

DS-DE 84; Statement of Candidate (file within 10 days
of filing DS-DE 9)
DS-DE25; Candidate Oath - Nonpartisan Office
Form 1; Statement of Financial Interests
Affidavit of Undue Burden (if applicable)
Acknowledgement of Certification of L&A*
Canvassing Board Meetings, Schedule
Candidate and Campaign Treasurer Handbook*
Campaign Treasurer's Reporting Schedule
Campaign Treasurer's Reporting Forms
DS-DE 12; Report Summary
DS-DE 13; Itemized Contributions
DS-DE 14; Itemized Expenditures
DS-DE 87; Waiver of Report
DS-DE 2; Contributions Returned
DS-DE 86; Request for Return of
Contributions
DS-DE 125; Designation of Poll Watchers

List of Precincts and Polling Locations*

Polling Location Rules*

Florida and Municipal Laws governing Campaign Signs*
Compilation of Election Laws*

Florida Commission on Ethics Guide to the Sunshine
Amendment and Code of Ethics for Public Officers and
Employees*

Gifts Law*

Palm Beach County Code of Ethics and Ethics Pledge*
Municipal Charter and Code governing Elections*
Municipal Charter and Code governing responsibilities of
elected officials*

How to file a complaint of alleged violation of Election
Laws*

*Not required by State Law,
but highly recommended (CYA)



Candidate Packets

Should include:

1.

Candidate Information sheet:
Seats up for election; Qualifying
Period; Voter Registration Book
Closing Dates; and Election
Dates.

SEATS UP FOR ELECTION:

The purpose of the upcoming Election will be to fill the following Seats, currently held by:
SEAT "C" — William A. Grear, Jr.
SEAT "D" — Mary Ross Wilkerson

SEAT "E" — Gwendolvn Asia-Holley

[
QUALIFYING PERIOD FOR BELLE GLADE CITY COMMISSION
{Chapter 85-£58 Lawa of Florida)

Opens promptly at Noon on January 31, 2012
and Closes promptly at Noon on February 14, 2012

When you are prepared to qualify,
please make an appointment with the City Clerk
by calling 996-0100, extension 114.

VOTER REGISTRATION BOOK CLOSING DATE(S):

General Election — Monday, February 13, 2012

Run-Off Election — Monday, February 27, 2012

ELECTION DATE(S):

General Election March 13, 2012

Run-Off Election, if necessary, March 27, 2012




Candidate Packets

Should include:

2 . I nstru CtiOnS on ”Becom | ng a MOST IMPORTANTLY - DO NOT accept any contributions or make any

expenditures on behalf of your candidacy, DO NOT open a campaign bank

Ca n d |d ate — H oW th e P rocess account, until you have filed the appropriate documentation with the City

Clerk/Filing Officer! of the City of Belle Glade.
V24
Works”.

Becoming a Candidate — How the Process Works

WHATIS A CANDIDATE

A candidate is any person who:

Explains steps to be taken, what to file | Appois s nd gt ey g
a n d W h e n, a m O u nt Of t h e fi I i n g fe e, 2 Files qualification papers and subscribes to 2 candidate’s oath as required by law.
a n d Ot h e r re q u i re m e nts . 3. Receives contributions or makes expenditures, or consents for any other person to receive

contributions or make expenditures, with a view to bring about his or her nomination or

election to, o retention i, public office.
Section. 106.011(16. E.5.)

(Contimued on next page)

*FILI [ER. The fling officer is the person befom whoma uofides qualifies. For kel election, the Hling officer & e Musicipal Cleek.
(Seaion A AL £




Candidate Packets

HOW TO BECOME A CANDIDATE (The Process)
NOTE: AR “Casdidar Filling Formu”™ cas be Jocated uader Tab No. 3 of ths Handbook, uclems specified ofherwise.

The filing of Form DS-DE9 be

openi ur campaign banki .
Step One:
Form DS-DE 9, Appointment of Campaign and Desi ion of Campaign Depository

for Candidates, umeﬁmdummmﬂ:mmwbemadﬁtmmﬁhngoﬁwmbxmlm&dﬂa
At the zams tims, Wmuemwwpmemanﬂi:ehﬂnmh-mmeunmng A candidate

can sppoint & campaizn and desi 3 camp dapository at any time, but no later than the
date the candidate qualifies for office. \othme pmbﬂnu 2 peson fiom announcing their intention to
become a candidate prior to filing DS-DS 9, as long as no contributions am received and no
expenditures are mads

FORM DS-DE &:

1. Shall be filed with the filinz officar prior to opaning the campaign account.

Is not efactive until the campaizn trassurer signs it and it is filad with the filing officer.
It is not considerad filad upon mailing.

Shall b on file with the filing officer prior to the candidate accepting contributions or
making expanditures, or authorizing another to acoapt contributions or make expenditures
on the person’s bzhalf

=

s

Onca this form is filad you must file periodic Treasurer Raports throughout vour campaign a2 outlined in
Saction 4 of this Handbook, and depanding upon the date you file, you may be required to file additional
Treasurer Reports.

(Continuad on next pags)

* A o e o dmemmned e e 3 Belle (i domemEeat L 3 =§q‘=-ll=g htn- Clask Filing
Offies il awes 3 o 10 yow miowed bmk
cio wocum md asd w&krmwpﬂd?qqmﬂmg&-ﬁm whdu:u'-ﬂ-tc::anel 1!"’"‘
=4 Campuge Trorurer Kandseck”, m well m masuctesy on Bow & 12t op s Samesl mecedy fr your compage

HOW TO BECOME A CANDIDATE (The Process) CONTINUED:

Step Two:

Form DS-DE 84, Statement of Candidate, must be filad with the filing officor within ten (10) davs

after filing Form DS-DE 9. This form states that the candidate has raceived, read, and understands the
raquirsments of Chapter 106, F.S. The exacution and filing of the statement of candidate doas not in
and of itsslf creste a presumption that any viclation of Chapter 106, F.5., or Chapter 104, F.5., is a
willfial violation as defined in Saection 106.37, F.S.

(Secrion 106.023, F.5.)
Step Three:
During the qualifying period, which Opens prompfly at Noom on Jamumary 31, 2012 and Closes

promptly at Noon on February 14, 2012°, you must provide the following to the City Clerk Filing
Officer:

1) Proof of Residency* (driver's licanse, utility bill in your nams, etc)
2) Voter Registration Card

P E

L Form DS-DE 25 Oath of Candidate This form is mandsted by Florids
Stanutas,

City of Belle Glade Candidate Oath. This Oath is requirad by City
Charter, and all candidatas filing for Public Offica with the City of Belle
Glade must take an Oath administarad by the City Clerk/Filing Officer.

[ ¥}

{Continuad on next paes)

# Chapesr 33498 Lamaof Flasda.

* On Descmiver 7, 2040, Onfmmmes Ne. 10-12 wan adopied s smscaded thie City 's Chmer oo provaded £r e £lowng: Exch cndudee for the oty
ecmmmmics siallbca quificd comor (v = o i Gy of Bl Ginde ma provided o= Sompm 6oL 3 of s Chagems Each cmdudass for e
Sty comminnion sl 2 e sexhode 1em m:-dx:ﬂma&g&:md&:mwﬁmkﬁi—l
o &l ‘I-u:m&d:..:wi3-::.lﬂlt-ﬁm—pﬂdrl—'md!&k-dhbah-hﬂand
nshu:nﬂhﬁ\dk{nvﬁé:‘:&khamnm—m st e ﬁ:: \c

n:h—n:=h d'ﬁ lﬁlﬁu—m“-kmhamﬂf@ﬂd’

duly 5==d ﬁ:::ﬁw' of heony ﬂmﬁ:-m:nh\ Spemen Aldcemososd Eomesd l*h'-m
@by Cnctm-dm td—auh— P L ﬁ=h===$=a-'fu-_‘ﬂ:- = Iu-su ln:mt.ll scos cu s
= = == =
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Candidate Packets

HOW TO BECOME A CANDIDATE (The Process) CONTINUED:

Step Two:

Form DS-DE 84, Statement of Candidate, must be filad with ths filing officer within tem (10) davs
after filing Form DS-DE 9. This form states that the candidate has raceived, read and undsstands the
requirements of Chapter 106, F.5. The exacution and filing of the statement of candidate does not in
and of itself create a presumption that any wiolation of Chapter 106, F.S., or Chapter 104, F.5., iz 2
willful violation as defined in Section 106.37, F.5.

(Section 106.023, F.58.)
Step Three:

During the gualifring period, which Opens prompfly at Noon onm January 31, 2012 and Closes
prompfly at Noom om February 14, 2012°, vou must provids the following to the City Clat/Filing

Officer:
Produce;
1) Proof of Residency® (driver's licansa, wtility bill in vour nams, atc.)
2) Voter Rezistration Card
Submir
L Form DS-DE 25 Oath of Candidate. Thiz form iz mandatad by Florids
Statutas.
.8 City of Belle Glade Candidate Oath. Thiz Osth iz =quirad by City
Charter, and all candidates filing for Public Offics with the City of Belle
(Glade must taks an Oath adminizterad by the City ClardoFiling Cfficar.
(Continuad on mext pags)
* Chapes 33408 Lowaof Flmsda
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Candidate Packets

Should include:

3. Candidate Filing Forms:

> Form DS-DE 9: Appointment of Campaign Treasurer and Designation of Campaign Depository for a
Candidate [governed by F.S. 106.021(1)]:

1. Shall be filed with the filing officer prior to opening the campaign account.

Note: The campaign depository should not be opened until after the DS-DE 9 is on file with the
filing officer.

2. Is not effective until the campaign treasurer signs it and it is filed with the filing officer.
3. Is considered “filed” only when the filing officer receives the form, not upon mailing.

4. Shall be on file with the filing officer prior to the candidate accepting any contributions or making
any expenditures, or authorizing another to accept contributions or make expenditures on the
person’s behalf.

5. Shall be on file with the filing officer prior to obtaining signatures on a DS-DE 104,Candidate
Petition.

6. Candidate declares office sought.

> Form can be downloaded from the State Division of Elections website at
http://election.dos.state.fl.us/forms/index.shtml




Candidate Packets

Should include:

3. Candidate Filing Forms:

> Form DS-DE 9 — Banks are starting to
require candidates to obtain an
Employer Identification Number (EIN).
The next slides will provide more detail
on obtaining an EIN.

APPOINTMENT OF CAMPAIGN TREASURER
AND DESIGNATION OF CAMPAIGN
DEPOSITORY FOR CANDIDATES
(Secion 106.021(1), F5)

(PLEASE PRINT OR TYPE)

HOTE: This form must be on file with the qualifying

officer before opening the campaign account. OFFICE USE OHLY

1. CHECK APPROPRIATE BOX(ESK

[ Initisl Filing of Form Re-fingto Change: [] TreasureriDeputy [ Depostory [ oOfice [ Paty

2. Mame of Candidate (in this order: First, Middle, Last) 3 Qﬂ)ﬂress (include post ofice box o Street, city, Fate, i
code;

4. Telephone 5. E-mail address

( bl

6. Office sought (include distict, circul, group number) 7_H a candidate for a nonpartisan dffice, check if

applicable:

[ Myintent is to runas a Wirite-In cancidate

. If a candidate for a partigan office, check block and fill in name of party as applicable:  Myintentistorunas s

[0 witeln  [] MNoParty Afliation (] Party candidste

9.1 have appointed thefollowing person to act asmy [ ] Campsign Treasurer [ ] Depuly Treasurer

0. Mame of Treasurer or Deplty TreasUrer

1. Mailing Adcress 12. Telephone
)

13. ity T4 County |15.S(a‘e 16.Zin Code | 17. E-mail address

18. I have designated the following bank as my ] Primary Depository [ Secondary Depository

19. Narme of Bank | 20, Address

2 City 22 County 23 State 24_Zip Code

UNDER PEMALTIES OF PEFJURY, | DECLARE THAT | HAVE READ THE FOREG 0ING FORM FOR APPOINTM ENT OF CAMFAIGH TREASURER AND
DESIGNATION OF CAMFAIGN DEF DSITORY AND THYT THE FACTE STATED IMIT ARE TRUE.

25, Dete 26, Signature of Candidate
7. of Appoi Gl inthe check the appropriate block)
I, , do hereby scoept the appointm ent
(Please Print or Type Neme)
designated above as: [] Campaion Treasurer D Deputy Treasurer,
Date SIGNATLTe of Campaign Treasurer or DEputy T reasurer
DS.DE 9 (Rev. 10110) Rule 15-2.0001, F.A.C.

» Form can be downloaded from the State
http://election.dos.state.fl.us/forms/index.shtml

Division of Elections website

at




Candidate Packets

How to Apply for an EIN (Employer Identification Number)

http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-
for-an-EIN

Apply Online:

The Internet EIN application is the preferred method for customers to apply for and
obtain an EIN. Once the application is completed, the information is validated during
the online session, and an EIN is issued immediately. The online application process is
available for all entities whose principal business, office or agency, or legal residence
(in the case of an individual), is located in the United States or U.S. Territories. The
principal officer, general partner, grantor, owner, trustor etc. must have a valid
Taxpayer ldentification Number (Social Security Number, Employer Identification
Number, or Individual Taxpayer Identification Number) in order to use the online
application.



http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/How-to-Apply-for-an-EIN
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Candidate Packets

‘p' Help | Apply for New EIN | Exit
¥l IRS qov st

Candidate
EIN Assistant would select

DTSR 2 utnenicaie 3. addrosses “political

Please confirm your selection. —\

Organization”

Confirm your selection of Political Organization as the type of structure applying for an EIN.

Whatitis...
Because

« A political organization is a party, committee, association, or fund {including a separate segregateg

-

« A political organization is organized and operated primarily for the purpose of:
= Accepting contributions, making contributions, or both
m [nfluencing the selection, nomination, election, or appointment of any individual to any
public office or office in a political organization.

If you need to change your type of structure, we recommend that you do so now, otherwise you will have to
start over and re-enter your information. Additional help may be found by reviewing all types of
organizations and structures before making your selection.

<< Change Type Continue >>




Candidate Packets

Should include:

3. Candidate Filing Forms:

e filed
with the filing officer within 10 days after filing Formy DS- -DE 9 ThIS form states that'the
candidate has been provided access to read and Ut derstand the requnrements 0
Chapter 106, F.S. The execution and filing of the statement of- candidate does not in
and of itself create a presumption that any violation of apter 106 ES.or Ch
104, E.S., is a willful violation as defined in Section 106.37, FS.\

. -

> Form can be downloaded from the State Division of Elections website at
http://election.dos.state.fl.us/forms/index.shtml




Candidate Packets

Should include:

3.

Candidate Filing Forms:

» DS-DE 25 , Candidate Oath - Nonpartisan

[governed by FS. 99.021 (1)(a)l.] Each
candidate, whether a party candidate, a
candidate with no party affiliation, or a write-
in candidate, in order to qualify for
nomination or election to any office other
than a judicial office as defined in chapter 105
or a federal office, shall take and subscribe to
an oath or affirmation in writing. A copy of the
oath or affirmation shall be made available to
the candidate by the officer before whom
such candidate seeks to qualify and shall be
substantially in the following form and must
be notarized.

CANDIDATE QA
NOMPARTISAN Q

School Board Candi

(Hot for use by Judicial or

TH—
FFICE

|
dates)

OFFICE LSE OHLY

OATH OF CANDIDATE
(Section 89 021, Florida Statutes)

& g o
al Wllsppr’tthc Strtt HhUltdStl

[FLEASE ol TO. EALLOT" — MM HOT EE CH T LIFFING |
am a candidete for the nonpartisan offce of
[cHfice]
' | am a qualified elector of
[.muM] [group usat»]

dlh LV\S'H ida to hold the fﬁuaIV\hh\d & nom
her st an

ate, m lrm af which o
m vhich | & mreq

L

Signature of Candidate

Telephcne Number Emmail Address

nnnnnn

Tty Shate

ZF Code

Candidste's Florids Voter Registration

Muim ker flocated on your veter information car

L

Please prirt name phonetically on
with disahilities (see instructions on

the line belowas you wish it to be pronounced on the audio bal

page 2 ofthis form))

llat for persons

STATE OF FLORIDA
COUNTY OF

Sweorn o (or affirmed) and subsei

Fersonally Knoun:
Froduced ldermification

Type of Hentifcation Produced: __

ribed before me this day of

.20

SQnat ure of Notary Public
Type, or Stamp Commission

ied Name of Hotary Public

D5-DE 25 (Rev. 5/11)

Rule 15-20001, F.A.C.

> Form can be downloaded from the State

http://election.dos.state.fl.us/forms/index.shtml

Division of

Elections webs

ite at




Candidate Packets

Should include:

3.
>

Candidate Filing Forms:

Note: DS-DE25 is the form where
the Candidate shall print their
name as they wish it to appear
on the Ballot. It is suggested that
you include communications
from Division of Elections
relating to Use of Nickname on
Ballot and other matters, Formal
Opinions DE 86-06 - May 1, 1986
and DE 09-05 — July 15, 20009.

NONP;

dicial o7
ysaby JU
(Hot for Candidates)

gchod Board

pATH-
CANEFE’#;EN OFFICE

Note: The name
that is printed
here is what will
appear on the
ballot. Name
cannot be
changed after
qgualifying ends.

» Form can be downloaded from

the State Division
http://election.dos.state.fl.us/forms/index.shtml

of Elections website at




Candidate Packets

Should include:

3. Candidate Filing Forms:

Division of Elections’ Formal Opinion
DE 86-06 states “In summary,
ordinarily a candidate must use his or
her Christian or given name and
surname, unless it can be shown that
the candidate is known by another
name which he or she has adopted
and under which he or she transacts
private and official business. In
addition, a candidate may use a
legitimate nickname and, where
confusion would result, the candidate
may use a descriptive designation.”

5 Ser gan\: o,
M 7 Fetbiy i, itk
Mg, e i n 9_0,021, Flalmame
7 D, 2 $ya,
R T " 2205g o Dot i
- Ay, g s, ﬁggkm Py
o ¥i5 iy e et ) Ob“”é‘ ig
;Iiatu ©s, I’ecéfonsetoju - iy
oFy, &R dlip, Sy, Fogy o
da Statugeg .2 "1;3 s by Z c;; Stute
; or i
e 8207 T B o35 deﬁnesiuu&n‘h“r S
ag Origy o ¥ Sl n g,
lhualig,itlf’fﬂ; quated;isiatuteg rog kg, fofaj;lﬂzlda E,e;;mgz 105 33, A
e bl BCsr 1 gy B gy TS ey PPestange o 2 Code po - Florg,
(h”%an UUna& s Um;jfappm . ezzgw “aridigge. i theg, llng Bptery .10

her 03
th 0f os
3 Cany
e sy ,gl’daq, the

15 b
© Cngigre Dﬁ;ﬁ"’d an

108, g 4 VG the

206 oy e

ey any 7 g, £l EChunsp.{mﬁz" dany
ey ® Carltgyy - 101 Iy
Ok ha gy, s p halay,
- L,

IBagppy . TRSgLy o Uehge - > 2 Cangy Ming, -
25210 Caise cop 2L e e 1y Sbalgy Rl O
= iy,
Elogy;
o1 ops
B0 1t i oy 28
18 nop g, 7 W0Wepg.
fUch shg ", g
Whirg, gﬂ s gy ‘:31 the Hiﬁ;j“m&d 2. 122 1, P ;zmg arage,
a2y

Provided as a separate handout, refer to State DOE
Memo dated February 26, 2010 RE: Use of Nickname on
Ballot




Candidate Packets

Should include:

3. Candidate Filing Forms:

Division of Elections’ Formal Opinion DE 09-05
states “Before a candidate's nickname is
printed on the ballot, a filing officer may
require a candidate to make a satisfactory
showing that the candidate has been generally
known by the nickname or the candidate has
used the nickname as part of the candidate's
legal name.

Notwithstanding the above statements, a
municipality may by charter or ordinance
under section 100.3605(1), Florida Statutes
(2008), prescribe more specific duties for the
municipal filing officer regarding the
verification of a candidate's qualifying papers
or use of a nickname in its

elections.

sNT Of STATE
pARTMLNT ' KURT S B‘,wwi:',“vo

FLORIDA DE

CHARLIE CRIST
Governor

209-0250
Floridn 32°
« Tallahassee, 7/
agh Strect » TRUSRAER L 6128

Buflding » 500 South 3':2_:0: Fucsimite: (850)
R A Groy BUT hone: (850)24° UF 0 state.flus



Candidate Packets

INSTRUCTIONS: INSERTING PHONETIC SPELLING OF CANDIDATE"S NAME FOR ALIDI
Q BALLOT
[ ]
O u I n c u e ° Use the PRONUNCIATION KEY below 0 provide pronuncations jor amiiguous first names and sumames.
Caphalize STRESSED syllables, use iower case for unsiressed syllables. Use dashes (<) 10 separae syllabies.
You should also add any noles sudh as rhyming examples, slent letiers, aic.

Evripdai
WETTION REV
. ol . e Vawd Baures ASIE O BALLET PRONOUNCED AS
3 Candidate Filing Forms: : = s
BT FAHH e fae
:‘:- Daswpas IID-P';AIHFHH:IIM.‘
. - o A anacss - SHALn
DS-DE25 includes Pronunciation request = = T
:I.-: Taay TRy ot TAN)
o
=]
-]
=]
o
= Be sure to
Crarreansd Vaws Sasron .
o include
AHRL . PAF pr . .
] = Instructions
[ o} =] pOAT
i i
Consonant Sounds
[] [BEL) bmet ™ (75 its PITEHwekd | Pittadmls
5] (EET) cuist TH (THED Tagn
= e T T TS
H HED | v z GOHIY) gaads (HUH-Buhe-fuhe)
HN HWICH] winch
E] TUFIG s
[ 1AL cad
L (LA b
] [MBAT} rraat
T S— T
[ IPET] pai
5 T
T (TER) e
¥ TWET] vt
Y [YET) il
P e e
2] [EHEEW) shwap

ROTE: Thia pags ahculd not be ausmised (o Se fkng oficer.

Fage I, D5-0E 15 R, 5THY Rk 1520881, FALC.

e



Candidate Packets

STATEMENT OF

FINANCIAL INTERESTS I

HAWE -~ MIDDLE

FOR OFFICE
USE OMLY:

Should include:

10 Code

EE ZIF COUNTY

HAWE OF AGENC T :

Cont. Code

HAWE OF OFFICE OR POSITION HELD OR SOUGHT

3. Candidate Filing Forms:

P. Req. Code

Vouar natim i d b 11e 1pace on 11e ines on 41 form. Atk ey addional shee 1, [Tnecer iar,
CHECK ONLY IF (] CANDIDSTE OR  [J NEWBJPLOYEE OR APPOINTEE

2011

Be
. "nq
Nstry,

= BOTH PARTS OF THIS SECTION MUST B
DISCLOSURE FERIOD:

°, . .
0“ Fo rm 1 Statement of FI nanCIaI Inte rests THIS STATRUENT REFLECTS YOUR FINANCIAL NTERESTS FOR THE PRECEDING TAX YEAR WHETHER BASED ON ACALENTIAR YEAR OF 0N
Y AFISCAL YEAR. PLEASE STATE BELOW WHETHER THIS STATEMENT I5 FOR THE PRECEDING TAK VEAR ENDING EITHER (must check one)

a DECBWBER 21, 2011 R a SPECIFYTAL VEAR IF OTHER THAN THE CALENDAR VEAR:

[governed by Section 112.3145(2)(a) F.S. and F.A.C. P

REQUIRES FEWER CALCULATIONS, OR USING COMPARATIVE THRESHOLDS, WHICH ARE USUALLY BASED ON PERCENTASE WALUES (see
u e -0. inswuetions for ither detailz). FLEASE STATE BELOW WHETHER THIS STAT BWMENT REFLECT 5 EITHER {must check are .
[ COMPARATIWE(RER CENTAGE) T HR ESHOLOS -3 jm] DO LLAR il IE THRESHOLDS

E COMPLETED ==

THE LEGISLATURE ALLOWS FILERS THE OPTION OF USING REPORTING THRESHOLOS THAT ARE ABSOLUTE DOLLAR “WALUES, WHICH

PART A - PRIMARY SOURCES OF INCONE i saocs otinoom 1 th eporing persn -
(K your hawe nothirg to report, you must wite "]

NAWE OF S0URCE S0URCES
OF INCOME ADDRESS

Seehemucionzp Al

DESCRIPTION OF THE $0URCE S
PRINCIPAL BLISINESS ACTIVTY

A candidate for an elective state or local office

specified in Section 112.3145, F.S., must file with

the officer before whom he or she qualifies a T e ——
réa’)

(f you hrave nething bo report . you must write “none” o

statement of financial interests on the form e e s

ADORESS
BUSINESS ENTITY OF BUSINESS" INC OME OF $0URCE

FRINCIPAL BUSINES &
ACTMTY OF SOURCE

prescribed by the Commission, CE Form 1 -

Statement of Financial Interests, adopted by _
reference in subsection 34-8.202(1), FA.C, e e e T

Pl FILING IHSTRUCTIONS r

wh

together with and at the same time he or she files

INSTRUCTIONS
ilet

begm i g B

qualifying papers as a candidate.

OTHER FORMS
tafile sre deseribe

o ztd tth bntlmnfp o 2
o mi
T P ot it

wau may nesd
dan p:

e this form

g 6

CE KORN 1 By 12012 Aee pRUEGEIE FAG.  [Continued onreverse side)

PAGE1

% Form can be downloaded from the Commission on
http://www.ethics.state.fl.us/ethics/

Ethics

website

at




Candidate Packets

DE 13-04 Candidate Qualifying;
Qualifying Fees; Election Assessment -
check drawn upon campaign account -
§§ 100.3605, 99.093 and 99.061,
Florida Statutes

SUMMARY

In the absence of an applicable special
act, charter, or ordinance provision
providing otherwise, a municipal
candidate, in order to qualify, must pay
the election assessment required by
section 99.093, Florida Statutes (2012),
with a check drawn upon the
candidate's campaign account.

FLORIDA DEPARTMENT Of STATE

uilding *+ 500 South Bronough Street + Tallahassee, Flo d 32399
ne: 850\24 soo-r esimile: (850) 245-6125 Wwwd te.flus
500 years of Florida history  www.fla 500.c0m




Candidate Packets

Should include:

3. Candidate Filing Forms:

> Affidavit of Undue Burden (if applicable)
[governed by F.S. 99.093] (1) ”Each person
seeking to qualify for nomination or election to a

AFFIDAVIT OF UNDUE BURDEN
(Section 99.097(4), Florida Statutes)

IMPORTANT: Paying signature gatherers will preclude or invalidate the filing of an undue burden

oath. Sedion 83.057(), Florida Statutes, provides: (a) f any person is paid to solict signatures on a petition, an
undue burden oath may not subseguently be fled in lieu of paying the fee o have signatures verified for that
petition. (b) 11 an undue burden osth has been filed and paym ent is sub sequently m ade to any person to solicit
signatures on a petition, the undue burden oath is no longer valid and a fee for all signstures previously submited
tothe supervisor of elections and any submitted thereatter shall be paid by the candidate, person, or organization
that submitted the uncue burden oath, |fcontributions as defined in s 106.011 are received, any monstary
contributions must first be usedto reimburss the supervisor of eledions for any signature verification feesthat
weere not paid because of the filing of the undue burden oath. [Mote: The second sentence in(h) applies only
when payment i made to 8 sgnature gatherer atter an undue burden oath had been fled |

| certify under oath that | intend to qualify as a candidate for the office of

and that | am
unable to pay the fee for verification of petition signatures for that office
without imposing an undue burden on my personal resources or on
resources othenwise available to me.

municipal office shall pay, at the time of qualifying

Signature of Candidate Print Candidate’s Name

for office, an election assessment. The election

Address City

{ )

assessment shall be an amount equal to 1 percent
of the annual salary of the office sought. Within
30 days after the close of qualifying, the qualifying
officer shall forward all assessments collected
pursuant to this section to the Florida Elections
Commission for deposit in the Elections
Commission Trust Fund.”

State Zip Telephene Number

State of Florida

County of

Swom to (or affirm ed) and subs cribed before me this day of .20

by

Personally Known: or

Produced [dentification: Signature of Notary Public — State of Flerida
Frint, Type or Stamp Commissioned Name of

Type af |dentffication Produced: Natary Public

» Form can be downloaded from the State
http://election.dos.state.fl.us/forms/index.shtml

Division of Elections website

at




Candidate Packets

Should include:

3. Candidate Filing Forms:

Affidavit of Undue Burden (if applicable)
[governed by F.S. 99.093] (2) "Any person
seeking to qualify for nomination or election
to a municipal office who is unable to pay the
election assessment without imposing an
undue burden on personal resources or on
resources otherwise available to him or her
shall, upon written certification of such
inability given under oath to the qualifying
officer, be exempt from paying the election
assessment.”

AFFIDAVIT OF UNDUE BURDEN
(Section 99.097(4), Florida Statutes)

IMPORTANT: Paying si gatherers will or i i the filing of an undue burden

oath. Section 99.097(6), Florida Statutes, provides: (2) If any person is paid to solict signstures on a petition, an
undue burden oath may not subsequently be fled inliu of paying the fee to have signature s veritied for that
petition. (b) If an undue burden oath has been filed and paym ent is subsequently made to any person to solicit

sigratures on a petition, the undue burden oath is no longer valid and & fee for all signatures previously submited
tothe supervisor of elections and any submitted thereatter shall be paid by the candidate, person, or organization
that submitted the undue burden osth. | f contributions as defined in = 106.011 are received, any monetary
contributions must first be used to reimburse the supervisor of eledions for any signature verification feesthat
were not paid because of the filing of the undue burden osth. [Mote: The second sentence in(b) applies only
when payment izmade to a signature gatherer after an undue burden oath had been fled |

| cerify under aath that | intend to qualify as a candidate for the office of

and that | am
unable to pay the fee for verfication of petition signatures for that office
without imposing an undue burden on my personal resources or on
resources othenwise available to me.

X
Signature of Candidate Print Candidate’s Name
Address City
{ )

State Zip Telephone Number
State of Florida
County of
Swom to (or affirmed) and subscribed before me this day of .20
by
Personally Known: ar
Produced [dentification: Signature of Netary Public — State of Florida

Print, Type o Stamp Commissioned Name of
Type of dentffication Produced: Motary Public




Candidate Packets

Should include: S

CERTIFICATION OF ELECTION SYSTEM
& TABULATION EQUIPMENT
(Commonly known as L & A [Logic & Accuracy] Testing)

3. Candidate Filing Forms:

1, . cerify that | have been advised by the Filing

Officer/City Clerkthatthe testing of the Computer Election System and Tabulating Equipment

will be conducted on

Acknowledgement and
Certification of Logic &
Accuracy Testing

Both will be held in the Palm Beach-Qounty Supervisor of Elections’ Election Tally Center?,

located at 7835 Central Indusifal Qrive, Riviera Beach, Flopda.

| willbe presentiorthetesting of the voting equipment onthe dates listed above.

This is not a requirement, | o |
however, it is  strongly T e TR
suggested that you have
written acknowledgement of
your candidates having been
advised of the L&A Testing date o

and time and was afforded the =R

opportunity to attend.

Signature of Candidate for Public Office




Candidate Packets

Should include:

CANDIDATE
AND

4. Candidate and Campaign CAMPﬁTNND;%%\:URER
Treasurer Handbook

(current publication can be
downloaded at
http://election.dos.state.fl.us/publicat
ions/publications.shtml)

httpsfelections.myflorida.com
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Candidate Packets

Should include:

F.S.

Campaign Treasurer’s Reporting
Schedule and Contribution
Deadlines. This includes
unopposed, opposed, and run-off
candidates.

106.07(1)(e) governs “The filing

officer shall provide each candidate with
a schedule designating the beginning
and end of reporting periods as well as

the

corresponding designated due

dates.”

CAMPAIGN TREASURER'S REPORTING SCHEDULE (F.5::106.07)
and
CONTRIBUTION DEADLINES

ALL REPORTS ARE: DUE BY 5:00 P.M. ON THE DUE DATE, OFR MUST: EBE
POSTMARKED: BY MIDNIGHT OF: THE DUE DATE; TO AVOID HAVING A FINE
LEVIED AGAINST THE CANDIDATE FROM THEIE PERSONAL FUNLDS

UNOPPOSED CANDIDATES:

Contribution deadline is Noon, Tuesday, February 14, 20121
Expenditure deadline is Thursday, May 10, 2012

1. 500 pm., Tuesday, January 10, 2012" (Report must cover period from when appointment of
Treasurer Form was filed, or October 1, 2011, thm December 31, 2011) Report Type: Q4

2. 5:00 pm., Monday, May 14, 2012 (Report must cover period from January 1, 2012 thru May

14, 2012 or. if the report iz tumed m earlier, the date of submittal) Fmal report due within 90
days of the close of qualifying (February 14, 2012) Report Type: TR

Sample




Candidate Packets

CAMPAIGN TREASURER'S REPORTING SCHEDULE (F.5 10607)
and

CONTRIBUTION DEADLINES

ALL:EREPORTS ARE DUE BY 5:00 P.M. ON THE DUE DATE. OR MUST:BE

POSTMAREED BY MIDNIGHT OF: THE DUE DATE, TO AVOID HAVING A FINE
LEVIED AGAINST THE CANIMDATE FEOM THEIE PEESUONAL FUNDYS 2

b

(=]

OPPOSED CANDIDATES:

Contribution deadline is Midnight, Thursday, March §, 2012%
Expenditure deadline is Thursday, June 7, 2012

5:00 pm., Monday, January 10, 2012% (Report must cover period from date appointment of
Treasurer Form was filed, or October 1, 2011 thm December 31, 2011) Report Type: Q4

3:00 pm., Friday, January 27, 201217 (Report must cover period from January 01, 2012 thm
January 20, 2012) Report Type: G1

5:00 p.m., Friday, February 10, 2012'* (Report must cover period from January 21, 2012 thm
February 3, 2012) Report Type: G2

E

5:00 p.m., Friday, February 24, 2012% (Report must cover period from February 4, 2012
February 17, "-'I}l"-'}Repurt l'vpe 3

5:00 pm., Friday, March 9, 2012* (Report must cover period from February 18, 2012 thm
March 8, 2012) Report Type: G4

3:00 pm., Monday, June 11, 2012*! (Report must cover period from March 9, 2012 thrun June
11, 2012, but no later than June 11, 2012.) Final report due within 90 days of the Election in
which the candidate last participates. Reports may be submitted prior to the dezdline. Report
Type: TR

Sample

CAMPAIGN TREASURER’S REPORTING SCHEDULE (F.S. 106.07)
and
CONTRIBUTION DEADLINES

ALL REPORTS ARE DUE BY 35:00 P.M. ON THE DUE DATE. OR MUST BE
POSTMARKED :BY MIDNIGHT OF ' THE DUE DATE, TO AVOID HAVING A FINE
LEVIED AGAINST THE CANDIDATE FROM THEIR PERSONAL FUNDS 2

Run-Off CANDIDATES:

Contribution deadline is Midnight, Thursday, March 22, 201233
Expenditure deadline is Thursday, June 14, 2012

1. 5:00 pm_. Friday, March 23, 20124 (Report must cover period from March 9. 2012 thru March
22,2012) Report Type: ROG4

2. 5:00 pm., Monday, June 25, 2012*% (Report must cover period from March 23, 2012 thru the
date the report is submitted. but no later than June 25, 2012.) Final report due within 90 days of
the Election in which the candidate last participates. Reports may be submitted prier to the June
20. 2012 deadlinc. Report Type: TR




Candidate Packets

ey
O
OF o
ﬂqﬁ?‘;ﬂ«w"“ -
[ ] NP gt ?‘5}9"(\‘
ou inciuae: \ N
L] e 1y 7
ONS
cONTRIBUTY o /
EASURER'S REPORT - ITEMIZER ey -
CAMPAIGH TR (1.0, Hume? / "
~—

14} FPoge

{4y Nem® 10

(3} Goner Perlzs
®

6. Campaign Treasurer’s Reporting Forms: -

» DS-DE 12, Report Summary

» DS-DE 13, Itemized Contributions o

> DS-DE 14, Itemized Expenditures e

» DS-DE 87, Waiver of Report

» These forms can be downloaded from the State Division of Elections website at

http://election.dos.state.fl.us/forms/index.shtml
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Campy,
GN
REPQ R'T,-OANS
o thearg
(PLEABG ij

Additional forms you might wish
to include are:

This rg

PORT s
Sxopg, Diliag I
Buipggges $500 iy g Candigeg o
st g ,Emﬂ";';me Pred ch Wegg oG
ot

D
conmau-nons RETURNE!
{Section 10ETTARE) FE)

» DS-DE 2, Contributions
Returned

» DS-DE 73, Loans Report

» DS-DE 73A, Campaign Loans
Report Itemized

» DS-DE 86, Request for Return
of Contribution

oFFICE USE DNLY

o Canrbters §

‘Distn Resptved: e
=

oa.E2 (R, OTT10)

» These forms can be downloaded from the State Division of Elections website at
http://election.dos.state.fl.us/forms/index.shtml

101



Candidate Packets

Should include:

7. Poll Watcher Information, include
excerpt of Section 101.131, Florida
Statutes, the noon deadlines to
submit poll watcher(s) [governed
by Section 101.131(2), FS.) for
both General and  Run-off
elections, and include form » DS-
DE 125, “Designation of Poll
Watchers”.

DESIGNATION OF POLL WATCHERS FOR: - T e
(pecily spplicable Beclin) |

Parmart to Section 101.131, Flord a S tabates, I request that the following persons (home of whom is 2 candidate
or a sheriff, depaty s henff police office cr other lar enforcement officer), who awe qualified and registered
voters of the conrty inwhich theywill s erve, be approved as poll watchers for (check ol one):

I EARLY YOTING ELECTION DAY

Y
IS-DELS (rev.05211)

L Prirted Hare: Diate of Birth [ nen/dd e
Address:
Location of Folling Eocen or Early Voting Site:

2 Privted Hame: Diate of Birth [ nen/dd e
Address:
Location of Folling Eocen or Early Voting Site:

3. Printed Hame: Date of Birth ( nowfdd Ay
Address:
Location of Folling Eocen or Early Voting Site:

4 Printed Hame: Date of Birth (now/dd i
Address:
Location of Folling Eocen or Early Voting Site:

NOTE: If more lives ate reeded to designate pollwatchers, use DS-DE 125 contimation page(s) and attach o
this page. Onlysign this top form, bt the page connt entry nust be conpleted on the bottom of this page.

Checlapphicable hox and fill in the hlank Bnes:

Tam a candidaie for in this election.
I am the chair of the Conrty Executive C omnottes of the Party.
T am the chair of Folitical Conunittes.
Prirded Hame Sigmatire Diate
Addmss Fhone

Attention: This form iz due o the Supervisor of Elections:
+ For Early Voting, no later than noon of the 14" day hefore early voting hegins.
+ For Election Day, hefore noon of the second T ueeday preceding the election.
([ This fomm becomes g public Tec ord when athenitted to the Srpervisor of Ele ctions.)

Pagel of pages.

» Download from the State Division
http://election.dos.state.fl.us/forms/index.shtml

of Elections website

at




Candidate Packets

Should include:

8. Instructions on how to obtain
Registered Voter Information
from the SOE and their Price
List, which will be provided by
SOE prior to elections or you
may print it from their
website.

OBTAINING
REGISTERED VOTER INFORMATION

*In order to obtain registered voter information, please direcily contact the Palm Beach County
Supervisor of Elections office at the followng address

Supervisor of Elections
Palm Beach County
240 8. Military Traid
West Palm Beach, Florida 33413
Phone: 561-636-6200 or toll free 866-868-3321

The Supervisor of Elections has the required “Oath for Acquisition of List of
Registered Voters” form that must be completed and submitted with your order.
Additionally, payment for such information shall be made from your Campaign
account.

Download from the State Division
http://election.dos.state.fl.us/forms/index.shtml

of Elections website

at




Candidate Packets

Should include:

9.

Absentee Ballot
Instructions from the
County Supervisor of
Elections website.

C EnEspaiiol [ Printer Friendly A AL
Registered Voters as of 04/02/2013 REP:249,218 DEM:388,217 Other:239,098 Total:876,533 Search
Home / \;‘b_ ; ; E ?)
. I w
: REGISTER WHERE BECOME A VOTE CANDIDATE
Your Election Office TO VOTE DO | VOTE POLL WORKER BY MAIL INFORMATION

Voter Information

Absentee Ballots

Register to Vote

Register To Vote Please select an option from the list below:

+ Absentee Ballot Instructions
Update Your Signature « Absentee Ballot Request Form

« Military/Overseas Voting
= Track Your Absentee Ballot

Absentee Ballot

Voting Procedures
Election Information
Candidate Information
Party and Committee Info
Poll Worker Information

Other

104




Candidate Packets

Should include:

10.

11.

12.

Provide List of Precincts and Polling Places.

Polling Location Rules - provide excerpt of Florida Statutes 102.031,
“Maintenance of good order at polls; authorities; persons allowed in polling
rooms and early voting areas; unlawful solicitation of voters”.

Florida and Municipal Laws Governing Campaign Signs: excerpts of Florida
Statutes 479.11, “Specified signs prohibited”, and 106.1435, “Usage and removal
of political campaign advertisements and include your municipality’s campaign
sign law.



Candidate Packets

Should include:

13. Latest version of »“A Compilation
of The Election Laws of the State of
Florida”.

» Download from the State Division of Elections
http://election.dos.state.fl.us/forms/index.shtml

website

at




Candidate Packets

Should include: Resignation is IRREVOCABLE
14. Resign-to-Run Law: excerpt of F.S. 99.012 “Restrictions on individuals qualifying for

public office”. Written resignation must be submitted at least 10 days prior to [first
day of] qualifying and be effective no later than the earlier of the follow dates:

A. The date the officer would take office, if elected; or
B. The date the officer’s successor is required to take office.

A person who is a subordinate officer, deputy sheriff, or police officer must resign
effective upon qualifying if the person is seeking to qualify for a public office that is
currently held by an officer who has authority to appoint, employ, promote, or
otherwise supervise that person and who has qualified as a candidate for reelection
to that office. F.S.99.012(4)

The resign-to-run law does not apply to political party offices, persons serving
without salary as members of an appointive board or authority, and persons holding
federal office. F.S5.99.12(6) & (7)



Candidate Packets

Should include: Resignation is IRREVOCABLE

14. Resign-to-Run Law Continued

This Law essentially prohibits an elected or appointed “officer” from qualifying
as a candidate for another state, district, county or municipal public office if the
terms or any part of the terms overlap with each other if the person did not
resign from the office the person presently holds.

* For elected municipal officers, the resignation must be submitted to the filing
officer, with a copy to the Governor and the Department of State.

* For appointed municipal officers, the resignation must be submitted to the
officer or authority which appointed him or her to the office he/she holds,
with a copy to the Governor and the Department of State.



Candidate Packets

Should include: Resignation is IRREVOCABLE
14. Resign-to-Run Law Continued

If an officer misses the deadline to submit his/her resignation and the officer still
wishes to run for office, the officer may submit his/her resignation to take effect
immediately or to take effect on a date prior to qualifying for office.

The officer would then qualify as a non-officeholder and the resign-to-run law
would not apply.



Candidate Packets

Should include: Resignation is IRREVOCABLE

14. Resign-to-Run Law Continued

Who can you contact about questions concerning Florida’s “resign-to-run”
law?

Contact the Assistant Director, Division of Elections:
Florida Department of State

R.A. Gray Building, Room 316

500 S. Bronough Street

Tallahassee, Florida 32399-0250

Telephone: (850) 245-6200; or

email: DivElections@dos.myflorida.com



Candidate Packets

Should include:

15.

16.

17.

18.

o"

Latest version of <*“Florida Commission on Ethics Guide to the Sunshine
Amendment and Code of Ethics for Public Officers and Employees”.

Overview of **“Gifts Law”.

Palm Beach County 4“Code of Ethics” and “Ethics Pledge”.

Municipal Charter and Code relating to Elections.

\/
0’0

¢

Download from the Commission on Ethics website at http://www.ethics.state.fl.us/ethics/
Download from Palm Beach County Commission on Ethics website at
http://www.palmbeachcountyethics.com/



http://www.ethics.state.fl.us/ethics/
http://www.ethics.state.fl.us/ethics/
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http://www.ethics.state.fl.us/ethics/
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http://www.ethics.state.fl.us/ethics/
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http://www.palmbeachcountyethics.com/
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Candidate Packets

Should include:

19.

20.

21.

Municipal Charter and Code relating to responsibilities of elected officials.

Information on how to %*File a Complaint of an alleged violation of Chapter 104
or 106 or Section 98.122 or 105.071, Florida Statutes.

Include a statement/disclaimer relating to F.S. 99.061(7)(c), whereas the filing
officer performs only a ministerial function in reviewing qualifying papers, the
filing officer cannot give legal advice, as they are not legal advisors.

\/
0’0

¢

Download from the Commission on Ethics website at http://www.ethics.state.fl.us/ethics/
Download from Palm Beach County Commission on Ethics website at
http://www.palmbeachcountyethics.com/



http://www.ethics.state.fl.us/ethics/
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Candidate Packets

Candidate Petition Process.

The Division of Elections publishes the “Candidate Petition
Handbook”.  This handbook explains the process for
collecting candidate petitions. Candidates who obtain the
required number of signatures are not required to pay a
qualifying fee or party assessment.

The information contained in this publication is intended
only as a quick reference guide and is current upon
publication. To the extent that this Handbook covers
material beyond that contained in law or rule, the Division
of Elections offers such material to candidates as
guidelines.

The following statutes and rules should be reviewed in
their entirety:

Sections 99.095, 99.09651, and 99.097, Florida Statutes
and Rule 1S-2.045, Florida Administrative Code




Candidate Packets

DS-DE 104, Candidate Petition form, download from State

Division of Elections at http://election.dos.state.fl.us/forms/index.shtml.

CANDIDATE PETITION
Natez: - Al infovvration: on 75 form becores a public recovd wpon receipt by the Superwis o of Flechions.
- Bt is a crivee to lpowingly sign wove than ome petition for a candidate. [Section 104 153 Florida Stanses ]
- Fall requested dyformation on s formis nat conpleted the form will nat be valid a5 a Comdidate Pefifiom form

. the undersigned, 3 registered wvoter
[print name as it appears onyour woter information card)

in=aid state and courty, petition to have the name of
placed on the Primary/Zeneral Eleclion Ballot a2 a; phechkdon pede o, 25 3000cahE]

[Honpartizan [JHo party atfiliation ] Farty candidate for the office of

finser title of office and include district, circait, group, seat number, i applicable)

Dateof Eith  or  “ioter Registration Murmber Address

[ ROV

City Courity State fip Code

Sigrature of “Woter Date Sigred [ MDD )
[fo he coir pleded by LodEd

Ruls 184,045 F.Oo O

CE-CE104[Er 0a/11



http://election.dos.state.fl.us/forms/index.shtml

WHAT IS A CANDIDATE?

A candidate is a person who:

1. Seeks to qualify for nomination or election by means of the petition process;

2. Seeks to qualify for election as a write-in candidate;

3. Receives contributions or makes expenditures, or consents for any other person to
receive contributions or make expenditures, with a view to bring about his or her
nomination or election to, or retention in, public office;

4. Appoints a treasurer and designates a primary depository; or

5. Files qualification papers and subscribes to a candidate’s oath as required by law.

However, this definition does not include any candidate for a political party executive committee.

(Section 106.011(16), F.S.)



Qualifying of Candidates

Qualifying Period
Begins noon, Tuesday, January 28, 2014
and
Ends noon, Tuesday, February 11, 2014.

A person can “Declare Intent to Run” by filing forms DS-DE 9 “Appointment of Campaign Treasurer
and Designation of Depository” and DS-DE 84 “Statement of Candidate” anytime prior to the
qualifying period. Once a Candidate makes this declaration they can begin their campaign efforts
and must file periodic treasurer reports. However, they cannot qualify as a Candidate, except
during the qualifying period.

F.S. 99.061(8) states a qualifying office may accept and hold qualifying papers submitted not
earlier than 14 days prior to the beginning of the qualifying period, to be processed and filed
during the qualifying period.



Qualifying of Candidates

During qualifying period Candidate must submit the following
forms:

» Form DS-DE 9; Appointment of Campaign Treasurer and Designation of Campaign
Depository

» Form DS-DE 84; Statement of Candidate (must be filed within 10 days of submittal
of Form DS-DE 9)

» Form DS-DE 25; Oath of Candidate
» Form 1; Statement of Financial Interests — Do NOT send SOE Candidates’ Form 1.

» Acknowledgement and Certification of Logic & Accuracy Testing (Optional, but
suggested)

» Filing / State Assessment Fees or Affidavit of Undue Burden

» Other items that may be required by your municipal Code of Ordinances



Qualifying of Candidates

Having a checklist of required items needed during qualifying and throughout the
election process will ensure that the filing officer does not omit required items from a
candidate or appointed treasurer, and will assist you in keeping track of what the
candidate/treasurer has submitted and when.

The checklist should be based upon Florida Statutes and your municipality’s Code
requirements.

It can be simple, or detailed, depending upon your needs.



Qualifying

of Candidates

CITY OF BELLE GLADE
2011 Municipal Election

Commission Candidate Qualifying
Contact Log and Candidate Checklist

QUALIFYING CANDIDATE'S NAME:

CANDIDATE SEEKING ELECTION: Commission Seat .

Date

Logging of Discussion, Action or Issue

Unopposed 30-Day Termination Reports
&

___ Termination Report ....... TR due May 9, 2011

General Election Reports

g Day Prior ./G1 due January 21, 2011

__ 22=DayPrior .......... G2 due February 4, 2011

___18aDay Prior ... /G2 due February 18, 2011 —
4w Day Prior ............G4 due March 4, 2011

90-Day Termination Reports (General Election) -
....JR due June &, 20771 %

Termination Report

Run-Off Election Reports

4 Day Prior

90-Day Termination Reports (Run-Off)
___ Termination Report .

RO4 due March 18, 2011

IR due June 20, 2011

.

CITY OF BELLE GLADE

2009 Municipal Election
City Clerk’s Checklist

Candidate Information

Candidate's Name:

Candidate's Phone No.

Candidate’s Cell No.

Candidate's Fax No.

Candidate's Address:

Candidate Information Handbook

Election Information Packet

Election Laws of the State of Florida (Statutes) Chapter 106

Candidate's Signature:
Acknowledgement of Receipt

Date and Time of Signature:

119




Qualifying of Candidates

Candidate Filing Requirements

Public Office Seeking:
(CheckOne)

Seat: "A"____ B’

Candidate: Appointmentof
Campaign Treasurer?

Treasurer's Name:

Registered Voter of Belle Glade?

Registered before deadline (6mths
before qualifying begins [Code of Ordinances]}

~July 25, 2010
Date Verified:

Yes No
Yes No

Statement of Candidate
(Due to City Clerk within 10 days of
filing for Public Office re: F.S. 106)

Date Submitted:

Resident of Belle Glade?

Documentation?

Copy of PBC Voter Registration
Card Attached?

Candidate serving on City Boardor | Name of Board: Yes No
Committee?
Resignation from Board, Yes No

if applicable?

e

Candidate Qualifying Requirements

Financial Disclosure Form Signed? Yes No
completedfor2010?
Loyalty Oath/Oath of Candidate Date of Oath: Yes No
Including Pronunciation Form
Certification for Logistics and| Test Date: February 18,2011 - Yes No
Accuracy Testing in PBC? 10:00am
Aftending?
Election Filing Fees
Election Filing Fees Information Commission Paid
City Filing Fee =$40.00 $ 40.00
FL Election Assessment Fee is 1% of Salary
Commission Salary = $6,760 3 67.60
Total Filing Fees $107.60 Yes | No|

Filing Fee 01-3410-201-0000 540

Assasment Fee  01-2020-001-0000 $67.60

Optional

Submit names of Poll Watchers,
if applicable.

Submit to City Clerk by:
February 24, 2009 ~12:00 Noon

MNames, if having Poll Watchers: Yes No

120




Qualifying of Candidates

Form DS-DE 9, Appointment of Campaign Treasurer

and Designation of Campaign Depository for Candidates
[governed by F.S. 106.021(1)]:

1. Shall be filed with the filing officer prior to opening the
campaign account.

Note: The campaign depository should not be opened until
after the DS-DE 9 is on file with the filing officer.

2. Is not effective until the campaign treasurer signs it and it is
filed with the filing officer.

3. Is considered “filed” only when the filing officer receives the
form, not upon mailing.

4. Shall be on file with the filing officer prior to the candidate
accepting any contributions or making any expenditures, or
authorizing another to accept contributions or make
expenditures on the person’s behalf.

5. Shall be on file with the filing officer prior to obtaining
signatures on a DS-DE 104, Candidate Petition.

6. Candidate declares office sought.

APPOINTWENT OF CAMPAIGN TREASURER
AND DESIGNATION OF CAMPAIGN
DEPOSITORY FOR. CANDIDATES
(Sedtion 106.021(1), F 5.

(PLEASE PRINT OR TYPE}

HOTE: This form must be on file with the qualifying

offic er before opening the campaign acc ount. OFFICE USE OHLY

1. CHECK APPROPRIATE BOX(ESK

[  Initial Filing of Farm Re-fingto Change: [] Treasurer/Deputy [ Depostory [] o©ffice [ Pary

2. Name of Candidate (in this order: First, Middle, Last) 3. Address (include post office box or street, city, sate, zip
code)

4. Telephone 5. E-mail address

( 3

B. Office sought (include district, circuit, group number) 7 . If a candidate for a nonpartisan office, check if
applicable:

|:| My intert is to run a= a Write-In candidste:

3. If a candidate for a partisan office, check block and fill in name of party asapplicable:  Myintentistorun asa

[] wirtean  [] woParty Atflistion O Party  candicate.

9.1 have appointed the following person to act as my |:| Campaign Treasurer D Deputy Treasurer

10. Mame of Treasurer or Deputy Treasurer

1. Mailing Address 12. Telephone

( )

13. City 14 . County 145, State 16. Zip Code | 17, E-mail address

1&. | have designated the following bank as my I:‘ Primary Depositary [0 secondary Depository
19. Name of Bank ‘ 20. Address

21. City 22, County 23. State 24 Iip Code

UMOER PEMALTIES OF PERJURY, | DE CLARE THAT | HAWE READ THE FOREG OING FORM FOR APPOINTMENT OF CAMPAIGN TREASURER AMD
DESIGMATION OF CAMPAIGH DEP OSTORY AMD THAT THE FACTS STATED IM T ARE TRUE

25. Date 2B. Signature of Candicdate
27. T s By ki of &y il (fill inthe blanksand check the appropriate block)

I, ,do hereby acoept the appointm et
(P leaze Print or Type Mame)

designated above a3 D Campaign Treasurer D Deputy Treasurer.

X

Date Signature of Campaign Treasurer or Deputy Treasurer

DS-DE 9 (Rev. 1010} Rule 15-2.0001, F.A.C.




Qualifying of Candidates

Form DS-DE 9, Appointment of Campaign Treasurer and Designation of Campaign
Depository for Candidates [governed by F.S. 106.021(1)] Continued:

A candidate is allowed to change the designation of the office for which he/she is a
candidate, however, they must notify all contributors in writing of the intent to seek a
different office and offer to return pro rata, upon their request; notification shall be
given within 15 days after the filing of the change of designation and shall include a
standard form developed by the Division of Elections for requesting the return of
contributions.

If, within 30 days after being notified by the candidate of the intent to seek a different
office, the contributor notifies the candidate in writing that the contributor wishes his
or her contribution to be returned, the candidate shall return the contribution, on a pro
rata basis, calculated as of the date the change of designation is filed.

F.S. 106.021



Qualifying of Candidates

Form DS-DE 9, Appointment of Campaign Treasurer and Designation of Campaign
Depository for Candidates [governed by F.S. 106.021(1)] Continued:

Up to a maximum of the contribution limits specified in s. 106.08, a candidate who runs
for an office other than the office originally designated may use any contribution that a
donor does not request be returned within the 30-day period for the newly designated
office, provided the candidate disposes of any amount exceeding the contribution limit
pursuant to the options in s. 106.11(5)(b) and (c) or s. 106.141(4)(a)l., s.
106.141(4)(a)2., or s. 106.141(4)(a)4.; notwithstanding, the full amount of the
contribution for the original office shall count toward the contribution limits specified in
s. 106.08 for the newly designated office.

F.S. 106.021



Qualifying of Candidates

Form DS-DE 9, Appointment of Campaign Treasurer and Designation of Campaign
Depository for Candidates [governed by F.S. 106.021(1)] Continued:

If the primary campaign treasurer resigns or is removed, a copy of the written
resignation or removal letter must accompany the Reappointment of Campaign
Treasurer (Form DS-DE 9) and be filed with the filing officer for the reappointment to be
effective.

APPOINTMENT OF CAMPAIGN TREASURER
AND DESIGNATION OF CAMPAIGN
DEPOSITORY FOR CANDIDATES

(Sedion 106.02101), F 5.
(PLEASE PRINT OR TYPE)

HOTE: This form must be on file with the qualifying

offic er before opening the campaign account. OFFICE USE OHLY
1. CHECK APPROPRIATE BOX(ES) M
[J Initial Filing of Farm Re-filngto Change: [] TreasurenDeputy [ Depostory [[]  Office  [] Party
2. Hame of Candidate (in thiz order. Firgt | Middle, Last) 3. Address (include post office box or street, city, fate, zip
code)
I

F.S. 106.021



Qualifying of Candidates

In an effort to minimize confusion by
the Candidate and the Bank, it is
suggested, but not required, to issue a
letter to the Candidates’ depository
advising:

Modify as needed to address
Deputy Treasurer

Include this portion on your
letter as a “CYA”.

Re: Authorization to Open Campaign Account
To Whom It May Concern:

[__Name of Candidate ] has filed as a Candidate
for the City of Belle Glade’s March 2012
Election. He/She has designated your financial
institution as his/her campaign depository.

[__Name of Candidate ] has appointed [ _Name
of Treasurer ] as his/her Campaign Treasurer,
and, until such time | notify you otherwise,
he/she is the only authorized person to sign
checks on this account.

Should you have any questions, please contact
me at 561-996-0100, extension 113.

For Office Use Only:

Original letter picked up by

on

for personal delivery to the financial institution noted above.




Qualifying of Candidates

Form DS-DE 84, Statement of
Candidate [governed by FS.
106.023] must be filed with the
filing officer within 10 days after
filing Form DS-DE 9. This form
states that the candidate has been
provided access to read and
understand the requirements of
Chapter 106, F.S. The execution and
filing of the statement of candidate
does not in and of itself create a
presumption that any violation of
Chapter 106, F.S., or Chapter 104,
F.S., is a willful violation as defined
in Section 106.37, F.S.

OFFICE USE OHLY

STATEMENT OF
CANDIDATE

(Section 106.023, F.5.)
(Please print or type)

canddate for the office of

hawve been provided access to read and understand the requirements of

Chapter 106, Florida Statutes

Signature of Candidate Date

Each candidate must file a statement with the gualifying oficer within 10 days after the
Appointment of Campaign Treasurer and Designation of Campaign Depository is filed. WWillful
failure to file this form is a first degree misdemeanor and a civil wiolation of the Campaign
Financing Act which may result in afine of up 1o $1,000, (s5. 106.13(1)(c), 106.265(1), Florida
Statutes).

DS-DE 8 (05/11)




Qualifying of Candidates

Note: The
DS-DE 25, Candidate Oath CANDIDATE OATH - name printed
[governed by F.S. 99.021 (1)(a)1.] ”Ot’iR“SMjZ’_F_FI'CE here is what
Each candidate, whether a party St will appear
candidate, a candidate with no party R on the ballot.

[PLEASEFRINT NAME A5 vOU "8 H IT TO A PPEAR OM THE BALLOT® — MAME MAY NOT BE CHANGED AFTER THE ENDOFQUALI

am & candidste for the nonpartisan ofice of

affiliation, or a write-in candidate, in ‘
order to qualify for nomination or : o sl loctor ot oty it

[cincuit #) [group or seat #)
| am gualified under the Constitution and the Lawe of Florida to hold the office to which | desire to be nominated or

election to any office other than a St 5 e . A o S o S O
judicial office as defined in chapter
105 or a federal office, shall take and S rinss
subscribe to an oath or affirmation in S
writing. A copy of the oath or it oVt R Nt Gt oo vt i
affirmation shall be made available e ook o b 3 o ey 12 B IGTEMTEEA NG Sl el o
to the candidate by the officer
before whom such candidate seeks oo
to qualify and shall be substantially SN ____

in the following form and must be e
notarized.

STATE OF FLORIDA
COUNTY OF

0%-DE 23 [Rew. 5M1) Rule 15-20001, F.AC.




Qualifying of Candidates

CANDIDATE OATH -
NOMPARTISAN OFFICE

(Hot for use by Judicial or
School Board Cand dates)

OFFICE USE ONLY

OATH OF CANDIDATE
(Section 09021, Florida Statutes)

[PLEASE PRINT HAME A5 YOU 5 H T TO AFFEAR ON THE BALLOT* — NAWE MAY NOT EE CHANGED AFTER THE ENDOF GUALIFFING |

am a candidate far the nonpattisan ofice of

(cHfice) [district ¥]

[eiraut #) [@roup or seat )

| am gualified under the Constitution and the Laws of Florida to hold the office to which | desire to be nominated or
elected; | have gualiied for no other public office in the state, the term of which office or any part thereof runs
concurrent with the office | seek; and | have resigned from any office from which | am required to resign pursuant to
Section 99.012, Flodda Statutes; and | will support the Constitution of the United States and the Constitution of the
State of Florida .

X C

Signature of Candidate Telephone Mumber Ernail Address

Address City State ZIF Code

Candidate Oath
Includes Pronunciation request

' ; lam aqualiied electar of County, Florids,

Candidate's Florida Yoter Registration Mummber (located onyour woter informatiog

* Please print name phonetically on the ling belowas you wish it to be

ounced an the audio ballot far persons
with disabilities [ see instructions on page 2 ofthis form):

STATE OF FLORIDA

COUNTY OF
Sworn to (or afirmed) and subscribed before me this day of 20_ -
Personally knaun: or

Sigrature of Motary Public
Produced |dentification: Print, Type, or Stamp Comrmissioned Mame of Motary Public
Twe of fion Produced:

D5-DE 235 [Rew. 5M11) Fule 13-20001, F.ALC,




Qualifying of Candidates

Form 1, Statement of Financial

Interests [governed by F.A.C. Rule 34-
8.202(6)]

A candidate for an elective state or
local office specified in Section
112.3145, FES., must file with the
officer before whom he or she
gualifies a statement of financial
interests on the form prescribed by
the Commission, CE Form 1 -
Statement of Financial Interests,
adopted by reference in subsection
34-8.202(1), F.A.C., together with and
at the same time he or she files
qgualifying papers as a candidate.

FORM 1 STATEMENT OF 2011
T A T JMEFIN ANCIAL INTERESTS |
LAST HAWE-- FIRST MHAMWE-- MIDOLE FOR OFFICE
USE ONLY:

MAILING ADDRESS :

10 Code
CITY: ZIP: COUNTY
10 Mo
NAWE OF AGENCY :
Cont, Code
NAWE OF OFFICE OR POSTION HELD OR S0UGHT : P. Req. Code 6’%

fou ars notimiea b 116 1pazs on 118 Ines on e form. Atech addrbonal aes t, 1T0s ce ars.

CHECHK OMLY IF [J CAMDIDATE OR O MEWBWPLOYEE OR APFOINTEE <¢§§

=== BOTH PARTS OF THIS SECTION MUST BE cd)%s [

DISCLOSURE PERIOD:
THIE STATBMENT REFLECTS YOUR FINANCIAL INTERESTS FOR THE PRECEDIMG TAH I ‘%‘_‘7 ER BASED OM ACALEMDAR YEAR OR OM

AFISCALYEAR. PLEASE STATE BELOWWWHETHER THIS STATBMENT 15 FOR THE RRER ( e (EAR ENDING ETHER (must check one):
[m] DECEMBER 31, 2011 or [m] SPECIF Y T X A J" THAN THE CALENDAR YEAR:

MANNER OF CALCULATING REFORTA BLE INTERESTS:
THE LEGISLATURE ALLOWS FILERS THE OPTIOM OF USING REPI
REQUIRES FEWER CALCULATIONS, OR USING COMPARATT
instructions for further details). PLEASE STATEBELOW WHETH

PART A - PRIMART SOURCES OF INCOME  Bfajor i
(i you have retfingto repert. you m 4& ¥

ES DESCRIPTION OF THE SOURCES

MNAE OF SOURCE P @
3 RESS FRIMCIPAL BUSINES S ACTINT Y

OF INCOME

3 o
FARTE -- ACOMDERY SOURCES OF INCOME

Dusjor custormers, clients, and other sources ofincome t businesses owned by the reporting person - See instructions p. 4]
(ff wou have rething to report , you must write “none® or “réa")

NAME OF MAIDR $0URCES ADDRESS PRINCIPAL BUSINESS
BUSIERS ENTTY OF BUSINES S INCOME OF S0URCE ACTITY OF SOURCE
[
FART C o REA L FROFERTT Land. buldings suned by the rporting person - See instusions p. 4] FILING IHSTRUCTIONS for

[ yoo have notfingto report, you must urite “rone” or "né"] when and where ta file thiz form

are losated at the bettam of page 2.

INSTRUCTIONS on who must
filathiz form and howto fill it out
begin on page 3.

OTHER FORMS you mayneed
tofile are deseribed on page E.

GEFOAN 4~ BEche: Sy 1,302 At RRUEIWEIEG, FAS, [ Continued on reverse side] PAGE {




Qualifying of Candidates

Commission on Ethics Opinion (CEO)
No. 82-72

The financial disclosure period for
municipal candidates and public
officers was the taxable year ending
on December 31, as set forth in the
U.S. Internal Revenue Code. An
incumbent should file, at the time of
qualifying, a disclosure form reflecting
financial interests for the vyear
preceding the election year.

FORM 1 STATEMENT OF 2011
Toame e e g i pow: l FINANCIAL INTERESTS |
LAST HAWE-- FIRST MHAMWE-- MIDOLE FOR OFFICE
USE ONLY:

MAILING ADDRESS :

10 Code
CITY: ZIP: COUNTY on

o

NAWE OF AGENCY :

Cont, Code
NAWE OF OFFICE OR POSTION HELD OR S0UGHT : P. Req. Code %
fou ars notimiea b 116 1pazs on 118 Ines on e form. Atech addrbonal aes t, 1T0s ce ars. ﬁ@ §
CHECHK OMLY IF [J CAMDIDATE OR O MEWBWPLOYEE OR APFOINTEE @\

=== BOTH PARTS OF THIS SECTION MUST BE cé)%s [
DISCLOSURE PERIOD:

THIE STATBMENT REFLECTS YOUR FINANCIAL INTERESTS FOR THE PRECEDIMG TAH I
AFISCALYEAR. PLEASE STATE BELOWWWHETHER THIS STATBMENT 15 FOR THE RRER

[m] DECEMBER 31, 2011 or [m] SPECIF Y T X THAN THE CALENDAR YEAR:

MANNER OF CALCULATING REFORTA BLE INTERESTS:

THE LEGISLATURE ALLOWS FILERS THE OPTIOM OF USING REPI
REQUIRES FENER CALCULATIONS, OR USING COMPARATK 5, UWHICH-ARE USLALLY BASED OM PERCENTAGE el UES (e
instructions for further details). PLEASE STATEBELOW WHETH BWENT % EITHER [must check one )
AOOLLAR WALUE THRESHOLDS

n - See instructions p. 4|

PART A - PRIMART SOURCES OF INCOME  Bfajor
(i you have retfingto repert. you m 4&

DESCRIPTION OF THE SOURCES

MNAE OF SOURCE P @
2 RESS FRIMCIPAL BUSINES S ACTINT Y

OF INCOME

FARTE -~ g%UNDAR‘T' S0OURCES OF INCOME

Dusjor custormers, clients, and other sources ofincome t businesses owned by the reporting person - See instructions p. 4]
(ff wou have rething to report , you must write “none® or “réa")

HNAE OF NAME OF MAIDR $0URCES ADDRESS PRINCIPAL BUSINESS
BUSINESS ENTITY OF BUSINES S INCOME OF S0URCE ACTITY OF SOURCE
[
PART C - FEAL FROFERT T Land. buldings uned by e rporting person - See instusions p. 4] FILING IHSTRUCTIONS for
]

1 youhave rotfingto report, you must write "rone” or ‘A" when and where ta file thiz form

are losated at the bettam of page 2.

INSTRUCTIONS on who must
filathiz form and howto fill it out
begin on page 3.

OTHER FORMS you mayneed
tofile are deseribed on page E.

GEFOAN 4~ BEche: Sy 1,302 At RRUEIWEIEG, FAS, [ Continued on reverse side] PAGE {




Qualifying of Candidates

Affidavit of Undue Burden (if applicable)
[governed by F.S. 99.093]

Municipal candidates; election assessment.—

(1) Each person seeking to qualify for nomination or
election to a municipal office shall pay, at the time of
qualifying for office, an election assessment. The
election assessment shall be an amount equal to 1
percent of the annual salary of the office sought.
Within 30 days after the close of qualifying, the
qualifying officer shall forward all assessments
collected pursuant to this section to the Florida
Elections Commission for deposit in the Elections
Commission Trust Fund.

(2) Any person seeking to qualify for nomination or
election to a municipal office who is unable to pay the
election assessment without imposing an undue
burden on personal resources or on resources
otherwise available to him or her shall, upon written
certification of such inability given under oath to the
qualifying officer, be exempt from paying the election
assessment.

AFFIDAVIT OF UNDUE BURDEN
(Seclion 99.097(4), Florida Statutes)

IMPORTANT: Paying signat th 5 will lude or il i the filing of an undue burden

oath. Section 99.097(6), Florida Statutes, provides: (a) If any person is paid to solicit signatures on a petition, an
undue burden oath may not subseguently be fled in lieu of paying the fee to have signatures verified for that
petition. (k) 1f an undue burden oath has been filed and payment iz subsequently made to any person to solicit
signatures on a petition, the undue burden oath is no longer valid and a fee for all signatures previously submitted
to the supetvizor of eledions and any subm tted thereater shall be paid by the candidate, person, ar arganization
that submitted the undue burden osth. |f cortributions as defined in 5. 106011 are received, any monetary
contributions muat first be usedto reimburse the supervisor of eledions for any signature verification feesthat
were not paid because of the filing of the undue burden oath. [Mote: The second sentence in (b) applies only
when payment ismade 1o & signature gatherer after an undue burden osth had been filed ]

| cerify under oath that | intend to qualify as a candidate for the office of

and that | am
unable to pay the fee for verification of petition signatures for that office
without imposing an undue burden on my personal resources or on
resources othenwvise available to me.

Signature of Candidate Print Candidate’s Name

Address City

{ )

State Zip Telephone Number

State of Florida

County of

Swom to {or affir ed) and subscribed before me this day of .20

by

Personally Known: or

Produced |dentification: Signature of Notary Public — State of Florida
Print, Type or Stamp Commissioned Mame of

Type of ldentification Procduced: M otary Public




Qualifying of Candidates

Acknowledgement and
Certification of Logic &
Accuracy Testing

This is not a requirement,
however, it is suggested your
candidates  acknowledge, in
writing, that they have been
advised of the L&A Testing date
and time and was afforded an
opportunity to attend.

CERTIFICATION OF ELECTION SYSTEM

& TABULATION EQUIPMENT
[Cormonly knowm as L & A [Logic & Acouracy] Testing

I, ., cerify that | have been advised by the Filing

Officer/City Clerk that the testing of the Computer Election System and Tahul ating E quipment

will be conducted on

Friday, February 24, 2012" FOR THE GENERAL ELECTION, at 3:00 p.m.

AND
Tuesday, March 20, 2012* FOR THE RUN-OFF ELECTION at 10:00 A.M.

Both will be held in the Palm Beach County Supervisor of Elections' Election Tally Center®,

located at 7833 Central Incustrial Drive, Riviera Beach, Florida.

I'will be present for the testing of the voting equipment on the dates listed above.

| will not be present for the testing of the voting equipment on the dates listed

ahove.

Signature of Candidate for Public Office

Date




Qualifying of Candidates

Canvassing Board Meeting Schedule
The schedule lists important dates that are required to be “publicly noticed”.

Must be provided to candidates and executive political parties. Obtain a signed
receipt as proof that the schedule was provided to the candidate, and political
parties, if applicable.

The County SOE will publish the notice and provide the City Clerk (Filing Officer) with
a copy of the schedule for candidate-qualifying purposes.

If the schedule is not available at the time the candidate qualifies, the schedule must
be sent by certified mail. The filing officer must have proof that the candidate has
been provided a copy of the schedule or that the candidate has received the
schedule.

F.S. 101.5612



Qualifying of Candidates

Forms Required to be Verified Under Oath or
Affirmation:

F.S. 99.061(5): At the time of qualifying for office, each candidate shall file a disclosure
of financial interests, which must be verified under oath or affirmation pursuant to s.

92.525(1)(a).

F.S. 99.061 (7)(a)(2): The candidate’s oath must contain the name of the candidate as
it is to appear on the ballot; ...; and the signature of the candidate, which must be
verified under oath or affirmation pursuant to s. 92.525(1)(a).

F.S. 92.50(1): Oaths, affidavits, and acknowledgements required under law...may be
taken or administered by or before a judge, clerk, or deputy clerk of any court of
record within the state, or before a US commissioner, or any notary public within the
state.



Qualifying of Candidates

Two Forms of Fees:
1) Qualifying; and
2) State Assessment

Qualifying Fee - Governed by municipal Charter or Code. Some
municipalities only have the petition process, which will be
explained further in this presentation.




Qualifying of Candidates

State Assessment Fee

F.S.99.093 Municipal candidates; election assessment.

(1) Each person seeking to qualify for nomination or election to a municipal office
shall pay, at the time of qualifying for office, an election assessment. The election
assessment shall be an amount equal to 1 percent of the annual salary of the office
sought. Within 30 days after the close of qualifying, the qualifying officer shall
forward all assessments collected pursuant to this section to the Florida Elections
Commission for deposit in the Elections Commission Trust Fund.

(2) Any person seeking to qualify for nomination or election to a municipal office
who is unable to pay the election assessment without imposing an undue burden on
personal resources or on resources otherwise available to him or her shall, upon
written certification of such inability given under oath to the qualifying officer, be
exempt from paying the election assessment.



Qualifying of Candidates

http://www.fec.state.fl.us/FECWebFi.nsf/pages/Forms

FLorIDA ELECcTIONS COMMISSION

State Assessment Fee Form

About » Final Orders w Meetings = Complaints » Agency Clerk =

Links Contact

Questions regarding Confidential Complaint Forms should be directed to the Commission Clerk at (850) 92#4539, or Email:
fec@myfloridalegal.com
Supervisor of Elections Forms:

Questions regarding Supervisor of Elections Forms should be directed to the Business [#nager at (850) 922-4539, or

fec @myfloridalegal. com

o County Candidate One Percent Remittance Fee Form -

o County Judicial Candidate Fee Remittance Form -

» County School Board Candidate Fee Remittance Form /-

Municipal Election Forms:

Question regarding Municipal Elections Forms shoul directed to the Business Manager at (850) 922-4539, or

fec@myfloridalegal.com

» Municipal Election Assessment Form -
» Affidavit of Financial Hardship /-

Please direct all public records
requests to the clerk of the
Commission at
fec@myfloridalegal.com, or
(850) 922-4539.

CITY CLERKS

If you have any questions about the
procedures for remitting the 1%
Election Assessments, please
contact our agency at (850) 922-
4539.

ail to:
Florida Elections Commission
107 West Gaines Street
The Collins Building, Suite 224
Tallahassee, FL 32399-1050

137



Qualifying of Candidates

Petition Process, F.S. 99.095, in lieu of a qualifying
fee and party assessment.

(2)(a) A candidate must obtain the number of signatures of voters in the geographical area
represented by the office sought equal to at least 1 percent of the total number of
registered voters of that geographical area, as shown by the compilation by the department
for the immediately preceding general election. Signatures may not be obtained until the
candidate has filed the appointment of campaign treasurer and designation of campaign
depository pursuant to s. 106.021 and are valid only for the qualifying period immediately
following such filings.

(2)(c) The format of the petition shall be prescribed by the division and shall be used by
candidates to reproduce petitions for circulation. If the candidate is running for an office
that requires a group or district designation, the petition must indicate that designation
and, if it does not, the signatures are not valid. A separate petition is required for each
candidate.


http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0106/Sections/0106.021.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0106/Sections/0106.021.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0106/Sections/0106.021.html

Qualifying of Candidates

Petition Process, F.S. 99.095, continued:

(3) Each petition must be submitted before noon of the 28th day
preceding the first day of the qualifying period for the office sought
to the supervisor of elections of the county in which such petition was
circulated. Each supervisor shall check the signatures on the petitions
to verify their status as voters in the county, district, or other
geographical area represented by the office sought. No later than the
7th day before the first day of the qualifying period, the supervisor
shall certify the number of valid signatures.

Deadline to submit petitions to Municipal Filing Office is 12-31-2013.



Qualifying of Candidates

Petition Process, F.S. 99.095, continued:

Candidate to pay costs to verify signatures. According to the “Candidate
Petition Handbook, there are three ways to pay for the verification fees:

* The verification fee is paid with a campaign check or the campaign’s petty
cash;

* The candidate pays the verification fee with personal funds and reports it
as an in-kind contribution or is reimbursed by the campaign; or,

* Someone else pays for the verification fees and is reimbursed by the
campaign.

(5) If the required number of signatures has been obtained, the candidate is
eligible to qualify pursuant to s. 99.061.



Qualifying of Candidates

Petition Process, F.S. 99.095, continued:

A candidate may claim an undue burden status whereby the candidate certifies, under
oath, that he/she is unable to pay the fee for signature verification without imposing
an undue burden on his/her personal resources or resources otherwise available.

A candidate must submit their certification of undue burden status at the time they
submit their petitions for signature verification.

The undue burden status cannot be claimed after the signature verification process
has commenced.

The Supervisor of Elections shall certify the number of valid signatures submitted by
the candidate and shall issue an official certification to the filing officer. The
certification shall be issued in the time prescribed in municipal charter or Florida Law,
whichever is applicable.



Qualifying of Candidates

Petition Process, F.S. 99.095, continued:

A candidate who obtains the required number of candidate petition
signatures will not have to pay the filing fee, but is required to pay the 1%
election assessment, unless the candidate files an Affidavit of Undue Burden.

If a candidate, who claimed an undue burden status, has campaign funds left over at
the end of his/her campaign, the candidate must reimburse the Supervisor of
Elections for any unpaid signatures verification fees.



Qualifying of Candidates

DS-DE 104, Candidate Petition form, download from State

Division of Elections at http://election.dos.state.fl.us/forms/index.shtml.

A useful resource is the Florida
Division of Elections’ publication
“Candidate Petition Handbook”.
This should answer most questions
you may have on the Petition
Process.

http://election.dos.state.fl.us/publications/pdf/2011/2011
CandidatePetitionHandbook.pdf



http://election.dos.state.fl.us/forms/index.shtml
http://election.dos.state.fl.us/publications/pdf/2011/2011CandidatePetitionHandbook.pdf
http://election.dos.state.fl.us/publications/pdf/2011/2011CandidatePetitionHandbook.pdf

Qualifying of Candidates

Proof of Residency/Registered Voter

Check your Code of Ordinances to determine if there are any provisions that
require the candidate to provide proof of residency and if they are required to
live within the municipality for a specify length of time prior to start of
qualifying.

Some municipalities require a candidate provide the following either before
or during qualifying:

Copy of Drivers License

Copy of Voter Registration Card
Confirmation from the SOE
Copy of Utility Bill in their name

et (o D [



Qualifying of Candidates

Missing or Incomplete Qualifying Forms

If the filing officer receives qualifying papers during the qualifying period prescribed in
this section which do not include all items as required by law prior to the last day of
qualifying, the filing officer shall make a reasonable effort to notify the candidate of
the missing or incomplete items and shall inform the candidate that all required items
must be received by the close of gualifying. A candidate’s name as it is to appear on
the ballot may not be changed after the end of qualifying.

F.S. 99.061(7)(b)



Qualifying of Candidates

AGO 2004-18: Exemption of Personal
Identifying Information.

A custodian who is not the employer of an individual whose personal information
is made confidential pursuant to section 119.07(3)(i), Florida Statutes, must
maintain the confidentiality of such information only when requested to do so in
writing by the protected person or his or her employing agency.

There appears to be a scriveners error,
as this should be (6), not (3).



Qualifying of Candidates

Exemption of Personal Information

Florida Attorney General There appears to be a scriveners error,

Advisory Legal Opinion as this should be (6), not (3).
Number: AGO 2004-18

Date: April 30, 2004
Subject: Records, petitions/candidacy papers

Identiality of personal information in petitions
1), Fla. Stat.

RE: PUBLIC RECORDS—ELECTIONS~
and campaign papers. s. 119.07(3

Accordingly, in the event you are requested in writing to maintain the confidential
status of personal information appearing in a petition or campaign papers pursuant to
section 119.07(3)(i)4., Florida Statutes, it is my opinion that you must maintain the
confidentiality of such information.



Qualifying of Candidates

Returned Checks

F.S. 99.061(7)(a)(1): ...If a candidate’s check is returned by the bank for any reason, the
filing officer shall immediately notify the candidate and the candidate shall have until
the end of qualifying to pay the fee with a cashier’s check purchased from funds of
the campaign account. Failure to pay the fee as provided in this subparagraph shall

disqualify the candidate.



Post Qualifying

REMEMBER TO:

* Send SOE List of Qualified Candidates
* Proof and advertise sample ballot

* Process payment for State Assessment Fees, be sure to include Municipal Election
Assessment Form (see pages 136 & 137) and any Affidavits of Undue Burden (if

applicable)



Poll Watchers

(Sections 101.111, 101.131, 101.23, 102.031(3), Fla. Stat.)

Political parties, candidates and some political committees are allowed to have poll
watchers in each polling room during the early voting period and on Election Day. Poll
watchers must be approved by the supervisor of elections prior to the election. The
supervisor of elections will provide each polling place a list of the names of approved
poll watchers. Approved poll watchers are allowed in all polling locations within the
county [municipality] designated. However, each political party, candidate or political
committee may have only one poll watcher present at any one time in each polling
room when the polls are open on Election Day, or during designated early voting
hours.

e Poll watchers must wear their identification badges.

* Poll watchers are allowed within the polling room to observe the conduct of the
election. They may not obstruct the orderly conduct of the election.

(Continued on next page)



Poll Watchers

Poll watchers may observe the voter check-in process. They may not come closer
to the inspectors’ table or the voting booths than is reasonably necessary to
perform the poll watcher’s functions.

Poll watchers may not speak to or otherwise interact with voters.
Poll watchers may make written voter challenges with the precinct clerk.

Poll watchers are not allowed to wear campaign buttons, shirts, hats, or other
campaign items while they are in the polling room.

Poll watchers should pose any questions regarding polling place procedures to the
clerk for resolution.



Poll Watchers

Guidelines issued by SOE

GUIDELINES FOR POLL WATCHERS
SECTION 101.131. FLORIDA STATUTES

1. Each candidate, political party, and political
committee may have only one (1) Watcher in each
polling room or early voting area at any one time
during the election.

2. Each Poll Watcher shall be a qualified and
registered elector of the county in which he or she
serves.

3. The Clerk of the precinct will be provided with a
list of Poll Watchers who have been certified and
approved for the Precinct.

4. Each Poll Watcher shall have identification at all
times while at the Precinct and shall check in with
the Precinct Clerk upon arrival and show
identification. The Precinct Clerk will verify that
the person is an approved Poll Watcher.

5. No candidate, sheriff, deputy sheriff, police officer
or other law enforcement officer may serve as a
Poll Watcher.

NOTE: Cell phones must be on silent and one must
leave polling room to make or answer calls.

Any member of the public may witness the
opening and closing procedures, but may not
interfere with the Election Board in any way.

POLL WATCHERS SHALL:

Be allowed within the polling room or early
voting area to watch and observe the conduct
of the electors and the officials.

Furnish their own materials and necessities.
They may not use the Precinct telephone.

Observe the voter check-in process and may
not come closer to the inspectors’ table or
voting booth than is reasonably necessary.
They are not allowed to touch the Precinct
Register.

NOT wear or display any political party,
candidate’s name, or other pertinent
campaign materials.

NOT interfere with the orderly conduct of the
Election.

NOT come closer to the Officials’ table or the
voting booths than is reasonably necessary to
properly perform their functions.

NOT assist a voter in any way with the voting
of their ballot.




Poll Watchers

Sample Poll Watcher Badge

POLL WATCHER CARD for:
NAME OF POLL WATCHER

PALM BEACH GARDENS, FLORIDA

|, Candidate, have designated the above named
person to serve as a poll watcher for the Palm Beach
Gardens Municipal Election to be held on March 8,

2011 in:

__X__All precincts within Palm Beach Gardens



Campaign Financing

Campaign Treasurers

Candidate must have a campaign treasurer and the candidate may
appoint themselves as Treasurer or Deputy [F.S. 106.021(1)(c)];

Candidates are prohibited from signing campaign checks unless they
are appointed as Campaign Treasurer or Deputy Treasurer [F.S. 106];

Shall file regular reports of all contributions received and expenditures
made by or on behalf of the Candidate [F.S. 106.07(1)];

Shall preserve all account documentation for a number of years equal
to the term of office to which the Candidate seeks election [F.S.
106.06].




Campaign Financing

Campaign Depository/Bank Account

Form DS-DE9 (candidate naming treasurer and depository) must be on file with the
filing officer prior to opening a campaign account, accepting any contributions or
making any expenditures or obtaining petition signatures.

Designating a campaign depository does not mean physically opening an account. It’s
merely naming the financial institution where campaign funds will be deposited.




Campaignh Financing

Campaign Depository/Bank Account continued

Campaign checks must contain name of the campaign account of the Candidate or
political committee, account number and name of bank, exact amount of expenditure,
signature of campaign treasurer or deputy treasurer, exact purpose of expenditure,
and name of payee.

Dade 210

FPAY TOTHE
QRIDER QF XrZ Lumber Company § 20000
Twwa Hundred and 000100 DOl rARS

BAMK OF FLORIDA
TALLAHASSEE, FL 32323

FOR Sign materiak Sigratie of Can paign Tredsuer

OOE3E2553 0520 007 5304

§106.11(1)(b) E.S.




Campaign Financing

Campaign Depository/Bank Account continued

Checks - Only a campaign treasurer or deputy campaign treasurer is allowed to sign
checks drawn on the campaign account. The campaign treasurer or deputy campaign
treasurer who signs a check shall be responsible for the completeness and accuracy of
the information on the check and for ensuring it is an authorized expenditure.
Candidates are prohibited from signing campaign checks unless they appointed
themselves campaign treasurer or deputy treasurer.




Campaign Financing

Reporting

Each campaign treasurer designated by a candidate shall file regular reports of all
contributions received and all expenditures made by or on behalf of such candidate.

The candidate and his or her campaign treasurer shall certify as to the correctness of
each report. Each person so certifying shall bear the responsibility for the accuracy
and veracity of each report. Any campaign treasurer or candidate who willfully
certifies the correctness of any report while knowing that such report is incorrect,
false or incomplete commits a misdemeanor of the first degree. (Section 106.07, F.S.)




Campaign Financing

Reporting continued

Reports are filed with the officer before whom the candidate qualifies. Candidates
filing reports with the Division of Elections are required to file by means of the
Electronic Filing System (EFS). If the candidate’s filing officer is other than the Division
of Elections, contact the appropriate filing officer to find out the requirements.

(Section 106.07(2), F.S.)

Reporting dates were provided at the beginning of this presentation under “Important
Dates”.




Campaign Financing

Reporting continued
Gary J. Holland, Assistant Director
Division of Elections, Florida Department of State

Issued the below statement:

“Consistent with Division of Elections Formal Opinion 98-03, for municipal elections in
which no municipal primary is held, the only applicable reporting dates other than
monthly reports are those reports due on the 25%, 11%, and 4% days preceding the
municipal general election.”!

! Provided by email from Tammy Revell, FLC, June 5, 2013



http://cp.mcafee.com/d/1jWVIp3xASyOeKM-CeuvdTdFEFIFLI6zBdUSCyCO-qenT6n3qqararX1EVjd79Jd5csPuXdSjvAZzcNVVUatfJasLFOVJQ-QFO-DbCXIIzDthvW_3C4S4neLsKyVtPArLzAPhODORQr8EGETvVkffGhBrwqrjdK6XCXCM0vD_qsGMVkIWvmcAdVvaHixaIap3P68CzAQsLoxVEVuKPOO3FIzIiT4WDDX1058lFOFpQ-Ip8rOVJdMttYSdJMBqiSDCy0i26O8Md40La6MJVEw1vHlzek29Ew3JDZ3h0rKr_JQSRaYD
http://cp.mcafee.com/d/1jWVIp3xASyOeKM-CeuvdTdFEFIFLI6zBdUSCyCO-qenT6n3qqararX1EVjd79Jd5csPuXdSjvAZzcNVVUatfJasLFOVJQ-QFO-DbCXIIzDthvW_3C4S4neLsKyVtPArLzAPhODORQr8EGETvVkffGhBrwqrjdK6XCXCM0vD_qsGMVkIWvmcAdVvaHixaIap3P68CzAQsLoxVEVuKPOO3FIzIiT4WDDX1058lFOFpQ-Ip8rOVJdMttYSdJMBqiSDCy0i26O8Md40La6MJVEw1vHlzek29Ew3JDZ3h0rKr_JQSRaYD
http://cp.mcafee.com/d/1jWVIp3xASyOeKM-CeuvdTdFEFIFLI6zBdUSCyCO-qenT6n3qqararX1EVjd79Jd5csPuXdSjvAZzcNVVUatfJasLFOVJQ-QFO-DbCXIIzDthvW_3C4S4neLsKyVtPArLzAPhODORQr8EGETvVkffGhBrwqrjdK6XCXCM0vD_qsGMVkIWvmcAdVvaHixaIap3P68CzAQsLoxVEVuKPOO3FIzIiT4WDDX1058lFOFpQ-Ip8rOVJdMttYSdJMBqiSDCy0i26O8Md40La6MJVEw1vHlzek29Ew3JDZ3h0rKr_JQSRaYD

Campaign Financing

Reporting continued

F.S. §106.07(2)(a)1. states the following:

Reports shall contain information of all previously unreported contributions received
and expenditures made as of the preceding Friday, except that the report filed on the
Friday immediately preceding the election shall contain information of all previously
unreported contributions received and expenditures made as of the day preceding that
designated due date. .....

Therefore, your reporting dates and period covered for the March 11, 2014 election
would be as follows:

Reporting Date: Period Covered:
Friday, January 10, 2014 .........ccovevviveieeecee e, December 1-31, 2013
Monday, February 10, 2014 .......ccoovvevevvevceeereennen. January 1-31, 2014
Friday, February 14, 2014 (25th day prior) ........... February 1-7, 2014
Friday, February 28, 2014 (11th day prior) ........... February 8-21, 2014

Friday, March 7, 2014 (4th day prior) ......ccceuee..... February 22 — March 6, 2014




Campaign Financing

Division of Elections Rules
Rule 1S-2.017 DS-DE 111 (version 5/23/2011) Campaign Finance Reporting File
Specifications

Report Type - Each reporting period is identified by a report type code. Monthly
reports are M1, M2, M3, and M4. General Election reports are G1, G2, G3, and G4. A
termination report (TR) is due from candidate 90 days after the close of their
campaign.

Amendment - An amendment report includes only the contributions, expenditures,
other distributions and fund transfers being reported as additions, updates or
deletions. Please read the instructions for the sequence number field and the
amendment type field.

Refunds: Negative Contributions - All refunds (contribution type of ‘REF’) should be
entered as a negative money amount. Examples of refunds include bad checks or a
refund/return of a previously deposited contribution.




Campaign Financing

Division of Elections Rules
Rule 15-2.017 DS-DE 111 (version 5/23/2011) Campaign Finance Reporting File
Specifications Continued

Amended Reports To add a new (previously unreported) contribution, expenditure, other
distribution or fund transfer for the reporting period being amended, enter “ADD” in
amendment type on a record with ALL of the required data. The sequence number for
contributions with amendment type “ADD” will start one plus the number of contributions
in the previous report for the specified coverage period. For example, amending an original
Q1 report that had 75 contributions, means the sequence number for the first contribution
having amendment type “ADD” will be 76; the second “ADD” contribution would be 77, etc.
When amending an original Q2 report that had 40 contributions and 30 expenditures, the
sixth “ADD” contribution would have sequence number 46 and the ninth “ADD”
expenditure would have sequence number 39.




Campaign Financing

Division of Elections Rules
Rule 15-2.017 DS-DE 111 (version 5/23/2011) Campaign Finance Reporting File
Specifications Continued

To delete a previously submitted contribution, expenditure, other distribution or fund
transfer enter “DEL” in amendment type on a record with the existing sequence number of
the contribution, expenditure, other distribution or fund transfer to be deleted. The
sequence number will identify the record to be dropped from your active records.

To correct a previously submitted contribution, expenditure, other distribution or fund
transfer enter “UPD” in amendment type on a record with the existing sequence number of
the contribution, expenditure, other distribution or fund transfer to be corrected. The
sequence number will identify the record to be updated. ALL data items will be replaced
with the data items in the record. Therefore, all data items must be supplied even though
only one item might have changed.




Campaign Financing

Division of Elections Rules
Rule 15-2.017 DS-DE 111 (version 5/23/2011) Campaign Finance Reporting File
Specifications Continued

Sequence Numbers

Each contribution, expenditure, other distribution or fund transfer record shall have a
sequence number assigned to it. Sequence numbers should start at 1 and increase by 1
for each record type. Thus for each report, the record type and sequence number will
combine to create a unique identifier for each a contribution, expenditure, other
distribution or fund transfer record. For example, a Q1 report having 75 contributions,
40 expenditures, 5 other distributions and 2 fund transfers records would use sequence
numbers 1 through 75 for contributions, 1 through 40 for expenditures, 1 through 5 for
other distributions and 1 through 2 for fund transfers. The next report (Q2), comprised
of 40 contributions, 30 expenditures, 2 other distributions, and 4 fund transfers would
use sequence numbers 1 through 40 for contributions, 1 through 30 for expenditures, 1
through 2 for other distributions and 1 through 4 for fund transfers. Contributions
added via amended Q1 reports would begin with sequence number 76 and via
amended Q2 reports would begin with sequence number 41.



Campaign Financing

Contributions

A contribution is:

1. A gift, subscription, conveyance, deposit, loan, payment or distribution of money
or anything of value made for the purpose of influencing the results of an election
or making an electioneering communication. These include contributions in-kind,
having an attributable monetary value in any form;

2. A transfer of funds between political committees;

3. The payment, by any person other than a candidate, of compensation for the
personal services of another person which are rendered to a candidate without
charge to the candidate for such services; or

4. The transfer of funds by a campaign treasurer or deputy campaign treasurer
between a primary depository and a separate interest-bearing account or
certificate of deposit. The term includes any interest earned on such account or
certificate.




Campaign Financing

Contributions continued

The exceptions are:

1. Services provided without compensation by individuals volunteering a portion or
all of their time on behalf of a candidate including, but not limited to, legal and
accounting services;

2. Editorial endorsements.
IMPORTANT: The law provides no exceptions for reporting contribution information,
regardless of the size of the contribution (e.g., the reporting requirements would be

the same for a 50 cent contribution as for a $1,000 contribution).

(Section 106.011(3), F.S.)




Campaign Financing

Contributions continued

Contributions are considered received for reporting purposes when received by the
candidate, the campaign or deputy treasurer or an agent of the campaign.

» Not when mailed
» Not date of check

» Not date deposited




Campaign Financing

Unauthorized Contributions

Any contribution received by a candidate with opposition in an election or by the
campaign treasurer or deputy campaign treasurer on the day of that election or less
than five days prior to the day of the election must be returned to the contributor and
may not be used or expended by or on behalf of the candidate.

(Section 106.08(3), F.S.)




Campaign Financing

Contribution within a Government Building

No person shall make and no person shall solicit or knowingly accept any political
contribution in a building owned by a governmental entity.

“Accept” means to receive a contribution by personal hand delivery from a contributor
or the contributor’s agent. This prohibition does not apply when a government-
owned building or any portion thereof is rented for the specific purpose of holding a
campaign fund raiser.

(Section 106.15(4), F.S.)




Campaign Financing

Anonymous Contributions

When a candidate receives an anonymous contribution it must be reported on the
candidate's campaign treasurer's report as an anonymous contribution. A letter should
be submitted to the filing officer explaining the circumstances surrounding the
acceptance of the anonymous contribution.

The candidate cannot spend the anonymous contribution, but at the end of the
campaign can donate the amount to an appropriate entity under Section 106.141, F.S.
(Division of Elections Opinion 89-02)




Campaign Financing

In-Kind Contributions

In-kind contributions are anything of value made for the purpose of influencing the
results of an election.

The exceptions are:
. Money;

. Personal services provided without compensation by individual volunteers;
. Independent expenditures, as defined in Section 106.011(5), F.S.; or

~ W N

Endorsements of three or more candidates by political committees or political
parties.

(Section 106.011, F.S.; and Division of Elections Opinion 04-06)




Campaign Financing

In-Kind Contributions continued

* In-kind contributions have an attributable monetary valuation;
e Can be combined with a monetary contribution; and

* Cannot exceed the $1,000 per person, per election contribution limit.

(Section 106.011, F.S.; and Division of Elections Opinion 04-06)




Campaign Financing

In-Kind Contributions continued

Any person who makes an in-kind contribution shall, at the time of making the
contribution, place a fair market value on the contribution. In-kind contributions are
subject to contribution limitations. Travel conveyed upon private aircraft shall be
valued at the actual cost of per person commercial air travel for the same or a

substantially similar route.

(Section 106.055, F.S., and Division of Elections Opinion 09-08)




Campaign Financing

Cash Contributions

A candidate may not accept an aggregate cash contribution or contribution by means
of a cashier’s check from the same contributor in excess of $50 per election.

IMPORTANT: Cash contributions should be reported on campaign treasurer’s reports
to include the full name and address of each person who gave a cash contribution
during the reporting period, together with the amount and date of such cash
contribution.

(Sections 106.07(4) and 106.09, F.S.)




Campaign Financing

Debit and Credit Card Contributions

A candidate may accept contributions via a credit card, debit card, or money order.
These contributions are categorized as a "check" for reporting purposes.

(Division of Elections Opinions 94-02 and 00-03)




Campaign Financing

Fund Raisers

No campaign fund raiser may be held unless the person for whom such funds are to
be so used is a candidate for public office.

All money and contributions received with respect to such a campaign fund raiser shall
be deemed to be campaign contributions, and shall be accounted for, and subject to
the same restrictions, as other campaign contributions. All expenditures made with
respect to such a campaign fund raiser which are made or reimbursed by a check
drawn on the campaign depository of the candidate for whom the funds are to be
used and shall be deemed to be campaign expenditures to be accounted for, and
subject to the same restrictions, as other campaign expenditures.




Campaign Financing

Fund Raisers continued

Any tickets or advertising for a campaign fund raiser must comply with the
requirements of s. 106.143.

Any person or candidate who holds a campaign fund raiser, or consents to a campaign
fund raiser being held, in violation of the provisions of this subsection is guilty of a
misdemeanor of the first degree, punishable as provided in s. 775.082 or s. 775.083.

F.S. 106.025




Campaign Financing

Contribution Limits for Candidates

Except for political parties or affiliated party committees, no person, political
committee may make contributions in excess of $1000 per election to any candidate
for election or retention in office. The primary and general elections are separate

elections.

These limits do not apply to contributions made by a state or county executive
committee of a political party or affiliated party committee regulated by Chapter 103,
F.S., or to amounts contributed by a candidate to his own campaign.




Campaign Financing

Contribution Limits for Candidates continued

A candidate may not:

1. Accept contributions until Form DS-DE 9, Appointment of Campaign Treasurer and
Designation of Campaign Depository for Candidates, is filed with the filing officer;

2. Accept a contribution in excess of $1,000 from any one person per election,
provided the candidate is an opposed candidate and the contribution is received
within the timeframe applicable to each election;

3. Accept contributions from family members in excess of $1,000 per election; and

4. Accept contributions after the date he or she withdraws his or her candidacy, is
defeated, becomes unopposed or is elected.

(Sections 106.08 and 106.19, F.S.)
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Contribution Deadlines

Unopposed Candidates, Tuesday, February 11, 2014, Midnight
General Election, Thursday, March 06, 2014, Midnight

Run-Off Election, Thursday, March 20, 2014, Midnight

(Section 106.08(3), F.S.)
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Reporting Contributions

Each report must contain:

1. Full name, address, specific occupation, amount, and date of each person making a

contribution. Reports must provide as clear a description as practicable of the principal type of
business conducted for corporations contributing. The principal type of business or the
occupations are not required if the contribution is $100 or less, or from a relative provided the

relationship is reported.
2. Name, address, amount, and date of each political committee making any transfer of funds.

3. Full name, address, specific occupation, principal place of business of the lender and endorser,
date and amount of each loan.

4. Statement of each contribution, rebate, refund, or other receipts not listed in 1. through 3.
above.

(Sections 106.07(4) and 112.312(21), F.S.)
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Form DS-DE 13, Itemized Contributions

CAMPAIGN TREASURER'S REPORT — ITEMIZED CONTRIBUTIONS

{1} Hame (2) LD. Numbar
[3) Ciowar Pariod i [l through i i 4] Papa ar

I i (&1 (i} i

Cute Fiill M

[ JLasl Sl Fral Meddia)

et i n-kind
Ciy, Siata Tip Conde Dlameciipiien | Amasdmant Arvavis

DS-DE 13 [Fav. 0803} SEE REVERSE FOR INSTRUCTIONS AND CODE VALUES

resat print |

il

INSTRUCTIONS FOR CAMPAIGN TREASURER'S REPORT - ITEMIZED CONTRIBUTIONS

Type candidate's full Rame or name of e poltical committee: (PCH, commities of continuous extstence (CCE) o
party executive commitiee (PTY)

Type the idenfication Rumber assigned by e Diviskon of Elections.

Type cover period dates (2.9, T3 through 3003 ) (3es Calendar and Elsciion Dafes for approprise year
and cover periods.

Type page numbers (eg., 1 of 3 ).

Type date conirbution was RECEIVED (Month/Day Year).

Sequenoe Number— Each detall lime shal have a seguence number assigned fo it Seguence numbers are 1o be
assipned within each reporing pericd and for each type of detal line. Thus the report type, datall lime type, and
seguence number wil combine to uniguely ident®y a speciic confrbution, expendiure, distribution or fund fransfer,
This method of unique identification s required for responding o requests from e Dhvision and for reporting
amendments.

For exampie, a @1 report having 75 confrbuSions would use sequence numbers 1 Swough 75, The next report
(@2, comprised of 40 contributions would use sequence numbers 1 Srough 40 ContribuSions on amended @1
reports would begin with sequence number T and on amended Q2 reports would begin wih sequence number
41. See the Amenciment Type Instuctions beiow.

Type full name and address of conirbuior (iRcluding oy, siate and Zip code).

Enter the type of coniribuior using one-of the following codes:

Inedtvidisal =1

Eucinecc = E (alco Includec corporatione. organizatione, groupe, eto. )
Commiissc = T ([ingdudes FC'e, CCE's and federal sommithssc)

Polithcad Parties = P {Incdudes federal, stade ad county exsoutive committess)
Orther =0 {e.g. candidate surplus funss to party, sdo.)

Type cocupation of contributor for eontributions over $108 only. (2 business, piease indicake nature of
busness.

Enter Contribution Type wsing ore of the folowing codes: DEECRIFITION CODE

HOTE: Cach insludss sach and sachler's ohsole. Cash CAZ
Check CHE
r-kind IHE
nierest INT
Lioan LOA
ltermbership duss
Foefund

Type the desoription of any In-kind contribution Feceived.

Candidats's Only - If Indkind confribution le from a parly sxsowiive scemmitiss and lc allooabls toward the
oontribution Bmis, Gyps an ©AT in thic box. If contribation i nod aliooable, trpe an SN

Amendment Type (requined on amended reports) — To add a new (previously unreported) contribution for the
reporting penod being amended, enter “ADD™ i amendment type on 3 Ine wih ALL of the required daa

The sequence number for conbibutions with amendment tpe "ADD" wil srt at one pis the number of
contrbaSons In e original report. For exampie, amending an onginal Q1 report St had 75 contributions, means
the saguence number of the frst conrbusion faving amendment type “ADCT wil be d “ADD"
contrbuion would be 77, eic. When amending an original Q2 report that had 40 onirbutions, rth “ADD"
contribafion would have seguence number 45.

To comrect a previously submiBed contribution use the following drop/add procedure. Enter “DEL" In amendment
type om a line with the saquence number of the conrbution o be comected. In combination with the report number
being amended, Bis sequence number wil ldentfy e confribuion & be dropped fom your acfve reconds. On
the next e enter "ADC® In amendment fype and ALL of the required daia with e necessary comechons thus
repiacing the dropped data. Assign the sequence number as described above.

Type amount of contrbution received. Commithess of sontinuows exisisnos OHLY: Any conbibution which
represents the payment of dues by a member In a fed amount pursuant o the: schedule on fie with Se Division
of Elections need only Ist the aggregate amount of such contribution, together with the number of members paying
such dues and e amount of membership dues.

the




Campaign Financing

Deposit of Contributions

All funds received by the campaign treasurer of any candidate shall, prior to the end of
the 5th business day following the receipt thereof, Saturdays, Sundays, and legal
holidays excluded, be deposited in a campaign depository designated pursuant to s.
106.021, in an account that contains the name of the candidate. All deposits shall be
accompanied by a bank deposit slip containing the name of each contributor and the

amount contributed by each.

(Section 106.05, F.S.)




Campaign Financing

Returning Contributions

Contributions must be returned to the contributor if:

1. A candidate receives a contribution in excess of the limitations provided by law.

2. A candidate with opposition in an election receives a contribution on the day of that
election or less than five days before the date of that election.

3. A candidate receives a contribution once he or she is elected, defeated, becomes
unopposed, or withdraws his or her candidacy. If the contribution to be returned has not
been deposited into the campaign account, report the contribution as a contribution
returned using form DS-DE 02. If the contribution has been deposited into the campaign
account: 1. Report the contribution; and 2. Write a check from the campaign account to
the contributor for the amount of the contribution and report this on the itemized
contribution report using the contribution type “Refund.” This amount is reported as a
negative. The candidate may also wish to submit a written explanation to the filing officer.

(Section 106.08, F.S.)
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FONTRIBUTIONS RETURHED
[Section 106.07(4 k), F.5.]
[FLEASE TYFE]

This repart applies anby to contributions received by any candidate, committes, ar organization but returned
to the contributor before being deposited inthe campaign account.

[ candidate
Full Hame:

Form DS-DE 2,
Contributions

N Returned

Full Address:

Full Name and Address of Contributor:

Full Name and Address of Contributor:

Amount of Contribution: ¥
Date Recehed:

Amount of Confribution: ¥

D ate Receivad:

Date Returned:

Date Returned:

Full Name and Address of Contributor:

Full Name and Address of Contributor:

Amount of Contribution:  $
Date Recehed:

Amount of Confribution: ¥

D ate Receivad:

Date Returned:

D ate Returnad:

| CERTIFY THAT | H&WE EZA MINED THIS REPORT BND T IS TRUE, CORRECT &ND COMFLETE.

Type or Prirt Name of Candidate, Treasurer or Chairman

X

O%-DEZ [Rew. 07H0) _

Signature




Campaign Financing

Expenditures

An expenditure is a purchase, payment, distribution, loan, advance, transfer of funds by a
campaign treasurer or deputy campaign treasurer between a primary depository and a
separate interest-bearing account or certificate of deposit, or gift of money or anything of
value made for the purpose of influencing the results of an election.

A candidate shall:
1. Pay all campaign expenditures by a check drawn on the campaign account (except petty
cash);

2. Pay the qualifying fee by a check drawn on the campaign account;

3. Pay for all expenses authorized or incurred for the purchase of goods or services upon
final delivery and acceptance of the goods or services; and

4. Pay for public utilities such as telephone, electric, gas, water and like services when the
bill is received. Utility companies providing services to candidates must charge a deposit
sufficient to meet all anticipated charges during a billing period.




Campaign Financing

Expenditures Continued

No candidate, campaign manager, treasurer, deputy treasurer, or any person acting on
behalf of the foregoing, shall authorize any expenses, unless there are sufficient funds
on deposit in the primary depository account of the candidate to pay the full amount
of the authorized expense, to honor all other checks draw on such account, which
checks are outstanding, and to meet all expenses previously authorized but not yet
paid.

A candidate or other individual may be reimbursed for expenses incurred in
connection with the campaign by a check drawn on the campaign account and
reported pursuant to Section 106.07(4), F.S. The full name and address of each person
to whom the candidate or other individual made payment for which reimbursement
was made by check drawn upon the campaign account shall be reported pursuant to
Section 106.07(4), F.S., together with the purpose of such payment.




Campaign Financing

Living Expenses

A candidate or the spouse of a candidate may not use campaign funds to defray
normal living expenses for the candidate or the candidate’s immediate family other
than expenses actually incurred during the campaign for transportation, meals and

lodging.

(Sections 106.011(4), 106.021(3), 106.14 and 106.1405, F.S.)




Campaign Financing

Petty Cash Funds

A campaign treasurer may provide a petty cash fund for the candidate. To establish a
petty cash fund, the campaign treasurer must write a check drawn on the primary
campaign account. Petty cash may only be used for office supplies, transportation
expenses, and other necessities.

A candidate must:

1. Spend petty cash in amounts of less than $100 that can be used to purchase office
supplies, transportation expenses and other necessities;

2. Report the total amount withdrawn and the total amount spent for petty cash in each
reporting period;

3. Keep complete records of petty cash although each expenditure does not have to be
reported individually;

4, Not mix cash contributions with petty cash; and

5. Not use petty cash for the purchase of time, space, or services from communications
media as defined in s. 106.011(13).
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Limits on Petty Cash Fund Amounts

From the day a candidate appoints his or her campaign treasurer until the last day a
candidate can qualify for office the campaign treasurer may withdraw from the
campaign account for the purpose of providing a petty cash fund for the candidate:

$500 per calendar quarter.

After qualifying is over and until the election in which the candidate is eliminated or
elected to office or the time in which the candidate becomes unopposed the treasurer
may withdraw:

$100 per week

(Sections 106.07 and 106.12, F.S., and Division of Elections Opinion 06-10)
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Credit Cards

Can only be used for statewide office (Governor, Cabinet, and Supreme Court Justice)
candidates under certain conditions.




Campaign Financing

Debit Cards

May be used in lieu of campaign checks and are considered bank checks if:
1. Obtained from the same bank as the primary campaign depository.

2. Issued in the name of the treasurer, deputy treasurer, or authorized user.
3. Contain the name of the campaign account of the candidate.

4. No more than three are issued.

5. The person using the card does not receive cash as part of, or independent of, any
transaction for goods or services.




Campaign Financing

Debit Cards continued

All debit card receipts must contain:

Last four digits of the debit card number.
Exact amount of expenditure.

Name of payee.

B R

Signature of campaign treasurer, deputy treasurer, or authorized user.

5. Exact purpose of expenditure.

Any of the above listed information, if not included on the receipt, may be
handwritten on, or attached to, the receipt by the authorized user before submitting
to the campaign treasurer. The debit card user shall be responsible for the
completeness and accuracy of the information and for insuring that such expenditure
is authorized.

(Section 106.11, F.S)
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A candidate that spends $5,000 in electioneering
communications within 60 days prior to an election would need
to file as an ECO and file reports accordingly.

/

Comparison of Political Committee, Committee of Continuous Existence
And Electioneering Communications Organization

Political Committee (PC)

Committee of Continuous Existence (C7lé)

Electioneering Communicagi
Organization {(ECO)

Pumpose To support or oppose any candidate, issue®, To Election-related activities are limited to making
P, CCE, ECO, or political party cormrgittees, or political parties. (106.04/ F.S) expenditures for electioneeting communications
" ke ind dent dit " ! or accepting contributions for the purpose of
ay make independent expendiures. ana‘ifsgu Rposing rmaking elgctioneering comrmunications and
M ay make electioneering communications. 25% of it annual Incame as repordd for the such activities would not otherwvise require the
A 106, 04¢5). F. S arganization to register as a political party,
previous yiear. -B405), F.5) political committee, or committee of continuous
May contribtte to an ECO. (DE A6-09 existence. (108.011{19), F.5)
=% sponsor of a constitutional initiative M ay not make\independent eypenditures, (DE | May not "expressly advocate”the election or
petition must be a PC. (100371, F.5. 04-09) defeat of a candidate, but the communic ation
! . . o must be susceptible of no reasonahle
Moy not make electioneesrjig cormmunications. | jntepretation other than an appeal to vote for or
(106.04(5), F. 5. against a specific candidate. (106.011(18), F.5)
Special MHone. M ust be organized a perated in Mone.
Organizational accordance with a wriften charter or bylaws
Criteria that contain procedupes\or the election of

officers and defines/me
arganization. (106 A04{1=\ F.5)

Atleast 25% of the income, cluding interest,
of the organiation rmust come, from dues of
members. (10B.0401) k), F.5.)

Initial Filings

Staterment of Crganization (106.03, F.5.)
when PC receives contributions or makes
expenditures in excess of $500 in a calendar
year or seeks signatures of voters in support
of an initiative.

Appointment of Campaign Treasurer and
Designation of Campaign Depositary
(106.021, F.5)

Registered Agent Staterment of Appoirtrment
(106.022, F.5.)

Application for Cedification

Charter o/ By laws

Dues or/assessment schedule

Finangial staterment far preceding 12 mgnths

Regjstered Agent Staterment of Appointmint
(106 04(2),

Statement of Crganization (106.03, F.5.) when
ECO receives contributions or makes
expenditures in excess aof $5,000 in a calendar
year.

Registered Agent Staternent of Appointrment
(106.022, F.5.)
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Electioneering Communication is:

F.S. 106.011(18)(a) “Electioneering communication” means any communication that is
publicly distributed by a television station, radio station, cable television system,
satellite system, newspaper, magazine, direct mail, or telephone and that:

1. Refers to or depicts a clearly identified candidate for office without expressly
advocating the election or defeat of a candidate but that is susceptible of no
reasonable interpretation other than an appeal to vote for or against a specific
candidate;

2. Is made within 30 days before a primary or special primary election or 60 days
before any other election for the office sought by the candidate; and

3. Is targeted to the relevant electorate in the geographic area the candidate would
represent if elected.
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Electioneering Communication is not:

F.S. 106.011(18)(b)3. A communication that constitutes a public debate or forum that includes at least two
opposing candidates for an office or one advocate and one opponent of an issue, or that solely promotes such
a debate or forum and is made by or on behalf of the person sponsoring the debate or forum, provided that:

a. The staging organization is either:

() A charitable organization that does not make other electioneering communications and does not
otherwise support or oppose any political candidate or political party; or

(1) A newspaper, radio station, television station, or other recognized news medium; and

b. The staging organization does not structure the debate to promote or advance one candidate or issue
position over another.

(c) For purposes of this chapter, an expenditure made for, or in furtherance of, an electioneering
communication shall not be considered a contribution to or on behalf of any candidate.

(d) For purposes of this chapter, an electioneering communication shall not constitute an independent
expenditure nor be subject to the limitations applicable to independent expenditures.
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Reporting Expenditures

(Section 106.07, F.S.)

Each report must contain:

1. Full name and address of each person to whom expenditures have been made
along with the amount, date, and clear purpose of the expenditure. Name,
address, and office sought by each candidate on whose behalf such expenditure
was made.

2. Full name and address of each person to whom an expenditure for personal
services, salary or reimbursed authorized expenses was made along with the
amount, date, and clear purpose of the expenditure.

3. Total amount withdrawn and the total amount spent from the petty cash fund.
Each expenditure from the petty cash fund need not be individually reported but
complete records of petty cash expenditures must be kept.

4. Total sum of expenditures during the reporting period.
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Form DS-DE 14, Itemized Expenditures

CAMPAIGH TREASURER'S REPORT — ITEMZED EXPEHDITURES INSTRUCTIONS FOR. CAMP AIGH TREASURER'S REPORT - ITEMIZED EXPEHDITURES
[1) Marne [2]1.0. Murnber ) " . . . .
(1) Type candidate's full name or name of the poliical (PC of existence (CCE) or
() Cowver Period I i through i i [4] Page of party execttive committes (PT V)
5 ] (3] (€] ] TREN] (2)  Typeidentiication number assigned bythe Division of Bections.
e Full Hams Furpos i i ;.
& [Lart, SUMe, A 1g, Midals] mad omgg Tougnt T 3) Tﬁ:d?)\ner period dates (D701/02 through 0920/03). (See Cakndarand B ction Chtes for approprigte cower
Suquence Shostdddra i & contribution to 3 Eependiture p 3
NUmber at;, Stats, Ap Code candidaty) Tipe smendment| am ount ) Typepage numbers feg., 10f3).

/ / (5)  Type date of expenditure (Morth/Cayear).

(f)  Seguence Number - Each detail line shall have a sequence number assigned to it. Sequence numbers are to be
assigned within each reporting period and for each type of detail line. Thuzthe repert type, detil line type, and
sequence number will combine to uniquely identify 3 speclic contribution, expenditure, distribution or und transfer.
This method of unique i required for resp to requests fom the Division and for reporing
requirerme ts.

For axarrple a 1 report having <40 expenditures would uze saquence numbers 1 through 40, The nest report
(02), comprised of 30 expendi would use s=q numbers 1 through 30. Ependitures on amended 01
reports would begin with sequence number 4 and on amended 02 reports would begin with sequence number 31.
See Am ermdient Type instructions below .

g

(8) Type purpose of exp it isa ibution to a also type the ofﬁoe sought by me
candldate) ELEASE WOTE: ThIS column does not apply to did di did;
o other did; from p funds. Howewer, PCs (supporting candldahes) CCEs and party
ibuting to did; must report office sought (Section 106.07, F.50.

Type full name and address of entity receiving pa yment jnoduding city, sate and zip code).

executive

i

(9 Enter Bxpenditure Type using one ofthe Dllowing codes:

DESCRIPTION CODE
Disposition of Funds (Candidate ) DI
Mo netary MON
Petty Cash Withdrawn PC
Patty Cash Spent FC%
Transferto Offce Account TOA
Refund REF

(100 Armendmert Type (required on amendad reports) - To add @ new (previoushy unreported) expenditure for the
reporting period being amended, enter “A0 0" in amendment type on aline with ALL ofth e required dats.

The saq number for expen di with d type “A00" will start at one plus the number of
expenditures in the original report. For example, amending an original O 1 report=s that had 745 expenditires, means
the sequence number of the irst expenditure having amendment type "ADD' will be 76; the sscond “ADD"
expenditure would hawe sequence number 39.

To comect a previcusly submitted expenditure use the following dropfdd procedure. Enter "DEL" in amendment

type on a line withthe sequence number ofthe expendiure to be comected. I combination with the report number

being amended, this sequence number will identify the expe nditure to be dropped fom your adiwe records. On the

/ ,-f next line enter “A00" in amendment type and ALL of the required data with the necessary comedtions thus
replacing the dropped data. Assignthe sequence number as descrbed abowe

(113 Type amourt of expenditure.
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Reporting Total Sums

Each campaign treasurer’s report required by Chapter 106, F.S., shall contain the total
sums of all loans, in-kind contributions, and other receipts by or for such candidate,
and total sums of all expenditures made by such candidate during the reporting
period. The reporting forms shall be designed to elicit separate totals for in-kind
contributions, loans, and other receipts. (Section 106.07, F.S.)
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Form DS-DE 12, Report Summary

FLORIDA DEPARTMENT OF STATE  DIVISION OF ELECTIONS INSTRUCTIONS FOR CAMPAIGH TREASURER'S REPORT SUMMARY
CAMPAIGN TREASURER'S REPORT SUMMARY 1] Type ful name of candidate, poiScal committes, © continuols existence, party evecutve
1 SEFICE ULE DMLY commifiee, or indvidual or organizaiion fling an slecionesring communkcation report.
m (2]  Type the sddress (nciude city, state, and 2ip code). You may use 8 post ofcs bor.
Hame I the address has changed since e last report fled, dheck the appropriabe box.
12

(2]  Type idzntfication number assgned by e Division of Elzctions.

Address [numbsar and strest)
| 4] Check one of the appropriaie boxes:
Candidate (iype ofice: Sought - InClude disTTict, CFCul, oF Qroup NUMBErs]

City, Stats, Zip Cods Foiltical Comritine
Commizes of Continuous Existence

[ cHECH IF ADDRELE HAS CHANGED {3} ID Number: Party Executive Comm

Electoneering Communicaton
[4) Check appropriats box(s I PFC or CCE has dsbandsd and will no longer fie reports, check appropriste boa.

I incividual or organtzation wil no lon et ng communication reports, check appropriate box.

D E‘J“Cﬂ . D CHECK IF PO HAS DISBANDED [£3] er period dates =g, From 07901503 Te 0373003
[ Committee of Continuous Existence O cHeck IF coe Haz DIzEANDED the reper: pe Uz Cne of the fulowng SEbFEVAtons (see Galendar of ERcion and Reparang
[ Parly Execiutve Committse Dates). H report Is for a gpeolal eleotion, add “2* In ot of the report code e
D Electonesring Communication D CHECK IF N OTHER ELECTIOMEERING Omarterly Repoits Oeneral Electios Reports
COMMUNICATION REFORTS WILL BE FILED Jasuiasy Cpaciedly o
5} REPORT IDENTIFIERS o2
- I I o T ' (2]
Cover Perod: From L To ! Rapor Typs [ —
3 o " Fi
Oongnat [0 Amenement [ Special Elecion Raport [ Ingependent Expanaures Repor o
F3
(8} CONTRIBUTIONS THIS REPORT (7] EXPENDITURES THIS REPORT Checs cne of the approprats copes:
Mmg[a'y Original ifirst report fled for this reporting period
~ Amerdment (an amendment to 2 previously fled report]
Cash&Checks 5~~~ |Espendieee 30 Cperis Enctan menon
Indepenaent Expenditune Report [see Section 106.071, ]
Loans - Trarsars (o Ofcs (8] Type the amount of all contributions this report
Aozurt ¥ Cash & Checks
3 _— Loans
Total Monatary Toal Total Monstary (sum of Cash & CRacks and Loans)
M:nal,a'y 5 Inkind ia fair market value must be piaced on the conrbuion at the time It Is gheen|
In-KInd -1 [ Type the amount of &l expendBures this report:
Maonstary Expendhires
i{B) Other Diatributions Transfers io Cffice Account (sieched candidates only
Total Morstary (sum of Monstary Expendsures and Transfers. to O%ce Azcours)
%] Type the amount of other disirbafions (goods & services conrbuted fo a canddate or cther commiBes by
[9) TOTAL Monstary Contributions To Date {10) TOTAL Monstary Expandifures To Date aPc, GGEarPTY
s s (8  Type the amount of TOTAL monetary conirbutions to dabe (parties keep cumwiative totals for 2 year
periods at a time {e.g., 0170102 - 1273102} Canddates keep cumulative iotals from the: time S
campaign depostory 15 opensd Srough the lerminaton rEport).

{11) CERTIFICATION

1 Type the amount of TOTAL monetary expendiures io dabe (paries keep cumuisive foksis for 2 year

It ks & Mirct degres micdemaanor for any pareon o falciy 3 publlc record (55 838.13, F.8.) periods at a ime (e.0., 010102 - 1231/03). Gandidates Keep cumuiative iotals fom the me the
1 cesiify that | hawe examined this neport and it Is trua, | 1 canity that | have examined this report and i s frue, campaign depaziiary & opened Braugh the terminaton repor).
comect, and compiele. coect, and complebe. [11)  Type or printthe required ofcers Rame and have Sem sign B report
Candidate report [treasurer & candidabe must sign

{Trpm marma PG report (TEasurer & CRImErson muss

T . - CCE report (treasurer must sign)
Cloepusy Trmsmurn | e FTY report (freasurer & chaimerson muss sion)
X o
ons, & fund transhers tais:

Signature Signatura numts & asendiment type fekds bk af foerro DS-0E 13, 14, 144 asd .

-l

DMEN!

Diviios will ssmimarios

Epart sebimitied for each repofting period and tod th ke o die

De-DE 12 (Fav., Sai0a)

print | reset |
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Waiver of Report

In any reporting period during which a candidate has not received funds or made any
expenditures, the filing of the required report for that period is waived; however, the
candidate must indicate there is no activity by filing a waiver of report. (Waivers filed
with the Division of Elections must be filed using the EFS.) The next report filed must
specify that the report covers the entire period between the last submitted report and
the report being filed. (Section 106.07, F.S.)
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M{ [Section 106.07(7], F.5.)
[FLEASETYFE]
OFACE UBECMHLY

MName Ofice Sought

Addrazs City State Zip Code
[ canpae [ commtee otcortneons [ Ekctioreerig Comm n katon 0iga Etion

Extcle ace

[ raittealcommtee [ rany Execetue comm ree
[ check box waddess kas charged shce Bt report. [] check ke RPC,COE, or ECO k3 DISEANDED

and will v onge rlk repoits.

TYFE OF REFORT [Check Appropride Box)

QUARTERLY REFORTE PRIMARY ELECTION GENERAL ELECTION
O davay O 32vdday prior O st dayprier
O &pri O 154 dayprbr O 3wddayprior
0 Jww O b agy prior 0O =0 ayprior ] TERMINATION REPORT
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THROUGH

Signature Dt
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TrRENET .1nsut(¢)§,rs;.
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Ivawy eporteg perbed whe s the B bar bee s vo actuty b te acconet o fwadz expevded or rece bed) the THog otthe
requbed R po it i wabed, Howeuer, the Milvg officerm vstbe potrkd [ wrtieg o the presorbed reportngdate thatao report

DE-DEST [Rew 07 HO )

EBelig Tl d.
RESET | PRINT |

Form DS-DE 87,
Waiver of Report
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Incomplete Reports

F.S. 106.07(2)(b)1. governs that “Any report that is deemed to be incomplete
by the officer with whom the candidate qualifies shall be accepted on a
conditional basis. The campaign treasurer shall be notified by certified mail or
by another method using a common carrier that provides a proof of delivery
of the notice as to why the report is incomplete and within 7 days after
receipt of such notice must file an addendum to the report providing all
information necessary to complete the report in compliance with this section.
Failure to file a complete report after such notice constitutes a violation of
this chapter.”
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Incomplete Reports

An incomplete report could mean:

* Missing required signatures

* Missing required pages

* Missing amounts

* Missing reporting periods

* Required items left blank

* Occupations for contributions over $100 missing
* Generic occupations

* Excessive contributions over $1,000
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Common Completion Errors

The word “Confidential” used in place of an address
* Generic phrase in occupation field such as “business person”
* Vague or no description of in-kind contribution

* Dues listed incorrectly — number of members or amount per member not
reported

* Office sought not reported when contribution given to candidate
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Common Completion Errors continued

Contribution received / expenditure made prior to becoming a candidate
e Contribution limits exceeded

* Refund of expenditure reported as a contribution

* Refund of contribution or returned check reported as expenditure

e Joint contributions — Bob and Sue Smith

* Petty cash spent in increments greater than $100

e Petty cash withdrawals in excess of limits per week or quarter
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Common Completion Errors continued

Reporting petty cash withdrawn without reporting petty cash spent or vice
versa

* Incorrect expenditure/contribution codes used

* Anonymous contributions — explanation for file

* Reimbursements or prepaid expenses not itemized

 Payment to a credit card company (other than statewide candidate)

e Activity reported in wrong cover period




Campaign Financing

Common Completion Errors continued

Not using correct codes:
— TOA —transfer of office account
— DIS —disposing of surplus funds

* Improper post election use of funds

* Failing to pay petition verification fees

 Termination report reflects a balance or deficit

e Contributions received after the deadline
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Late Filing of Reports

F.S. 106.07(8)(a) governs that “Any candidate or political committee failing to file a
report on the designated due date is subject to a fine as provided in paragraph (b) for
each late day, and, in the case of a candidate, such fine shall be paid only from
personal funds of the candidate. The fine shall be assessed by the filing officer and the
moneys collected shall be deposited:

1. In the General Revenue Fund, in the case of a candidate for state office or a
political committee that registers with the Division of Elections; or

2. In the general revenue fund of the political subdivision, in the case of a candidate
for an office of a political subdivision or a political committee that registers with an
officer of a political subdivision.”
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Late Filing of Reports continued

F.S. 106.07(8)(b) governs that “Upon determining that a report is late, the filing officer
shall immediately notify the candidate or chair of the political committee as to the
failure to file a report by the designated due date and that a fine is being assessed for
each late day.

The filing officer shall determine the amount of the fine due based upon the earliest
of the following:

When the report is actually received by such officer.
When the report is postmarked.
When the certificate of mailing is dated.

e e DY

When the receipt from an established courier company is dated.
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Late Filing of Reports continued

Such fine shall be paid to the filing officer within 20 days after receipt of the notice of
payment due, unless appeal is made to the Florida Elections Commission pursuant to
paragraph (c). Notice is deemed complete upon proof of delivery of written notice to
the mailing or street address on record with the filing officer. In the case of a
candidate, such fine shall not be an allowable campaign expenditure and shall be paid
only from personal funds of the candidate.
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Sample
Notice of Late Report

Be adwvized, you have filed to timely file your Campaign Treasurer’s Feport that waz duein my office
by MWarch 9, 2012, by 500 pm. As such, your Feport 12 determined late and a fine shall be assessed,
unless, as governed by Section 106070201, wou have mailed your report and 1t 15 received in my
office by the United States Postal Service within 5 days after the designated due date and is
postmarked no later than nidnight of the due date.

Section 10607080, Florida Statutes, requires that “Upon determining that a report is late, the filing
officer shall immediately notify the candidate ... asto the faillure to file a report by the designated due
date and that a fine is being assessed for each late day. The fine shall be $50 per day for the first 3
days late and, thereafter, $500 per day for each late day, not to exceed 25 percent of the total receipts
or expenditures, whichewver iz greater, for the period covered by thelatereport....”.

Onece your repott 12 filed, this office wall notify you of the specific amount of your fine. As governed
by Florida Statutes, Chapter 106, fines shall be paid within 20 days of receipt of the payment due
notice, and must be paid from your personal funds — not from your campaign funds.

Fleaze be adwized, failure to file a campaign treaqurer”s report or failure to pay the fine imposed
constitutes a wolation of Chapter 106, Florida Statutes, which is independent of the automatic fine
violation referenced above. Therefore, if you fail to file a report, 1 have no other recourse but to tum
thematter over to the Florida Elections Comrmizsion.

section 106 243015, Flonda Statutes, authonzes the Flonda Flections Conumission, upon finding a
willfill wiolation of Chapter 106, Florida Statutes, to impose a dvil penalty up to $1,000 per count for
gach wallful viclation.

If vou have any gquestions, pleaze do not hesitate to contact me.

mincerely,
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Penalty for Late Filing

Any candidate failing to file a report on the designated due date shall be subject to a
fine of S50 per day for the first three days late and, thereafter, S500 per day for each
late day, not to exceed 25 percent of the total receipts or expenditures, whichever is
greater, for the period covered by the late report. However, for the reports
immediately preceding the primary and general election, the fine is $S500 per day for
each late day, not to exceed 25 percent of the total receipts or expenditures,
whichever is greater, for the period covered by the late report. For a candidate’s
termination report, the fine is S50 per day for each late day, not to exceed 25 percent
of the total receipts or expenditures, whichever is greater for the period covered by
the late report. All fines must be paid from the candidate’s personal funds — not
campaign funds.

(Section 106.07(2) and (8), F.S.)
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Fines — rs. 106.07(8)(b)

Fines:

A. S50 per day for first 3 days (begins the day after the report is due)
B. $500 beginning on the 4t day and thereafter

But, fine is not to exceed 25% of the total receipts or expenditures, whichever is
greater.
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Fine Calculations— rs. 106.07(8)(b) Continued:

25% - How it works:

A. Applies to either 3 days ($50) or 4t day and thereafter ($500)

B. 25% is applied to receipt of contributions or expenditures (whichever is greater)
only for that filing period. Example: If contributions are more than expenditures
the 25% calculation will be based upon contributions.

C. The fine cannot exceed the amount of contributions or expenditures for the
reporting period
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Fine Calculations— rs. 106.07(8)(b) Continued:

S50 Fine - How it works:

Begins on 15t day late up to and including the 37 day

Includes weekends and holidays

Fine can be as much as $150 if 25% does not apply

The 3 days late fine can be combined with the 4t day and thereafter ($500) fines

The fine cannot exceed the amount of contributions or expenditures for the
reporting period

m o 0O m >




Campaign Financing

Fine Calculations— rs. 106.07(8)(b) Continued:

$500 Fine - How it works:

Begins on the 4t day late and accumulates thereafter
Includes weekends and holidays
It is combined with fines from the first 3 days

The fine cannot exceed the amount of contributions or expenditures for the
reporting period

o 0o w >
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Fine Calculations— rs. 106.07(8)(b) Continued:

No Activity for Reporting Period (Filing a Waiver of Report): A fine cannot be
imposed if there is no activity for the reporting period as there are no contributions or
expenditures to calculate the 25%

Final Reports (Termination Reports): Final reports, if late, shall incur a fine of $50 for
each day late not to exceed 25% of contributions or expenditures (whichever is
greater) for that reporting period (does not increase to $500 after the 3™ day late)
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Fine Calculations— rs. 106.07(8)(b) Continued:

EXCEPTIONS - Reports immediately preceding each primary and general election
shall incur a fine of S500 for each day late, however, the fine cannot exceed 25% of

contributions or expenditures (whichever is greater)
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Fine Calculations— rs. 106.07(8)(b) continued:

SAMPLE FOR 2 DAY LATE REPORT

1. $50.00 for first 2 days ($100.00 fine)

2. Contributions for period were $200.00
Expenditures for period were $700.00

3. 25% is figured on expenditures because it is the greater of the two
4, 25% of $700.00 is $175.00
5. The fine imposed is $100.00 because

$175.00 exceeds 25% of expenditure receipts for the period
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Fine Calculations— rs. 106.07(8)(b) continued:

SAMPLE FOR 4 DAY LATE REPORT

1. $50.00 for first 3 days ($150.00)

2. $500.00 for 4th day

3. Combined $650.00 fine

4, Contributions for period were $3,000.00

Expenditures for period were $2,000.00

5. 25% is figured on contributions because it is the greater of the two
6. 25% of $3,000.00 is $750.00
7. The fine imposed is $650.00 because

$650.00 does not exceed 25% of
contribution receipts for the period
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Fine Calculations— rs. 106.07(8)(b) continued:

SAMPLE FOR LATE REPORT IMMEDIATELY PRIOR TO PRIMARY/GENERAL ELECTION

1. 2 day late report ($500.00 each day) amount of fine ($1000.00)

2. Contributions for period were $2,000.00
Expenditures for period were $3,000.00

3. 25% is figured on expenditures because it is the greater of the two
4. 25% of $3,000.00 is $750.00
5. The fine imposed is $750.00 because

$1,000.00 exceeds 25% of
expenditure receipts for the period
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Fine Calculations— rs. 106.07(8)(b) continued:

SAMPLE FOR 3-DAY LATE “FINAL/TERMINATION” REPORT

$50.00 for EACH day late {$150.00 fine)

Contributions for period were $0
Expenditures for period were $700.00 (to close the campaign account)

25% is figured on expenditures because it is the greater of the two
25% of $700.00 is $175.00

The fine imposed is $150.00 because $175.00 exceeds 25% of expenditure receipts for the period



Campaignh Financing

Notice of Fine

Sample

Your Camnpaign Treasurer’s Beport, which was due harch 9, 2012, was not filed until March 12,
2012,

Section 106 0705k, Flotida Statutes, provides a fine of $50 per day for the first 3 days a report
iz late and, thereafter $500 per day, although a fine cannot exceed 25% of the total receipts or
expenditures, whichever iz greater, for the period covered by the late report. Howewer, for the
reports irmmediately preceding each primary and general election, the fine i1z $500 per day for
gach late day, not to execeed 25% of the total receipts or expenditures whichever iz greater, for
the period covered by the late report.

Since your repott was deemed filed on March 12, 2012, you are hereby fined $79347. The fine
tmst be paid to the City of B elle Glade within 20 days of receipt of this notice unless appealed to
the Flonida Elections Cotmtnission. Please note that as a candidate, the fine is not an allowable
carnpaign expenditure and must be paid from personal funds.

[fyou wish to appeal to the Florida Flections Cotrunission, you st submit a notice of appeal to
the Cotmmission, in writing within 20 days of the date of receipt of this notice. [(See Section
106.07(8% 1), Florida Statutes, and Rules 2B-1.005, 1.0052 and 1.0055, Florida Administrative
Code) Enclosed iz a copy of Section 106.07, Florida Statutes, which governs the filing of
candidate and political committes reports. TheFlorida Flections Cotrwnission’s address is:

107 West Gaines Street,

Collinz Building, Suite 2324
Tallahassee, Florida 32399-1050
(550922-4530

You need to send a copy of your notice of appeal to the City of Belle Glade, addreszsed to the
attention of City Cletde/Supervisor of Elections, at 110 Dr. WMartin Luther King, Ir. Blwd,, West,
Belle Glade, FL. 33430 If wou have any gquestions, please do not hesitate to contact me at
(SA13992-1609.

Sincerely,
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Automatic Fine Appeal Process

Any candidate may appeal or dispute a fine for a late filed campaign treasurer’s
report. The appeal must be based upon, but not limited to, unusual circumstances
surrounding the failure to file on the designated due date. The candidate may request
and is entitled to a hearing before the Florida Elections Commission, which has the
authority to waive the fine in whole or in part. The Florida Elections Commission must
consider the mitigating and aggravating circumstances contained in Section
106.265(1), F.S., when determining the amount of a fine, if any, to be waived. The
appeal must be made within 20 days of the receipt of the notice of payment due. The
candidate must, within the 20 day period, notify the filing officer in writing of his or
her intention to bring the matter before the Commission.

(Section 106.07(8)(c), F.S.)
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Appeal of Fines Imposed by Filing Officers

(2B-1.005, FAC)

(1) To appeal a fine imposed pursuant to Section 106.04(8) or 106.07(8), F.S., the
candidate or chairman of a political committee shall file a notice of appeal. The notice
of appeal shall be filed with the Commission clerk, and a copy filed with the filing
officer, within 20 days of the appealing party’s receipt of notice that a fine is being
imposed. The notice of appeal shall contain:

(a) The name, address and telephone number of the appealing party;
(b) A copy of the notice of imposition of fine issued by the filing officer; and

(c) A request for hearing if a personal appearance before the Commission is
desired. If no hearing request is made, the appeal shall be decided solely on the
documents submitted by the appealing party and Commission staff.
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Appeal of Fines Imposed by Filing Officers cont.

(2) Failure to timely file a notice of appeal shall result in waiver of the right to appeal
the fine and a final order upholding the fine shall be entered by the Chairman of the
Commission without further notice.

(3) Upon receipt of a timely notice of appeal, the Commission staff shall notify the
appealing party that the appeal has been accepted. The appealing party shall have 20
days from acceptance of the appeal to submit any documents supporting the appeal.

(4) The Commission shall uphold the fine imposed by the filing officer unless the
appealing party presents credible evidence that the report was timely filed or credible
evidence that there were unusual or other circumstances beyond the control of the
candidate or committee caused the report to be filed late. Credible evidence is
evidence that is from a credible source and is so natural, reasonable and probable as
to make it easy to believe. The Commission shall give greater weight to a written
statement that is certified to have been made under oath in the presence of a notary
or other person authorized by law to administer oaths.
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Appeal of Fines Imposed by Filing Officers cont.

(5) If a hearing has been requested, the Commission clerk shall notify the appealing
party of the date and location of the hearing. Convenience of location of the hearing
shall not be a basis for continuing the hearing. The Commission is not required to
provide notice of its consideration of the appeal if the appealing party did not request
a hearing.

(6) Unless good cause is shown, the Commission will not consider at the hearing any
written document unless the party offering the document has filed it with the
Commission clerk at least ten days before the hearing.
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Late-filed Reports; Unusual Circumstances

(2B-1.0055, FAC)

Events that constitute unusual circumstances:

Natural disaster
Death of candidate, campaign treasurer, or an immediate family member of either

Serious illness, disability or non-elective surgery of candidate, campaign treasurer,
or an immediate family member of either

Computer or equipment failure caused by events that could not have been
anticipated

The abrupt and unexpected loss of the campaign treasurer

Failure of the filing officer to e-mail, telephone, or mail a letter to the candidate
that a report is late no later than seven days after the report was due
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Repeated Late Filers

The appropriate filing officer shall notify the Florida Elections Commission of the
repeated late filing by a candidate or political committee, the failure of a candidate or
political committee to file a report after notice, or the failure to pay the fine imposed.
The commission shall investigate only those alleged late filing violations specifically
identified by the filing officer and as set forth in the notification. Any other alleged
violations must be separately stated and reported by the division to the commission
under s. 106.25(2).

(Section 106.07(8)(d), F.S.)



http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0106/Sections/0106.25.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0106/Sections/0106.25.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0106/Sections/0106.25.html
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Disbursement of Surplus Funds

Once a candidate withdraws, becomes unopposed, is eliminated, or elected to office,
he or she may only expend funds from the campaign account to:

1. Purchase “thank you” advertising for up to 75 days after he or she withdraws,
becomes unopposed, is eliminated, or elected to office.

2. Pay for items which were obligated before he or she withdrew, became
unopposed, was eliminated, or elected to office.

3. Pay for expenditures necessary to close down the campaign office and to prepare
final campaign reports.

4. Dispose of surplus funds as provided in Section 106.141, F.S.

(Section 106.11(5), F.S.)




Campaign Financing

The Henorable Grady Judd
January 22, 2013

DE 13-01 Campaign Financing;
Qualifying Fees - Disposition of surplus
funds to pay election assessment -- §§
99.092(1), 99.095(1), and 106.141 (6),
Florida Statutes
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VIYA FLORIDA

s RICK SCOTT

Governor

N
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FLORIDA DEPARTMENT OJ‘ ATE

-
Snuary z:;J

RN DETZNER

Secretary of State

RE: DE 13-01 Campaign Financing; Qualifying
Fees — Disposition of surplus funds to pay election
assessment -- §§ 99.092(1), 99.095(1), and
106.141(6), Florida Statutes

Dear Sheriff Judd

This letter responds to your request for an advisory opinion. As a recent candidate, who was re-
elected as the Polk County Sheriff, you have a question regarding the disposition of your surplus
campaign funds. The Division of Elections has the authority to issue you an opinion pursuant to
section 106.23(2), Florida Statutes (2012),

The background for your request is that when seeking to qualify as a candidate you used the
petition method under section 99.095, Florida Statutes (2012), to have your qualifying fee
waived. Section 99.092(1), Florida Statutes (2012), defines “qualifying consisting of
ing fee and an election assessment and indicates each person, “except a person seeking
cept a person seeking to qualify as a
write-in candidate,” must pay the qualif for the office being sought. Section
99.095(1) also provides, “A person who seeks to qualify as a candidate for any office and who
meets the petition requirements of this section is not required to pay the qualifying fee or party
assessment required by this chapter.” (Because the Polk County Sheriff is a non-partisan office,
no party assessment exists for sherifl candidates.) On the other hand, section 106.141(6),
Florida Statutes (2012) [*Disposition of surplus funds by candidates™], provides in relevant part
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Prior to disposing of funds pursuant to subsection (4), any candidate who filed an
oath stating that he or she was unable to pay the ... fee for verification of petition
Division of Elections
R.A. Gray Bldg., Rm. 316 + 500 S Bronough St. « Tallahassee, Florida 32399-0250
Telephone: (850) 245-6200 + Faesimile: (850) 2456217 elections.myflorida.com
Commemorating 500 years of Florida history  www.fla500.com

TIVA FLORIDA
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Campaign Financing

Prior to Disposing of Surplus Funds

A candidate may be reimbursed by the campaign for any previously reported
contributions/loans by the candidate to the campaign, in full or in part.

A candidate who filed an oath stating that he or she was unable to pay the fee for
verification of petition signatures without imposing an undue burden on his or
her personal resources or on resources otherwise available to him or her shall
reimburse the state or local government entity, whichever is applicable, for such
waived fee prior to disposing of any funds under the surplus provisions contained
in Section 106.141(4),(5) and (6), F.S.

Candidates are no longer required to pay for a waived assessment fee.

(Section 106.141, F.S.)




Campaign Financing

Disposing of Surplus Funds

A candidate required to dispose of surplus funds must, at the option of the candidate,
dispose of such funds ( that have not been spent or obligated) within 90 days by any of
the following means, or a combination thereof:

1.

2.

5.

Return pro rata to each contributor.

Donate the funds to a charity organization or organizations that meet the
qualifications of Section 501(c)(3) of the Internal Revenue Code.

Give funds to the political party of which such candidate is a member.

Give the funds, in the case of a candidate for office of a political subdivision, to
such political subdivision, to be deposited in the general fund thereof.

Transfer (up to $5,000 multiplied by the number of years in the term of office)

funds to an office account. [This option requires additional reporting requirements.]




Campaignh Financing

Termination Reports

F.S. 106.141(7)(b) governs “The filing officer shall notify each candidate at least 14
days before the date the report is due.”

Cute caption to
place on the
bottom of your

Unopposed candidates; 04-28-14 reminder

Deadline to send REMINDERS of termination reports:

notice.

Opposed candidates; 05-26-14

Run-off candidates; 06-09-14

AVOID A FINE. FILE ON TIME
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Campaign Financing

Termination Reports continued

F.S. 106.141(7)(c) governs that “Any candidate failing to file a report on the designated

due date shall be subject to a fine as provided in s. 106.07 for submitting late
termination reports.

Deadline to RECEIVE candidate’s termination reports:

Unopposed candidates; 05-12-14

Opposed candidates; 06-09-14

Run-off candidates; 06-23-14




Campaign Financing

Termination Report

Must include:

1. The name and address of each person or unit of government to whom any of the
funds were distributed and the amounts thereof;

2. The name and address of each person to whom an expenditure was made
together with the amount and purpose; and

3. The amount of such funds transferred to an office account together with the
name and address of the bank in which the office account is located.

If a refund check is received after all surplus funds have been disposed of, the check
may be endorsed by the candidate and the refund disposed of pursuant to Section
106.141, F.S. An amended termination report must be filed with the filing officer.

All reports must be signed by the candidate and the campaign treasurer and certified
as true and correct.

(Section 106.141, F.S.)




Campaign Financing

Loans

Loans are considered contributions and are subject to contribution limitations. Loans
to or from each person or political committee must be reported together with names,
addresses, occupations, and principal places of business, if any, of the lenders and
endorsers, including the date and amount of each loan on the campaign treasurer’s
report.

Loans made by a candidate to his or her own campaign are not subject to contribution
limitations. A candidate who makes a loan to his or her campaign and reports the loan
as required by Section 106.07, F.S. may be reimbursed for the loan at any time the
campaign account has sufficient funds to repay the loan and satisfy its other
obligations.




Campaign Financing

Campaign Loans Report

A person elected to office must report all loans, exceeding S500 in value, made to him
or her and used for campaign purposes, and made in the twelve months preceding his
or her election to office, to the filing officer. The report must be made on Forms DS-DE
73 and 73A, Campaign Loans Report within ten days after being elected to office.

Any person who makes a contribution to an individual to pay all or part of a loan
incurred in the twelve months preceding the election, to be used for the individual’s

campaign, may not contribute more than the amount which is allowed in Section
106.08(1), F.S.

(Sections 106.011, 106.07 and 106.075, F.S.)




Campaignh Financing

DS-DE 73, Loans Report

DS-DE 73A,
Loans Report Itemized

CAMPAIGN LOANS QFFICE USE ONLY
REPORT

(Section 108 075, F 5.

[PLEASE TYPE)

CAMPAIGN LOANS REPORT ITEMIZED

Page of

[FLEASETYFE)

This report applies to all candidates ELECTED to office who had loans
exceeding $500 in value, which were accepted and used for campaign
purposes within the 12 months preceding the election. Al such loans
must be reported to the filing officer within 10 days after the candidate's
election to office

Full Mame of Mewly Elected Official

FULL NAME AND ADDRESS OF LENDER:

FULL NAME AND ADDRESS OF LEND ER:

OCCUPATION:
AMOUNT OF LOAN:

DATE RECEMED:

OCCUPATION:

AMOUNT OF LOAMN

DATE RECENVED:

Qfice

Mailing Address

City State Jip Cods

| CERTIFY THAT | HAVE EXAMMNED THIS REPORT
AND IT IS TRUE, CORRECT AND COMPLETE

Type or Print Mame of Mewhy E lected Cffcial

Signature

FULL NAME AND ADDRESS OF LENDER:

FULL HAME AND ADDRESS OF LEND ER:

QOCCUPATION:

AMOUNT OF LOAN:

DATE RECENED:

OCCUPATION:

AMOUNT OF LOAN

DATE RECEIVED:

FULL NAME AND ADDRESS OF LENDER:

FULL NAME AND ADDRESS OF LEND ER:

OCCURATION:
AMOUNT OF LOAN:

LATE RECENMED:

OCCURATION:

AMOUNT OF LOAN

DATE RECEIVEL:

DS-DETE [Ré v, 05A3) .
reset print

DE-DET3A [Rev. 080 3)
reset

print




Political Advertisements

A political advertisement is a paid expression in any communications media, whether
radio, television, newspaper, magazine, periodical, campaign literature, direct mail, or
display or by means other than the spoken word in direct conversation, which
expressly advocates the election or defeat of a candidate or the approval or rejection
of an issue. (Section 106.011(17), F.S.)

Candidate Disclaimers - Any political advertisement that is paid for by a candidate
(except a write-in candidate) and that is published, displayed, or circulated before, or
on the day of, any election must prominently state: “Political advertisement paid for
and approved by (name of candidate), (party affiliation) for (office sought)” or “Paid
by (name of candidate), (party affiliation), for (office sought).” (Section 106.143(1),
F.S.)

The disclaimer language alternatives provided above must be verbatim as quoted in
s. 106.143, F.S. Variations are prohibited by law.
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Political Advertisements

Candidates running for non-partisan office may not state the candidate’s political
party dffiliation in the disclaimer, or in the body of the advertisement. Exception: The
candidate is not prohibited from stating the candidate’s partisan related experience.

A candidate running for an office that has a district, group, or seat number does not
have to indicate the district, group, or seat number in the political advertisement or
disclaimer.

The candidate shall provide a written statement of authorization to the newspaper,
radio station, television station, or other medium for each advertisement submitted
for publication, display, broadcast, or other distribution.

(Sections 106.143(3) and (5), F.S.)
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Political Advertisements

Any political advertisement that is paid for by a write-in candidate and that is
published, displayed, or circulated before, or on the day of, any election must
prominently state: “Political advertisement paid for and approved by (name of
candidate), write-in candidate, for (office sought)” or “Paid by (name of candidate),
write-in candidate, for (office sought).”

(Section 106.143(1), F.S.)
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Political Advertisements

It is unlawful for any candidate or person on behalf of a candidate to represent that
any person or organization supports such candidate, unless the person or organization
so represented has given specific approval in writing to the candidate to make such
representation. However, this subsection does not apply to:

(a) Editorial endorsement by any newspaper, radio or television station, or other
recognized news medium.

(b) Publication by a party committee advocating the candidacy of its nominees.

(Section 106.143(4), F.S.)
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Political Advertisements

Exceptions to Disclaimer Requirements

Designed to be worn by a person and novelty items.

Placed as a paid link on an Internet website, provided the message or
advertisement is no more than 200 characters in length and the link directs the
user to another Internet website that complies with the disclaimer requirements in
section 106.143(1), Florida Statutes.

Placed as a graphic or picture link where compliance with the requirements of this
section is not reasonably practical due to the size of the graphic or picture link and
the link directs the user to another Internet website that complies with section
106.143(1), Florida Statutes.

Placed at no cost on an Internet website for which there is no cost to post content
for public users.
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Political Advertisements

Exceptions to Disclaimer Requirements continued

* Placed or distributed on an unpaid profile or account which is available to the
public without charge or on a social networking Internet website, as long as the
source of the message or advertisement is patently clear from the content or
format of the message or advertisement. A candidate or political committee may
prominently display a statement indicating that the website or account is an
official website or account of the candidate or political committee and is approved
by the candidate or political committee. A website or account may not be marked
as official without prior approval by the candidate or political committee.

e Distributed as a text message or other message via Short Message Service,

provided the message is no more than 200 characters in length or requires the
recipient to sigh up or opt in to receive it.
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Political Advertisements

Exceptions to Disclaimer Requirements continued

Connected with or included in any software application or accompanying function,
provided that the user signs up, opts in, downloads, or otherwise accesses the
application from or through a website that complies with section 106.143(1),
Florida Statutes.

Sent by a third-party user from or through a campaign or committee's website,
provided the website complies with section 106.143(1), Florida Statutes.

Contained in or distributed through any other technology-related item, service, or
device for which compliance with section 106.143(1), Florida Statutes, is not
reasonably practical due to the size or nature of such item, service, or device as
available, or the means of displaying the message or advertisement makes
compliance with section 106.143(1), Florida Statutes, impracticable.

(Section 106.143(10), F.S.)
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Examples

Political Advertisements

.1

May not use
“RE-ELECT”

—

" The word “for” |
must be used

Mon-incumbent candidate running for nonpartisan office:

= ELecT

John Jones
For Schoeol Board

Fuolitical advertiserment paid for and
approved by John Jones for School Eoard

Incumbent candidate running for nonpartisan office:
__

oR

Far School Board

Faid by John Jones for School BEoard

RE-ELECT
Jane Doe
School Board

Falitical advertisement paid for and
approved by Jane Doe for School Board

OR

fRE—ELECT

Jane Doe
School Beard

Faid by Jane Doe for School Board
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Political Advertisements

Advertisement Provided In-kind

Political advertisements made as in-kind contributions from a political party must
prominently state: “Paid political advertisement paid for by in-kind by (name of

political party) Approved by (name of person, party affiliation, and office sought in the
political advertisement)”.

Example:

P Eledt Violet Starr 2%

for
State Senate, District 5
Paid political advertisement paid far by in-
kind by Libertarian Party of Florida
Approved by Violet Starr,
Libertarian Party of Florida,
State Senate
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Political Advertisements

Other Disclaimers

Any political advertisement not paid for by a candidate that is published, displayed, or
circulated prior to, or on the day of, any election must prominently be marked “paid
political advertisement” or “pd. pol. adv.” and must state the name and address of the
persons paying for the advertisement.

The political advertisement must also state whether the advertisement and cost of
production is paid for or provided in-kind by or at the expense of the entity publishing,
displaying, broadcasting, or circulating the political advertisement.

(Section 106.143(1)(c), F.S.)
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Political Advertisements

Endorsements in Political Advertisements

It is unlawful for any candidate or person on behalf of a candidate to represent that
any person or organization supports such candidate, unless the person or organization
so represented has given specific approval in writing to the candidate to make such
representation. However, this paragraph does not apply to editorial endorsement by
any newspaper, radio or television station, or other recognized news medium; and
publication by a party committee advocating the candidacy of its nominees.

(Section 106.143(4), F.S.)
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Political Advertisements

Independent Expenditure Disclaimers

Any person who makes an independent expenditure for a political advertisement shall
provide a written statement that no candidate has approved the advertisement to the
newspaper, radio station, television station, or other medium for each such
advertisement submitted for publication, display, broadcast, or other distribution. The
advertisement must also contain a statement that no candidate has approved the
advertisement. This paragraph does not apply to campaign messages used by a
candidate and his or her supporters if those messages are designed to be worn by a
person.

(Sections 106.143(5)(b) and (10), F.S.)
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Political Advertisements

Disclaimers for Other Than Independent
Expenditures

Any political advertisement, not paid for by a candidate, including those paid for by a
political party or affiliated party committee, other than an independent expenditure,
offered on behalf of a candidate must be approved in advance by the candidate. Such
political advertisement must expressly state that the content of the advertisement
was approved by the candidate and must state who paid for the advertisement. The
candidate shall provide a written statement of authorization to the newspaper, radio
station, television station, or other medium for each such advertisement submitted for
publication, display, broadcast, or other distribution. This paragraph does not apply to
messages used by a candidate and his or her supporters if those messages are
designed to be worn by a person.

(Section 106.143(5)(a) and (10), F.S.)
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What to expect on Election Day

Dress comfortably, arrive early and expect a very, very long, and sometimes
stressful, day;

Poll Workers can’t gain access into polling location - be sure to have all contact
info, as well as alternate contact info;

Poll Workers don’t report for duty - be sure to have trained alternates/back-up;
Poll Worker unprepared - be sure they bring their manual as a reference tool,;
Equipment malfunctions - contact SOE ASAP;

Visits to your polling locations several times throughout the day. Check-in with
Clerk to discuss any concerns;

Communicate with Canvassing Board members to ensure their attendance at the
tabulation center;

Anything outside the 100’ zone is not your responsibility. Allegations of unlawful
conduct are to be referred to law enforcement;

Expect the unexpected!



Canvassing Board Responsibilities

101.048 Provisional ballots. - The canvassing board shall examine each Provisional
Ballot Voter’s Certificate and Affirmation to determine if the person voting that ballot
was entitled to vote at the precinct where the person cast a vote in the election and
that the person had not already cast a ballot in the election.

101.5612 Testing of tabulating equipment. — The canvassing board shall convene, and
each member of the canvassing board shall certify to the accuracy of the test. For the
test, the canvassing board may designate one member to represent it.

101.5614 Canvass of returns. — For each ballot or ballot image on which write-in
votes have been cast, the canvassing board shall compare the write-in votes with the
votes cast on the ballot.
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Canvassing Board Responsibilities

101.591 Voting system audit. — Immediately following the certification of each
election, the county canvassing board or the local board responsible for certifying the
election shall conduct a manual audit of the voting systems used in randomly selected
precincts.

101.68 Canvassing of absentee ballot. — The supervisor shall safely keep the ballot
unopened in his or her office until the canvassing board canvasses the vote. The
canvassing board may begin the canvassing of absentee ballots at 7 a.m. on the 15th
day before the election, but not later than noon on the day following the election.

101.733 Election emergency; purpose; elections emergency contingency plan. - The
Governor may, upon issuance of an executive order declaring a state of emergency or
impending emergency, suspend or delay any election. The Governor may take such
action independently or at the request of the Secretary of State, a supervisor of
elections from a county affected by the emergency circumstances, or a municipal clerk
from a municipality affected by the emergency circumstances.

257



Division of Elections Rules

1S-2.027 Standards for Determining Voter’s Choice on a Ballot

(1) Application. The standards in this rule apply to determine whether the voter has clearly

(2)

(3)

indicated a definite choice for purposes of counting a vote cast on a ballot in a manual
recount as provided specifically by Section 102.166, F.S.

Direct recording electronic voting system........ This is where the voter marks the ballot
electronically, which we no longer use.

Optical scan voting system......... This is where the voter marks the ballot, which is our
current method of voting.

A vote cast on this voting system is valid for a particular write-in candidate when the voter
writes in the name of a candidate in the designated write-in space and fills in the oval or
arrow next to the write-in candidate’s name.



Division of Elections Rules

1S-2.027 Standards for Determining Voter’s Choice on a Ballot

(4) Manual review and tabulation.

(a) The standards under this subsection apply in all instances where a contest is not marked as
specified in the ballot instructions under subsection (2) or (3) and a manual review of the
voter’s markings on a ballot is required to determine whether there is a clear indication that
the voter has made a definite choice in a contest.

(b) The canvassing board must first look at the entire ballot for consistency. Then the provisions
of paragraph (c) apply to determine whether the voter has made a definite choice in a
contest, provided the voter has not marked any other contest on the ballot, or if the voter
has marked other contests, he or she has marked them in the same manner, subject to the
exceptions in subparagraphs 7., 10., and 15. The following are examples of valid votes after
review for consistency:



Division of Elections Rules

1S-2.027 Standards for Determining Voter’s Choice on a Ballot

For Attorney General
(Vote for one)

Ballot Situation 1: O Lacille Ball

@ Jxk Benny
Recount in race of State Representative. The O Desi Amaz
two ovals in the first two races are filled in O Lenny Bruce
properly, but the voter has circled the For Commissioner of Agriculture

. , . . (WVote for one)
candidate’s name in the state representative

race. Since the voter did not mark the state
representative race in the same manner as in
the other races, it cannot be determined
whether the voter has clearly indicated a

definite choice for Don Nichols. o S?;ftlf?ffsif;mﬁw

_

D Michael Ross

D Jack Ritter
> Andra Lindley
@ Froncic Bavier

> Jack Dodson

— .
(__ Bernie West

- Morman Fell




Division of Elections Rules

1S-2.027 Standards for Determining Voter’s Choice on a Ballot

For Attorney General
{(WVote for one)

Ballot Situation 2: Lucille Ball @

Jack Benny = -
Recount in race of State Representative. All Desi fmaz  <em
races on this ballot are marked in the same Lemny Bruce  <ffum  wem
manner. Since the ballot is consistently marked For Commisioner of
as in paragraph (c), the vote cast for Michael (Vote for one)
Ross in the state representative race is a valid Jack Ritter o -
vote. AudraLindley < -

Franciz Bawier * -

Jack Dodson @

For State Representative
{(WVote for one)

Dron Michols * -
Michael Raoss @
Bermie West * -

Mortnan Fell + -




Division of Elections Rules

1S-2.027 Standards for Determining Voter’s Choice on a Ballot

For Attorney General
(WVote for one)

Ballot Situation 3:

vdle Bl Dgem wm

. . Jack Benn -
Recount in State Representative race. Each ! :

Desi Atharz -

race is marked differently so that no

. . . . Lenny Bruce + -
consistency in marking exists. It cannot be

For Commissioner of

determined which marking, if any, is clearly e
indicative of the voter’s choice. Therefore, the P T—
vote cast for Bernie West is not valid. fudraLindley <m =

Francis Bawier F_\

Jack Dodson * -

For State Representative
{Vote for one)

Daon Nichals * -

Michael Ross * -

Berme West * -
d——-._.—f

Norman Fell * -




Division of Elections Rules

1S-2.027 Standards for Determining Voter’s Choice on a Ballot

The voter marks an “X,” a check
mark, a cross, a plus sign, an
asterisk or a star, any portion of
which is contained in a single oval
or within the blank space between
the head and tail of a single arrow.
The marking must not enter into
another oval or the space between
the head and tail of another arrow.

Valid Voie for Ball Vahid Vote for Ball
For Atiorney General For Atinrmey General
(Vate for one) (W ote for one)

3 Lyeille Ball

O Tack Barmy

Lcille Ball 4-\(-
= -

2 Desidwaz Jack Bemy
o . |
. L ey Emare Dresi furmaz *
LermyBrce + f—
Irald Voie Iwrald Vioie
For Atiorney General For Attormesy Genral
[Vote for one) [Vote oy cne)

¢ Lurill Ball
~  Jack Berogr
3 Desilimas

¢ Leror Baace

Diesi doma=

LermywErmice *

Lucille Ball QAX -
Tack By -
= =




Division of Elections Rules

1S-2.027 Standards for Determining Voter’s Choice on a Ballot

Valid Vote for Benny

Valid Vote for Benny

For Attorney General
(Vote for one)

O Lucille Ball

> Jack Benny

> Desi Amaz

O Lenny Bruce

DEM

GRN

LBT

For Attorney General
{(Vote for one)

Lucille Ball ~DEM <@m

Jack Benny

Desi Amaz ~ GRN <=

Lenny Bruce  LIB *

Valid Vote for Ball

Valid Vote for Ball

For Attorney General
{Vote for one)

?é Lucille Ball
-] Jack Benny
O Desi Amaz

- Lenny Bruce

For Attorney General
(Vote for one)

-4-—>-- Lucille Ball
> Jack Benmy
> Desi Amaz

(- Lenny Bruce

Invalid Vote

Invalid Vote

For Attorney General
{Vote for one)

j Lucille Ball
Jack Benny
(-
-

Desi Amaz

Lenny Bruce

For Attorney General
(Vote for one)

.
) Jack Benny

- Desi Amaz

> Lenny Bruce




Division of Elections Rules

1S-2.027 Standards for Determining Voter’s Choice on a Ballot

Valid Vote for Ball

Invalid Vote

For

Lucille Ball
Jack Benny
Desi Arnaz

Lenny Bruce

(Vote for one)

Treasurer
< /-
= =—-

<
<=

For Treasurer
{Vote for one)

Lucille Ball <=

Jack Benny o/
Desi Arnaz = =
Lenny Bruce = =

Valid Vote for Arnaz

Valid Vote for Ball

For Commissioner of Education
(Vote for one)

@ Lucille Ball
@ 'ack Benny

@ Lenny Bruce

Lucille Ball
Jack Benny
Desi Amaz

Lenny Bruce

For Commissioner of Education
(Vote for one)

*
—
h

D

Valid Vote to Keep Justice in Office

S

Judicial Retention
tate Supreme Court
(Vote yes orno)

Shall Justice Tom Poston be retained as Chief
Justice of the State Supreme Court

Yes

>

o o

Valid Vote for Bruce

For Commissioner of Agriculture
(Vote for one)

G_LucillaBallr"
W\
S B TR - 1T —

O Lenny Bruce

Write-In




Division of Elections Rules

1S-2.027 Standards for Determining Voter’s Choice on a Ballot

Valid Vote for Arnaz Invalid Vote
For State Senator For State Senator
{Vote for one) (Vote for one)
O Lucille Ball Lucille Ball = =
> Jack Benny Jack Benny = =-
:a ONE
O Desi A_mazThIs - * -
- Lemnny Bruce Lenny Bruce -
fhls one

Valid “No” vote

Proposed Constitutional Amendment No. 1
Atticle |, section
(Popular Name)

An amendment to limit the increase in the assessed value of a taxpayer’s real property after a
countywide reappraisal and to require a property tax credit.

e NO
O YES I VOt Proposed Constitutional Amendment No. 1

> NO Proposed Constitutional Amendment No. 1




Division of Elections Rules

1S-2.031 Recount Procedures

Optical Scan Ballot - Machine Recounts. The following procedures apply to machine
recounts of optical scan ballots involving all county, multicounty, federal or statewide
offices or issues required by law to be recounted:

1. The tabulating equipment being used in the recount must be tested pursuant to the
provisions of Section 101.5612, F.S. The county canvassing board may, but is not
required to, use the same tabulating equipment that ballots were originally tabulated
on. If the test shows no error, the county canvassing board shall proceed with the
machine recount. If the test indicates an error, the county canvassing board shall
correct the error and proceed with the machine recount.



Division of Elections Rules

1S-2.031 Recount Procedures

2. Procedure when only one race is being recounted or where more than one race is
being recounted and the voting system will allow for the sorting of overvotes and
undervotes in more than one race at the same time:

a. The supervisor of elections shall change the election parameters so that the
recounted race or races will be tabulated and so that ballots containing overvotes
and undervotes in the recounted race or races can be sorted from the other
ballots during the machine recount.

b. The county canvassing board or its representatives shall put each ballot through
the tabulating equipment and determine the votes in the recounted race or races.
During this process, the overvoted and undervoted ballots in the recounted race
or races must be sorted.

c. Sorted ballots shall be placed in a sealed container or containers until it is
determined whether a manual recount will be conducted. Seal numbers shall be
recorded at the time the ballots are placed in the containers.



Division of Elections Rules

1S-2.031 Recount Procedures

3. Procedure when more than one race is being recounted by machine and the voting
system does not allow the sorting of overvotes and undervotes on more than one race
at a time:

a. The county canvassing board or its representatives shall put each ballot through
the tabulating equipment and determine the votes in the affected races.

b. The county canvassing board shall produce vote counts for those races involved in
the machine recount.

c. Prior to a manual recount being conducted, the supervisor of elections shall
change the election parameters and the ballots for the manually recounted race
or races shall be put back through the tabulating equipment and overvotes and
undervotes for each race shall be sorted separately.



Division of Elections Rules

1S-2.031 Recount Procedures

Optical Scan Ballot - Manual Recounts procedure is very detailed and extensive, and too
vast to include in this presentation. However, if you choose to review these procedures
they can be accessed at

http://election.dos.state.fl.us/rules/adopted-rules/pdf/1s2031.pdf.



http://election.dos.state.fl.us/rules/adopted-rules/pdf/1s2031.pdf
http://election.dos.state.fl.us/rules/adopted-rules/pdf/1s2031.pdf
http://election.dos.state.fl.us/rules/adopted-rules/pdf/1s2031.pdf
http://election.dos.state.fl.us/rules/adopted-rules/pdf/1s2031.pdf

Oath of Office / Certificate of Election

Art Il s(5)(b) Florida Constitution

The filing officer shall provide the elected
official with an Oath of Office.

The elected official shall file the Oath of
Office with the municipal filing officer.

The municipal filing officer shall record and
maintain the Oath of Office as an official
record.

Note: Your municipal Charter/Code may
require additional language.

Prigg

M

IM\SM
Form DS-DE 56



F.S. 102.155 - Certificate of election.
The supervisor shall give to any
person the election of whom is
certified by the county canvassing
board a certificate of the person’s
election. The Department of State
shall give to any person the election
of whom is certified by the state
canvassing board a certificate of the
person’s election. The certificate of
election which is issued to any
person shall be prima facie evidence
of the election of such person.
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in the general election held in Belle Glade, Paln: Beach
County, Florida on the 13% day of March 2012 for a

term of three years, beginning April:1, 2012 "through

March 31, 2015.

DebraR. Buff. CMC, City Clerk/SupervisarofElectians. ...

Appears not to apply to municipal canvassing

boards, however, it’s a good CYA.
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In more cases than not, newly elected officials are inexperienced in municipal
government and an orientation is a great means and opportunity to get your elected
official on the right track.

A one-on-one personal orientation with the City Manager and City Clerk is a great
start.

Arrange for a Workshop meeting to:

* Introduce them to all Departments with an overview of their responsibilities, key
projects and initiatives (This is a great time for Finance to present and discuss the
budget)

* Receive Attorney presentations on the Sunshine Law, State Code of Ethics, Palm
Beach County Code of Ethics, Public Records Law and responsibilities of elected
officials (as governed by the municipalities Code of Ordinances)



Orientation for Elected Officials

Pursuant to Article Xlll, sec. 2-
446, all Palm Beach County
employees and officials are
required to receive training in
the Palm Beach County Code of
Ethics and sign an
acknowledgement form. The
following Web page is designed
to help you complete these
tasks:

http://www.palmbeachcountyet
hics.com/training.htm
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http://www.palmbeachcountyethics.com/pdf/Code_of_Ethics_Ordinance_June_1_2011.pdf
http://www.palmbeachcountyethics.com/pdf/Code_of_Ethics_Ordinance_June_1_2011.pdf
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http://www.palmbeachcountyethics.com/pdf/Code_of_Ethics_Ordinance_June_1_2011.pdf
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It is recommended the City Clerk compile pertinent information, possible in the form
of a “Reference Manual”, to assist newly elected officials in a smooth transition into
local government. Items to include, but not limited to, are:

= Agenda Process = Parliamentary Procedures

= Census and Demographic Information = Government-In-The-Sunshine Manual

= |ist of Boards/Committees, their = Administrative Policies specific to
function, and membership roster elected officials, to include Travel and

= Brief History of the City Training Policy

= Rules of Conduct for Commission = Vision and Mission Statement
meetings = List of Acronyms

= Access to Code of Ordinances = |[EMO information

* Florida Municipal Officials’” Manual = List of useful resources!?

= Map of the City = Your contact numbers!

1 Examples on next slide



Links to the following can be found at:
http://www.floridaleagueofcities.com/Resources.aspx?CNID=647

Florida State Government Links

Florida Attorney General's Office Florida Senate
Florida Commission on Ethics State of Florida
Florida Department of Financial Services Online Sunshine
Florida Division of Emergency

Management

Florida House of Representatives
Office of Economic and Demographic
Research

Florida Office of Financial Regulation
Florida Office of the Governor

Florida Office of Insurance Regulation

1 Examples on next slide


http://www.floridaleagueofcities.com/Resources.aspx?CNID=647
http://www.floridaleagueofcities.com/Resources.aspx?CNID=647
http://www.floridaleagueofcities.com/Resources.aspx?CNID=647

Links to the following can be found at:

http://www.floridaleagueofcities.com/Resources.aspx?CNID=647

Florida Associations’/Organizations’ Links

Florida Association of City Clerks

Florida Association of Counties

Florida Association of Government Fleet
Administrators

Florida Association of Nonprofit
Organizations

Florida Association of Public Procurement

Officials

Florida Benchmark Consortium

Florida Business Watch

Florida City and County Management
Association

Florida Conflict Resolution Consortium

Florida Economic Development Council
Florida Government Communicators
Association

Florida Government Finance Officers
Association

Florida Housing Coalition

Florida Institute of Government

Florida League of Cities

Florida League of Mayors

Florida Local Government Information
Systems Association

Florida Municipal Attorneys Association
Florida Planning and Zoning Association


http://www.floridaleagueofcities.com/Resources.aspx?CNID=647
http://www.floridaleagueofcities.com/Resources.aspx?CNID=647
http://www.floridaleagueofcities.com/Resources.aspx?CNID=647

Links to the following can be found at:
http://www.leagueofcities.com/resources/pbc.htm

Palm Beach County Government Links

Palm Beach County Official Website Legislative Affairs
Catanese Center for Urban & Env. Solutions Lobbyist Registration
Clerk of Courts Legislative Delegation
Commission on Ethics Port of Palm Beach
Commission FAQs Property Appraiser
Ethics Training Policy & Procedure Manual School District

Sample Sheriff

Emergency Management Supervisor of Elections
Green Task Force Tax Collector

Inspector General


http://www.floridaleagueofcities.com/Resources.aspx?CNID=647
http://www.floridaleagueofcities.com/Resources.aspx?CNID=647
http://www.leagueofcities.com/resources/pbc.htm

Provide each newly elected official an opportunity to sit in his/her seat in the dais
prior to any official meeting , and be sure their name plate is in its proper placement.

Arrange for: photos to be taken; business cards to be made; where they are to pick up
their mail; contact numbers to provide the public; etc.

Newly elected officials will need to sign-up with Human Resources.

It is suggested that each Department Head (accompanied by the City Manager, if
required) provide a tour of their area of responsibility, to include a tour of city-
facilities and current projects underway.

The list goes on, just be as helpful and courteous as possible, and remember they are
a virgin to local government.



Campaign Signs, Removal

WITHIN 30 days AFTER:

v" Withdrawing Candidacy
v' Being Defeated
v Being Elected to Office

A candidate shall make a good faith effort to remove all of their political campaign
advertisements and campaign signs.

However, municipal ordinance will override state requirements and may require removal of
campaign advertisements and campaign signs sooner.



Complaints/Concerns

Violations F.S. 106.19

Any candidate, campaign manager, campaign treasurer, or deputy treasurer of any
candidate, agent or person acting on behalf of any candidate, or other person who
knowingly and willfully:

1)
2)
3)

4)

Accepts a contribution in excess of the limits prescribed by Section 106.08, F.S.;
Fails to report any contribution required to be reported by Chapter 106, F.S.;

Falsely reports or deliberately fails to include any information required by
Chapter 106, F.S.; or

Makes or authorizes any expenditure in violation of Section 106.11(4), F.S., or any
other expenditure prohibited by Chapter 106, F.S.; is guilty of a misdemeanor of
the first degree, punishable as provided in F.S. 775.082 or 775.083, F.S.

Penalties: a fine not to exceed $1,000 and/or definite term of imprisonment not
exceeding 1 year, and possible court costs.



Complaints/Concerns

Process F. S. 106.25
and 106.28

Any person who has information of a
violation of Chapters 104 or 106, F.S.,
shall file a sworn complaint with the
Florida Elections Commission, 107
West Gaines Street, Suite 224,
Tallahassee, Florida 32399-1050 or call
850-922-4539. A complaint form may
be obtained from the Florida Elections
Commission or downloaded from the
Commission’s website at
www.fec.state.fl.us.




Complaints/Concerns

A complaint against a candidate may
not be filed or disclosed 30 days
before a special, primary, or general
election unless the complaint is based
upon personal information or
information other than hearsay.

(s. 112.324(2), F.S.)
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Complaints/Concerns

Florida Elections Commission

The Florida Elections Commission (FEC) is the administrative agency charged with
enforcing Chapters 104 and 106 of Florida's Election Code. The agency is composed of
nine appointed Commissioners and its staff is administratively housed within the
Department of Legal Affairs. However, the FEC is a separate budget entity and is not
subject to the control, supervision or direction of the Attorney General.

The purpose of the FEC is to ensure transparency in Florida's elections. In their
capacity as quasi-judicial officers, the Commissioners adjudicate cases. Additionally,
they act as the agency head. Commissioners hire an Executive Director who supervises
a staff that includes a General Counsel, several investigators and a Commission Clerk.

The FEC is not permitted to give advisory opinions to anyone. Furthermore, the FEC
does not have jurisdiction over candidate qualifying issues, how elections are run or
how votes get counted.



Complaints/Concerns

Miscellaneous:

The Municipal SOE should respond to the following as it relates to Municipal:

e Election process

e Election deadlines

* Election (Poll) Workers

* Candidate Questions

e Poll Watchers

* Campaign Signs

* Inquiries from the Media



Complaints/Concerns

Miscellaneous:

The County SOE should respond to the following:

* Voter Registration/Changes to Voter Registration/Voter Information

* Absentee Ballots

 Becoming a Election (Poll) Worker

* Federal, State, and County Election information

e Obtaining information on previously filed Statement of Financial Interests (Form 1)
e Restoration of Civil Rights

* Voting equipment demonstrations



Complaints/Concerns

Division of Elections Rules
1S-2.036 Complaint Process for Violations of the National Voter Registration Act of
1993 and the Florida Election Code.

(1) The Florida Department of State has primary jurisdiction to resolve through an informal
resolution process complaints submitted by any person who is aggrieved by a violation of the
National Voter Registration Act of 1993 or a violation of a voter registration or removal procedure
under the Florida Election Code. Such complaints can only be filed under section 97.023, Florida
Statutes, if the alleged violation was committed by the Florida Department of State, a voter
registration agency, a supervisor of elections, the Florida Department of Highway Safety and
Motor Vehicles, or an Armed Forces Recruitment Center. If the complaint involves the Florida
Department of State, a mediator other than a department employee is to be appointed by the
Governor.



Complaints/Concerns

Division of Elections Rules

1S-2.036 Complaint Process for Violations of the National Voter Registration Act

of 1993 and the Florida Election Code.

(2) To initiate the informal dispute resolution process under
section 97.023, Florida Statutes, a person must submit a
written complaint to the Florida Department of State. Such
person shall use Form DS-DE 18 (eff. 01/06), entitled “NVRA
Complaint”, which is hereby incorporated by reference. This
complaint form may be obtained by contacting the Division of
Elections at 850/245-6200, by requesting the form from the
Division of Elections, 3rd Floor, R.A. Gray Building, 500 S.
Bronough Street, Tallahassee, Florida 32399 or by downloading
the form from the Division of Elections home page at:
http://election.dos.state.fl.us.

Specific Authority 20.10, 97.012(9), 97.023 FS. Law
Implemented 97.023 F.S. History —New 1-29-06.

STATEMENT OF FACTS

State exantly vehat happened in your ovn vards. Please include details surh as what happened, whare the
svents or arts happened, when they happened (inclade dates and thves), what you were tald, wha spake
o you and to wham did you speak, vehat did you sgree or not agres to, and whe deesaw or knaws about
wht happenzd, Include the narres, addresses, and phore numbers of dl relevant parsans, Also, give any
reasors vty you feel that the alleged viclation was comwitted by the person and/ar enlity agaret wham
s comrplaint is brought The more sperific information that you provide to us, the better we are able to
assist you.

NVRA COMPLAINT
ForAlleged Vidtion of ! Voter <t of 1307 of @ Voter Fegistratic
or Femowal Procedurs wider the Florida Elaction Gode

Puosuant to section 97 (123, Florida Statutes, the Department of State, Division of Hections has primary funisdiction
aver complaints of alleged wiclations of the Naticnal Vater Registrafion et of 1953 (42 U15.C. 193551 et seq ) o
~rialations of a voter registration and removal procedures under the Florida Hlertion Code. / complaint herewnder
can onlybe fled i the alleged violstion is commitied by the Department of State, a votex registration agency, a
county supervisor of elections, the Department of Highway Safety and Motor Vehicles ox an Axmed Forces
Recruitment Center. Upon the Aling of 2 complaint, you will be given the opportunity to reschve the complaint
through an infarmal dispute resolution prooess.

Flawe 4 comglaint to: Florila D State, oo NYRA Coodirator, Division of Electiors,
0 Flogy, A, Gry Buildig, 5005 Tallahussae, Flaid 0250, Contact (350) 24
asslstance,

PERSON BRINGING COMPLAINT

Narre Day Phane Evering Phone
§ Address city
Conmty Stam Tip Cods

E-rnail address {optional §

PERSON OR ENTITY AGAINST WHOM COMPLAINT IS BROUGHT
{lizxiit one person/entity pex fozm)

Marre Day Phane Evering Phone
Zddress City,
(I County State Zip Code.
VIOLATION
1f you beheve you have been deried the right to negister to Tots, o update your existing voting registration

record, or have been unlawfully removed from the regstration books in violation of the Mational Voter
Eegistration Act of 1993 (42 U.5.C. 1973g1 etseq) orin vidation of the Florida Election Code, plesse state
the sperific arts carmitied by the persan or ertity natred in this complaint

Ferm DS DE 15 (14 01,00 Page 1 o2




Complaints/Concerns

Division of Elections Rules
1S-2.038 HAVA Violations - Complaints.

The Department of State, Division of
Elections, is required to establish a
complaint form to be used for HAVA (Help
American Voters Act) violations, Form DS DE
59 (Eff. 2/04), which is hereby incorporated
by reference and available from the Division
of Elections, R.A. Gray Building, Room 316,
500 South Bronough Street, Tallahassee,
Florida 32399-0250.

Specific  Authority 97.028 FS. Law
Implemented 97.028 FS. History—New 2-2-
04.
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Prohibited Acts

Certain Prohibited Acts

* No candidate or any person on behalf of a candidate shall pay money or give
anything of value for the privilege of speaking at a political meeting in the
furtherance of his/her candidacy.

* No candidate may, in the furtherance of his/her candidacy use the services of any
officer or employee of the state, a county, a city or a district during work hours.

 No candidate may solicit contributions from any religious, charitable, civic group,
or other causes or organizations that are established primarily for the public good.

* No candidate may make contributions, in exchange for political support, to any
religious, charitable, civic group, or other causes or organizations established
primarily for the public good.

(Sections 106.08 and 106.15, F.S.)



Prohibited Acts

Certain Prohibited Acts

 Any candidate, campaign manager, campaign treasurer, or deputy treasurer who
willfully certifies the correctness of any report while knowing that such report is
incorrect, false, or incomplete commits a misdemeanor of the first degree.

e A candidate may not, with actual malice, make any false statement about an
opposing candidate.

A person may not, directly or indirectly, make a contribution through or in the
name of another, in any election.

(Sections 104.271, 106.07, 106.08, and 106.19, F.S.)



Prohibited Acts

Certain Prohibited Acts

* Any candidate, campaign manager, campaign treasurer, or deputy treasurer of any
candidate, agent or person acting on behalf of any candidate, or other person who
knowingly and willfully:

v’ Accepts a contribution in excess of the limit;
v' Fails to report any contribution required to be reported;

v’ Falsely reports or deliberately fails to include any information required to be
reported; and

v" Makes or authorizes any expenditure in violation of Florida Statutes Chapter
106, or any other expenditure prohibited by Florida Statutes Chapter 106, is

Guilty of a misdemeanor of the first degree, punishable as provided in Section
775.082 or Section 775.083, Florida Statutes.

(Sections 106.19, F.S.)



Gifts Law

DEFINITION OF "GIFT*

"Gift" means anything accepted by a person or on that person's behalf, whether
directly or indirectly, for that person's benefit, and for which equal or greater
consideration is not given within 90 days of the receipt of the gift. "Gift" includes real
property or the use thereof; tangible or intangible personal property or the use
thereof; a preferential rate or terms on a transaction not available to others similarly
situated; forgiveness of a debt; transportation (unless provided by an agency in
relation to officially approved governmental business), lodging, or parking; food or
beverage; dues, fees, and tickets; plants and flowers; personal services for which a fee
is normally charged by the provider; and any other thing or service having an
attributable value.



Gifts Law

DEFINITION OF "GIFT*

"Gift" does not include salary, benefits, services, fees, gifts, commissions, or expenses
associated primarily with one's employment, business, or service as an officer or
director of a corporation or organization; campaign contributions or expenditures
pursuant to the election laws; an honorarium or honorarium expense; an award,
plaque, certificate, etc., given in recognition of public, civic, charitable, or professional
service; honorary membership in a service or fraternal organization; the use of a
public facility or public property made available by a governmental agency for a public
purpose; and transportation provided by an agency in relation to officially approved
governmental business. Also exempted are some gifts from organizations which
promote the exchange of ideas between, or the professional development of,
governmental officials and employees and whose membership is primarily composed
of elected or appointed public officials or staff, if the gift is to a member of the
organization.



Gifts Law

GIFT SOLICITATION PROHIBITIONS - Each person required to file annual financial
disclosure Form 1 or Form 6, including candidates for office, and each State
procurement employee is prohibited from soliciting any gift from a political
committee, or lobbyist* or from a partner, firm, employer, or principal of a lobbyist*.

GIFT ACCEPTANCE PROHIBITIONS - Individuals, including candidates, required to file
annual disclosure Form 1 or Form 6 (other than officials, members, or employees of
the State Executive Branch and members or employees of the Legislature) and State
procurement employees are prohibited from directly or indirectly accepting a gift
worth over $100 from a lobbyist*, from a partner, firm, employer, or principal of the
lobbyist*, or from a political committee. (However, a gift may be accepted by a person
on behalf of a governmental entity or charitable organization, provided the gift is
promptly transferred to the intended entity or organization.)



Gifts Law

GIFTS OVER $25 AND NOT EXCEEDING $100 - Persons required to file financial
disclosure Form 1 or Form 6, including candidates for office, (except officials,
members, or employees of the State Executive Branch and members or employees of
the Legislature) and State procurement employees may accept a gift valued at over
S$25 but not exceeding $100 from a lobbyist*, or a political committee. However, a
lobbyist* or a political committee which gives a gift valued at over $25 but not
exceeding $100 to a covered reporting individual or State procurement employee
must report the gift on Commission on Ethics Form 30 by the last day of the calendar
quarter for gifts given in the preceding quarter. Additionally, the donor must notify the
recipient at the time a reportable gift is made that the gift will be disclosed as
required above.

§112.3148, F.S.

*"Lobbyist" means any natural person who, for compensation, seeks, or sought during the preceding 12 months, to influence the
governmental decision-making of a reporting individual or procurement employee or his or her agency or seeks, or sought during
the preceding 12 months, to encourage the passage, defeat, or modification of any proposal or recommendation by the reporting
individual or procurement employee or his or her agency. [§112.3148(2)(b)1., Fla. Stat.]



Gifts Law

QUARTERLY GIFT DISCLOSURE BY REPORTING INDIVIDUALS

All persons required to file financial disclosure and State procurement employees
must file a Form 9, Quarterly Gift Disclosure, with the Commission on Ethics on the
last day of a calendar quarter for the previous calendar quarter during which a gift
worth over $100 was received. Gifts from relatives, gifts prohibited from being
accepted, and gifts otherwise required to be disclosed elsewhere are not reported on
Form 9. All other gifts worth over $100 must be reported. The form need not be filed
if no such gift was received during the calendar quarter.



Division of Elections Rule 1S-2.010

Advisory Opinion

(1) General. The Division of Elections has the responsibility to render advisory opinions as
to the application of Chapters 97 through 106, F.S.

(2) Those Who May Receive Advisory Opinions.
(a) Those who may formally request and receive advisory opinions as provided for in this
rule include the following:
1. Supervisors of Elections.
2. Candidates.
3. Local officers having election related duties.
4. Political parties.
5. Registered political committees.
6. Other persons or organizations engaged in political activity; that is, persons or
members of an organization which are actually involved in the action which is the
concern of the request.
(b) A representative may request an opinion in the name of his or her principal;
however, the opinion will be addressed to the principal.



Division of Elections Rule 1S-2.010

Advisory Opinion Continued

(3) Subject Matter of Advisory Opinions. Advisory opinions may be rendered only with
respect to provisions or possible violations of Florida election law with respect to actions
taken or proposed to be taken by a person or entity listed in subsection 15-2.010(2), F.A.C.

(4) Form of Requests for Opinions. Requests for advisory opinions, pursuant to Section
106.23(2), F.S., shall occur only in the form of a written request to the Florida Department
of State, Division of Elections. Such request may be accompanied by pertinent attachments,
exhibits and memoranda, but must contain the following information in the body of the
request:

(a) Name of Requestor.

(b) Address of Requestor.

(c) Statutory provision(s) of Florida election law on which advisory opinion is sought.

(d) Description of how this statutory provision may or does affect the requestor.

(e) Possible violation of Florida election laws on which advisory opinion is sought.

(f) The precise factual circumstances giving rise to the request.

(g) The point(s) on which the requestor seeks an opinion.

(h) Additional relevant information.

(i) Statement of necessity, if any, to expedite division’s response.



Division of Elections Rule 1S-2.010

Advisory Opinion Continued

(5) Division Disposition.
(a) The division will prepare a written response to the request in a timely manner. The
division shall not be limited to analyzing statutory provisions set forth in a request for an
advisory opinion in its preparation of a response to the request.
(b) Once the opinion is rendered, the division shall forward a copy of it to the requestor
and each county Supervisor of Elections and to any person or organization upon request.

(6) Indexing.
(a) Advisory opinions shall be dated and indexed by subject matter.
(b) Opinions shall be numbered sequentially. The first two digits of the advisory opinion
shall be the last two digits of the year in which the opinion was rendered. Following the
year shall be a dash and the number of the opinion.

(7) Verbal, Telephone or Other Informal Advice. The process described in the preceding
provisions of Rule 15-2.010, F.A.C., is the only process by which the Division of Elections is
authorized to provide advisory opinions pursuant to Section 106.23(2), F.S. Other
telephone, verbal or written advice does not constitute an advisory opinion rendered
pursuant to that law.



Division of Elections Rule 1S-2.022

Mail Ballot Elections

(1) Prerequisites for Mail Ballot Elections. An election may be conducted by mail ballot if:

(a) The election is a referendum election at which all or a portion of the qualified electors of
one of the following subdivisions of government are the only electors eligible to vote:

1. Counties;

2. Cities;

3. School districts covering no more than one county; or

4. Special districts;

(b) The governing body responsible for calling the election and the supervisor of elections
responsible for the conduct of the election authorize the use of mail ballots for the
election;

(c) The Secretary of State approves a written plan for the conduct of the election submitted
by the supervisor of elections; and

(d) In addition, an annexation referendum which includes only qualified electors of one
county may also be voted on by mail ballot election.



Division of Elections Rule 1S-2.022

Mail Ballot Elections

(2) Limitations on Mail Ballot Elections. The following elections may not be conducted
by mail ballot:
(a) An election at which any candidate is nominated, elected, retained, or recalled;
or
(b) An election held on the same date as another election, other than a mail ballot
election, in which the qualified electors of that political subdivision are eligible to
cast ballots.

(3) Responsibility for Mail Ballot Elections. The supervisor of elections shall be
responsible for the conduct of any election held under the Mail Ballot Election Act.



Division of Elections Rule 1S-2.022

Mail Ballot Elections

(4) Written Election Plan. The written election plan submitted by the supervisor of
elections to the Secretary of State must
include:
(a) The name of the governing body responsible for calling the election;
(b) The name of the election administrator for the governing body;
(c) The type of election;
(d) A timetable for the election which includes, but is not limited to, the date of the
election and the date the ballots will be mailed to the electors; and
(e) The locations other than the office of the supervisor of elections, if any, where
ballots may be deposited.



Division of Elections Rule 1S-2.022

Mail Ballot Elections

(5) Cost of Election. The cost of a mail ballot election shall be borne by the jurisdiction
initiating the calling of the election, unless otherwise provided by law. The supervisor of
elections may require that the jurisdiction initiating the calling of the election provide a
good faith deposit to cover 50% of the cost of the ballots, special envelopes, and clerical
help required to complete assembly of the ballot packets and to check signatures of
electors.

(6) Issuance of Mail Ballots. The mail ballots will be mailed out on or after the 20th day
before the election, but no later than the 10th day before the election. However, with
respect to absent electors overseas entitled to vote in the election, the supervisor of
elections will mail the ballots on a date sufficient to allow the elector time to vote in the
election and to have his marked ballot reach the supervisor by 7 p.m. of the day of the
election. All ballots will be mailed by first class mail, and the mailing envelope will be
marked “Do Not Forward.”

(a) The supervisor will mail all official ballots with a secrecy envelope, a return mailing
envelope, and instructions to each elector entitled to vote in the election.



Division of Elections Rule 1S-2.022

Mail Ballot Elections

(6) Issuance of Mail Ballots Continued:

(b) The return mailing envelope must contain a statement in substantially the
following form:

VOTER’S CERTIFICATE
|, , do solemnly swear (or affirm) that | am a qualified voter in this election and
that | have not and will not vote more than one ballot in this election. | understand

that failure to sign this certificate and give my residence address will invalidate my
ballot.

(SIGNATURE)
(Please Print Name)
Residence Address




Division of Elections Rule 1S-2.022

Mail Ballot Elections

(6) Issuance of Mail Ballots Continued:

(c) The instructions enclosed with each mail ballot must be in substantially the
following form:
READ THESE INSTRUCTIONS CAREFULLY BEFORE MARKING BALLOT
1. VERY IMPORTANT. In order to assure that your mail ballot will be counted, it
must be completed and returned as soon as possible so it can reach the
supervisor of elections of the county in which your precinct is located no later
than 7 p.m. on the day of the election.
2. Mark your ballot in secret as instructed on the ballot.
3. Place your marked ballot in the enclosed secrecy envelope.
4. Insert the secrecy envelope into the enclosed mailing envelope which is
addressed to the supervisor.
5. Seal the mailing envelope and completely fill out the Voter’s Certificate on the
back of the mailing envelope.



Division of Elections Rule 1S-2.022

Mail Ballot Elections

(6) Issuance of Mail Ballots Continued:
READ THESE INSTRUCTIONS CAREFULLY BEFORE MARKING BALLOT continued:

6. VERY IMPORTANT. Sign your name on the line above “(Signature).”

7. Mail, deliver, or have delivered the completed mailing envelope. The ballot
must be returned in the return mailing envelope. There must be sufficient
postage if mailed.

(7) Request for Additional Ballots. If a mail ballot is destroyed, spoiled, lost or not
received by an elector, the elector may obtain a replacement ballot from the
supervisor of elections. An elector seeking a replacement shall sign a sworn statement
that the ballot was destroyed, spoiled, lost, or not received and present such
statement to the supervisor of elections prior to 7 p.m. on the day of the election.
The supervisor will keep a record of each replacement ballot.
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Mail Ballot Elections

(8) Returned Ballots. A ballot will be counted only if:
(a) It is returned in the return mailing envelope;
(b) The elector’s signature has been verified; and
(c) It is received by the supervisor of elections not later than 7 p.m. on the day of
the election.

(9) Signature Verification. The supervisor of elections shall verify the signature of each
elector on the return mailing envelope with the signature on the elector’s registration
records. Verification of the signature may begin at any time prior to the canvass of
votes. If the supervisor of elections determines that an elector to whom a
replacement ballot has been issued has voted more than once, the canvassing board
shall determine which ballot, if any, is to be counted.

(10) Ballot Security. Access to the ballots shall be limited to the supervisor, the
canvassing board and designated employees. All mail ballots, including voted,
unvoted, and spoiled ballots shall be kept safely in the supervisor of elections’ office.
Voted ballots shall be kept unopened until the county canvassing board canvasses the
vote.



Resources

Florida Attorney General: Formal Opinions Database at
http://myfloridalegal.com/ago.nsf/Opinions

Florida Commission on Ethics: Publications (Guide to the Sunshine

Amendment and the Code of Ethics; Summaries of Gift and Honoraria Laws;

Complaint Procedures; and Advisory Opinions) at
http://www.ethics.state.fl.us/ethics/

Florida Division of Elections: Opinions/Rules/Laws/Directives; Forms &
Publications: and Government Links at
http://election.dos.state.fl.us/index.shtml

Florida Election Commission: Common Violations & Appeals; How to File a
Complaint/Complaint Form; Final Orders; and FAQs at
http://www.fec.state.fl.us/FECWebFi.nsf/pages/home



http://myfloridalegal.com/ago.nsf/Opinions
http://www.ethics.state.fl.us/ethics/
http://election.dos.state.fl.us/index.shtml
http://www.fec.state.fl.us/FECWebFi.nsf/pages/home

INDEX

Advisory Opinion - DOE Rule 15-2.010 298-300

Agreement with SOE - Responsibilities 12-33
Absentee Voting 24
Audit 31
Ballot Tabulation/Counting of Election 29
Results
Ballots 21
Costs 33
Early Voting - Optional 23
Election Day Support 28
Equipment Testing 22

Municipal Ordinance/Resolution Relating 13-18
to Canvassing Board

Notice of Election 19
Poll Workers 27
Polling Places 25
Post Election Day 30
Precinct Supplies 26
Qualifying Candidates 20
Recount 32
What is the Municipal SOE's (your) 12

overall Responsibilities



INDEX

Campaign Financing 154-241 Incomplete Reports 204-205
Common Completion Errors 206-209 Late Filing of Reports 210-213
Contributions 166-168 Late Filing of Reports, Penalty/Fines 214-229
SRBUIEE, ARG L7 Late Filing of Reports, Repeated Late Filers 231
Contributions, Cash 175
Contributions, Deadlines 181 Late Filing of Reports, Unusual Circumstances 230
Contributions, Debit and Credit Card 176 Living Expenses 189
Contributions, In-Kind 172-174 — A
Contributions, Limits 179-180 Feiy CaEln Fanee LS
Contributions, Unauthorized 169 Reporting 158-161
Contributions within a Government Building 170 Reporting Contributions 182-183
e el 192 Reporting Expenditures 198-199
Debit Cards 193-194 Reporting Specifications 162-165
Deposit of Contributions 184 Reporting Total Sums 202-201
Depository/Bank Account 155-157 Returning Contributions 185-186
Disbursement of Surplus Funds 232-235 Termination Reports 236-238
Electioneering Communications 195-197 Treasurers 154
Expenditures 187-188 Waiver of Report 202-203

Fund Raisers 177-178



INDEX

Campaign Signs, Removal 280

Candidate Packets 77-114 Candidate Packets continued
Absentee Ballot Instructions 104 Form DS-DE 9; Appointment of Campaign Treasurer and 82-83
Acknowledgement and Certification of 96 Designation of Campaign Depository
Logic & Accuracy Testing ) _ . ' 105
Affidavit of Undue Burden 94-95 giicerEinlistednpsabiB s
Becoming a Candidate - How the 79-81 Miscellaneous Items to Include 111-112
Process Works
Campaign Reporting Schedule 98-99 FEIIEN Process 13-
Candidate and Campaign Treasurer 97 Polling Location Rules 105
Handbook . ‘ ‘ 105
Candidate Information Sheet 78 Precincts and Polling Locations
Check List 77 Qualifying/Assessment Fees 93
EIN (Employer Identification Number 84-85
EIecfcioana\\//vs, A Compilation of ) 106 HEPETHE i 100-101
Form 1; Statement of Financial 92 Resign-to-run Law 107-110
Interests
Form DS-DE 125; Designation of Poll 102 vorerinformation 103
Watchers
Form DS-DE 25; Candidate Oath - 87-91
Nonpartisan
Form DS-DE 84; Statement of 86

Candidate



INDEX

Canvassing Board Responsibilities 256-257
Complaints/Concerns 281-289
Conduct of Municipal Elections 5-6
Critical Success Factors 9-10
Election (Poll) Workers 70-76
Gifts Laws 293-297
Important Dates 45-51
2014 Important Election Dates 45-50
Important Dates - How to Calculate 51
Legal Notices 52-57
Language Requirements 52
Notice of Election/Precinct/Absentee Voting 56
- Sample
Notice of Qualifying and Election 53
Notice to Voters - Sample 55
Publication of Ballot 54
Special Elections or Referendums 57
Mail Ballot Elections - DOE Rule 15-2.022 301-308
Municipal Clerk's Role 7-8

Oath of Office/Certificate of Election 271-272



INDEX

Orientation for Elected Officials 273-279
Political Advertisements 242-254
Candidate Disclaimers 242-245
Disclaimers for Other Than Independent Expenditures 254
Endorsements in Political Advertisements 252
Examples 249
Exceptions to Disclaimer Requirements 246-248
Independent Expenditure Disclaimers 253
In-Kind Advertisements 250
Other Disclaimers 251

Poll Watchers 150-153



INDEX

Polling Location(s) 58-69
Cover Letter - Sample 59
Polling Location Agreement - Sample 60
Polling Location Change 61
Florida Americans With Disabilities Accessibility 62
Implementation Act
Polling Place Accessibility Survey 63
Polling Locations in Public Facilities 64
No-Solicitation Zone 65-66
Who is allowed in the polling room? 68
Who is not allowed in the polling room? 69

Post Qualifying 149

Process in Brief 11

Prohibited Acts 294-296



INDEX

Qualifying of Candidates 116-148
Acknowledgement and Certification of Logic & Accuracy Testing 132
Affidavit of Undue Burden 131
Authorization to Open Campaign Account - Sample 125
Canvassing Board Meeting Schedule 133
Check List 118-120
Exemption of Personal identifying Information 146-147
Fees 135-137
Form 1; Statement of Financial Interests 129-130
Form DS-DE 25; Candidate Oath - Nonpartisan 127-128
Form DS-DE 84; Statement of Candidate 126
Form DS-DE 9; Appointment of Campaign Treasurer and Designation 121-124
of Campaign Depository
Forms Required to be Verified Under Oath or Affirmation 134
Missing or Incomplete Qualifying Forms 145
Petition Process 138-143
Proof of Residency/Registered Voter 144
Qualifying Documents to be Submitted 117
Qualifying Period 116

Returned Checks 148



INDEX

Recount Procedures - DOE Rule 15-2.031
Machine Recounts

Manual Recounts

Resources

Standards for Determining Voter's Choice on Ballot - DOE Rule
15-2.027

Timeline
November (120 days prior to Election)
December (90 days prior to Election)
January (60 days prior to Election)

February (30 days prior to Election)

March
Close Out

What is a Candidate

What to Expect on Election Day

271-274
271-273
274
313
262-270

34-44
34
35
36
37-40

41-443
45
115

259



Remember

You, as the filing officer,
perform only a ministerial function
in reviewing qualifying papers and
you are not an attorney,
therefore you cannot give legal advice.

Just a friendly CYA from your Election Committee!
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Just a reminder,
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