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TO: All Candidates, Campaign Treasurers & Campaign Managers
FROM: Bay County Supervisor of Elections Mark Andersen
SUBJECT: Candidate Guide

The Municipal Election Candidat6uide has been created to aidandidates, Campaign B®urers and
Campaign Managers Iearningtheirrespectiveduties and responsibilities under the Florida Election Code.

The Supervisor of Electienrecommends that candidates contact the ®#Ee as soon as possible to
schedulea 1 hour A on etogonveralhpmssiblareasof donteynand answer any questions
candidates may have regardiogmpaigs. Candidatesnay decide to forego this apptiment, however,
time will be limited for help during @k qualifyingandelection cycle periods

Most forms can be found awww.bayvotes.orgoy using the link to the Division of Elections website.
Special forms required by some cities must be obtained from the SOE Oifc@ot use left over forms
from prior years.Laws change and the most current formsstbe used. A list of forms and a description of
their use is located in this guide.

Proper use and tracking of campaign reports is also an area of great conceWPANDATORY _to use the
free campaign softwe provided by the SOBffice for propertracking of reports. Using the campaign
software enables the SOE Office to review and validate campejprs prior to the official electronic
submittal, whichhelps to prevet possible amended reports. The SOffice can review and validate your
report via the internet at any time during the submitting time frame.

It is the intention of the SOE Office for theyuide b be a valuable reference to candidates during the
campaign. However, guations will arisethathave not been addressed in gwde. Please call the SOE
Office at any time if you have additional questions or need clarification. My staff and | stand ready to assi
in any way that Floridéaw permits.

Sincerely,

Mark Andersen
Bay County Supmisor of Elections

The SOE Office ishere to answer question8EFORE they become problems.
Call or E-mail the office.

Phone 7846100

Fax 7846141
E-mail: baysuper@bayvotes.org
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BAY COUNTY SUPERVISOR OF ELECTIONS OFFICE CAMPAIGN
TREASURER REPORT POLICY

Print Name Print Email

POLICY ON ELECTRONIC FILING

The SOE @rice is requiring the electronic filing of campaign treasurer regirte cost to @ndidatesn

order to make campaign contributions and expenditures readily available to the public. Campaign Finance
Reports, for all locataces, will be displayed on The S@b page and wibe loaded on a computer in the
SOEOffice so the reportsanbe viewed and printed.

The SOE office will assign each candidate a user I.D. Number.
Candidates will also be required to designate a pass word for initial electronic candidate repeuping set

POLICY ON LATE REPORTS

If a report is not received by tlieadline, the SOE Officaill mail a certified letter to the candidaséating

that the report has not been received and is subject to, adiséipulated in Section 106.07(8)(b), F.S., for
each day late. If the SOHf{@e does not receive a responsetihe letter, the matter will be forwarded to the
Florida Elections Comissionand could be determined to be a willful violation. If applicable, the fine must
be paid within twenty (20) days after the receipt of the notice of payment due. The FloridanElec
Commission will be notified if fines have not been remitted trmely manner and maursue the fine.

POLICY ON JUSTIFYING LATE REPORTS

Reports must be filed timely. There are no justifiable reasons for filing late reports unless otherwise
determned by the Florida Elections Commission. Power outages, malfunct@@Btomputer and/or
computer program failure atke only valid reasons for not being able to file a report on.time

POLICY ON AMENDING REPORTS

When a report is dermined to requiramending, the SOEf@ce will initially contact the candidate by
telephone and request that the report be amended within three (3) days. If no response is received, a forn
letter will be sentequesting an amended reploet completed and filed with ooffice within three (3) days

of receipt of notification. If the amended report is not received within this time frame, the matter will be
referred to the Florida Elections Commission and could be determined to be a willful violation.

POLICY ON REVIEW OF ELECTRONIC REPORTS/POLICY ON AMENDING REPORTS

The SOE @fice checks the following: Summary page for accuracy, complete names and addresses for eac
contribution and expenditure, occupation of contributor when required, purpose of expenditure listed, and
contributions that exceed the lawfuhaunt. This review does not relieve the candidétihe responsibility

for thecorrectness and accuracy of tieports. | have read and understand the policy above

| have received th®lunicipal Election Candidate Gderequired to begin the qualifying process and
acknowledge the requirement to use the free SOE software to file campaign finance reports.

X (Signature) Date / /

Completed by SOE Office Q.C..D. &
STAFF - remove completed form from this ook, scan for copy and give originato person signing.
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CANDIDATE PLANNING AND EDUCATION CLASS
As a candidate running for political office, you are accepting many responsibiktoes.campaign for
office can be a successful and rewarding experience if you take your candidacy seriously and beeome wel
educated on election law requirements. Please do not rely on your knowledge of old election laws to cond
your new candidacy.

The first recommended step you should take in yo
with the SOE Office.
The resources and information provided by the SOE and required for your candidacy are listed below.

STANDARD MATERIALS ISSUED AND ACKNOWLEDGEMENT OF INTERESTED CANDIDATE

IMPORTANT : Itis your responsibility to check with our office periodically to verify if there have
been any changes in the laws.

* | [20 Issued Bay County S@®&Inicipal Candidate Guideurrent version.

Receved by:X Issued by SOE Office Q.C. I.D. &
* | 120 IssuedThe Election Laws CDor Paper copy. cUrrent versio

Received byX Issued by SOE Office Q.C. I.D. &

* | 120 Acknowledgement YoMUSTfile a DSDE 9 with our office BEFOREyou open a bank
account, collect any contributions, make any expenditures, gather signatures for petitiddS &E& 9,
Appointmern of Treasure Requiremenisderstood.

X SOE Office Q.C. I.D. &
Candidate Class

C I wish to set upa khour appointment for 1 on 1 training to become better informed and educated on
requirements when running for office in Baguhty, Florida.

DATE / 120 Time SOE Office Q.C. I.D. &

Office Use Only Reschedule if needed.

DATE / /20 Time SOE Office Q.C. I.D. &

C 1 decline to set upan appointment for training and education. | have read and understand chapter 106
and | understand all requirements needed to properly run for office as well as campaign software
availability and operation.

X -- / /120
Signature Printed Name Date

*Completed by SOE Office Q.C. I.D. &
STAFF - remove completed form from this book, scan for copgpnd give originalto person signing.
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Electronic Campaign Filing Initial Set-up Sheet

*Candidate Name:

Address: City State: Zip:

Contact phone # (850) - Hnail

*Treasurer Name:

Address: City State: Zip:
Contact phone # (850) - Hnail
WARNING

DO NOT SHARE PASSWORD OR I.D. NUMBER WITH OTHERS. IT PROVIDES ACCESS TO
YOUR PERSONAL CANDIDATE PROFILE IT MUST BE TREATED WITH CARE AND SECURITY.

YOU MUST CHANGE YOUR PASSWORD WHEN YOU LOG IN THE FIRST TIME. THE SOE
OFFICE WILL NOT AND DOES NOT WANT TO KNOW YOUR PASSWORD

*(Staff Enters VR auto created) User I.D. #

*Initial Password (at least 6 characters):

E-mail Address intended for Campaign: @

E-mail Address intended for Campaign: @

Supervisor of Elections Confirmation Category(used to verify for phone assistance)

At least thre€3) must be completed:
Pet 6s name:

Chil dés Name:

Date of Birth: / /
Maiden Name:

Other:

| understand that if | choose to share the above information with anyone, it shall only be for cartitiate
purposes. | also understand that at any point that | feelamypaign electronic filing security has been
compromised, it is my responsibility to report the incident and complete a new form to maintain security an
integrity of the electronic filing process.

X(Candidate) Date / /
Completed by SOE Office Q.C. I.D. &
STAFF - remove completed form from this book, scan for copgpnd give originalto person signing.
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|. CANDIDATE PROCEDURES

A. Candidate Education

Description:
This section outlines thecommended education and materiatsa candidate to run for public office.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING

Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Department of State

1S2.017 Reporting Requirements f.or Campaign Treas
Forms:

16002 CAN OFF MW Municipal Candidate Guide

16406 CAN Debit Card Users Form

16409 CAN Undue Burden Written Certification

16410 CAN PET Qualification All Offices Cty & Mun Cert Form

16450 CAN CLW Affidavit of Residency

16498M CAN MUN Certificatiorof Candidate Qualification

CE Form 1 Statement of Financial Interests

DS-DE 9 Appointment of Campaign Treasurer and Designation of Campaign Depository for Candidates
DS-DE 24A Loyalty Oath FolWrite-In Candidates

DS-DE 25 Loyaty Oath For NorpartisanOffice

DS-DE 84 Statement of Candidate

DS-DE 104 Candidate Petition Form
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Candidate Class

a) Each candidate desiring to run for municipal office in Bay County should schedule a
onehour appointment fooneon-onetraining to become better informedd educated aime
requirementso run for public office in Bay County

b) Each candidate will be informed of the specific requirements to run for the office sought
and the general requirements of running a political campaign in Bay County and the State of

Florida, including financial reporting.

. Candidate Materials

a) The SOE Office will provide each caddte desiring to run for municipaffice in Bay
Countythe following materials:

(1) Municipal ElectionCandidate Guide
(2) Division of Hections Chapters 99, 105 806 of theFlorida StatutesBook or CD.

b) Each candidate will be required to sign an acknowledgement of receiving the above
three documents.

C) Each candidate will be required to sign an acknowledgement of the requirement to file a
DS-DE 9 Appointment of Campgn Treasurer and Designation of Campaign Depository for
Candidatesorm with the SOEDffice.

d) Each candidate will be required to sign an acknowledgeni@ither scheduling a one
hour GandidateClass or declining to schedule a CandiddtsE

NOTE

The Candidate Class is not required to run for public office but is highly recommended by the SOE even

for candidates which have run for public office in the past.
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B. Candidate Filing

Description:

This section outlines the documents required for a candidate for public office.
Federal Statutes:

Federal Hatch Act

State Statutes:

97.021 Definitions.

99 CANDIDATES

99.012 Restrictions on individuals qualifying for public office.

105 NONPARTISAN ELECTIONS

106 CAMPAIGN FINANCING

106.021 Campaign treasurerdgputies; primary and secondary depositories.

106.023 Statement of candidate.

106.19 Violations by candidates, persons connected with campaigns, and political committees.
106.25 Reports of alleged violations to Florida Elections Commission; dispositifamdings.

775.082 Penalties; applicability of sentencing structures; mandatory minimum sentences for certain

reoffenders previously released from prison.
775.083 Violent offenses committed against law enforcement officers, correctional officers, state

attorneys, assistant state attorneys, justices, or judges.
Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Department of State

1S2.017 Reporting Requirements for Campaign Treas
Forms:

16002 CAN OFRVIUN Municipal Candidate Guide

16406 CAN Debit Card Users Form

16409 CAN Undue Burden Written Certification

16410 CAN PET Quialification All Offices Cty & Mun Cert Form

16450 CAN CLW Affidavit of Residency

16498M CAN MUN Certification of Candidate Qualifitan

CE Form 1 Statement of Financial Interests

DS-DE 9Appointment of Campaign Treasurer and Designation of Campaign Depository for Candidates
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DS-DE 24A Loyalty Oath FolWrite-In Candidates
DS-DE 25 Loyaty Oath For Norpartisan Office

DS-DE 84 Statemerdf Candidate
DS-DE 104 Candidate Petition Form

Qualifying Form Descriptions:
1. Candidates
a) Section 97.021(4), F.S. defines candidate as:

(1) Any person who seeks to qualify for nomination or election by means of the petition

process
(2) Any person who seeks tualify for election as a writan candidate

(3) Any person who receives contributions or makes expenditures or gives his or her
consent for any other person to receive contributions or make expenditures with a view tc

bringing about his or her nomination de&ion to, or retention in, public office
(4) Any person who appoints a treasurer and designates a primary depository
(5) Any person who files qualification papers and subscribes to a candidate's oath as
required by law
NOTE

This definition does not include anyandidate for a political party executive committee.
2. Florida Candidate Restrictions

a) No person may qualify as a candidate for more than one public office, whether federal,
state, district, county, or municipal, if the terms or any part thereof run contyxéht

each other.

b) No officer may qualify as a candidate for another state, district, county, or municipal
public office if the terms or any part thereof run concurrently with each other without

resigning from the office he or she presently holds.
(1) The reggnation is irrevocable.

(2) The written resignation must be submitted at least 10 days prior to the first day of

qualifying for the office he or she intends to seek.
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(3) The resignation must be effective no later than the earlier of the following dates:
(a) The dae the officer would take office, if elected; or
(b) Thedate the officer's successor is required to take office.

c) A person who is a subordinate officer, deputy sheriff, or police officer must resign
effective upon qualifying pursuant 8ection 99.012, F.Sf 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.
. Federal Hatch Act-Federal Employees

a) The Federal Hatch Act restricts certain individuals from participating in certain political
activities if the individual is either a federal employee or works for an entity which is funded
in part or entirely by federal funding. G#idates should investigate the impacts of the
Federal Hatch Act early in the campaign process to avoid violationsiefAssbmmary is
contained in thisnanual for information purposes but is not a substitute for the candidate
researching the possible ingpaf the Federal Hatch AcMore information on the Federal
Hatch Act can be found atww.osc.gov/hatchact.htm

b) The Federal Hatch Act allows most federal employees to:
(1) be candidates for public office in nonpartisan elections
(2) register and vote as thekianse
(3) assist in voter registration drives
(4) express opinions about candidates and issues
(5) contribute money to political organizations
(6) attend political fundraising functions
(7) attend and be active at political rallies and meetings
(8) join and be an active member of a political party or club
(9) sign nominating petitions

(10) campaign for or against referendum questions, constitutional amendments, municipa

ordinances
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(11) campaign for or against candidates in partisan elections
(12) make campaign spehes for candidates in partisan elections
(13)distribute campaign literature in partisan elections
(14)hold office in political clubs or parties
c) The Federal Hatch Act restricts most federal employees from:
(1) weaing partisan political buttons on duty
(2) usingofficial authority or influence to interfere with an election

(3) solicit or discourage political activity of anyone with business before their agency

(4) soliciting or receivingpolitical contributions (may be done in certain limited
situations by federal labor orter employee organizations)

(5) beng candidates for public office in partisan elections
(6) engagingn political activity while:
(&) on duty
(b) in a government office
(c) wearing an official uniform
(d) using a government vehicle
4. Federal Hatch ActState and LocalEmployees

a) The Federal Hatch Act restricts certain individuals from participating in certain political
activities if the individual is either a federal employee or works for an entity which is funded
in part or entirely by federal funding. Candidates shouldshgate the impacts of the

Federal Hatch Act early in the campaign process to avoid violations. A brief summary is
contained in the manual for information purposes but is not a substitute for the candidate
researching the possible impact of the FedeatitHAct. More information on the Federal

Hatch Act can be found atww.osc.gov/hatchact.htm
b) The Federal Hatch Act allows most state and local employees to:
(1) run for public office in nonpartisan elections

(2) campaign for and hold office in political clubs and organizations
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(3) actively campaign for candidates for public office in partisan and nonpartisan

elections

(4) contribute money to political organizations and attend political fundraising functions
c) The FederaHatch Act restricts most state and local employees from:

(1) being candidates for public office in a partisan election

(2) using official authority or influence to interfere with or affect the results of an

election or nomination

(3) directly or indirectly coercingontributions from subordinates in support of a

political party or candidate
5. Form DS-DE 9

a) Each candidate seeking to run for pulolifice must submit a Form DBE 9
Appointment of Campaign Treasurer and Designation of Campaign Depository for
Candidates wh the SOE Officeor City Clerk if the clerk is designated as the filing officer
by the city The candidate must file th¥S-DE 9 prior to opening a b&raccount, collecting

contributions expending moneyor collecting qualifying petitions.
6. Form DS-DE 84

a) Each cadidate seeking to run for municipaffice must submit ®S-DE 84 Statement
of Candidatdo the SOE Officer City Clerk if designateds filing officerwithin 10 days of

submission of the D®E 9 form.
WARNING:

Willful f ailure to file the DSDE 84is considered to be a misdemeanor of the first degree, punishable as
provided in s. 775.082 or s. 775.083dorida Statutes (See Chapter 106.19(1)(c), 106.25(3), and 106.023,
Florida Statutes for detail.)

7. Petition Burden Statement

a) Candidates can glily to be placed on the ballot by payingjaalifying fee or collecting
a set number of D®E 104Candidate Petition Forsn
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b) Candidates qualifying by petition can file a 1640AN Undue Burden Written
Certificationto be exempted from the standard feevienifying DS-DE 104Candidate

Petition Forns.

c) Some municipalities require candidates to qualify by both paying a qualifying fee and
collecting the candidate petitions forms. The requirements of each municipality are
contained in the Qualifications Sectiohthe manual.

8. Candidate Folder

a) All candidates fing papervork to run for public office wi have ascanned document

candidate folder containing all documentation submitted by the Canthdiuwe SOE Office
9. Florida Statutes

a) Each candidate filing to rufor public office will be provided €D copy of Clapter99,
105, andl06, Florida Statutes by the SOE Office and must read and understand the
requirements of the Florida Statutes.

b) Each candidatwill be required to sign a statemextknowledging the candidate has
received &D copy ofChapte99, 105, and 1Q&-lorida Statutes.

NOTE

The candidate is solely responsible for reading and understanding the requirements of the Florida
Statutes relating to running for municipal office in Frida.

10.Changing of Office Sought

a) Section106.021(1) (a), F.Sallows a candidate tchangehe office soughand run for a

different office after becoming candidate, providing that the candidate
(1) Provideswritten notice of the termination of the pricaraidacy to the filing officer.

(2) Filesa new Appointment of Campaign Treasurer and Designation of Campaign
Depository, designating the new office;

(3) Within 15 day of the new appointment, notifiga writing, all contributors of the
change in office and offsto return contributions pro rata. The ID& 86 Request for
Return of Contributions Form may be used for this purpose;
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(4) If contributors do not request that contributions be returned within 30 days of the
above mentioned notice, the candidate may ustitigs in the campaign for the newly

designated office.
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C. Candidate Campaign Bank Account

Description:
This section outlines the required actions for a candidate to open a bank account to run for public office.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS

106 CAMPAIGN FINANCING

106.021 Campaign treasurers; deputies; primary and secondary depositories.
106.11 Expenses of and expenditures by candidates and political committees.

Administrative Rules:

1S2.0001 Designation oDivision of Elections as Filing Office for Department of State

1S2.017 Reporting Requirements for Campaign Treas
Forms:

16002 CAN OFF MW Municipal Candidate Guide

16406 CAN Debit Card Users Form

16409 CAN All Undue Burden Writteertification

16410 CAN PET Qualification All Offices Cty & Mun Cert Form

16450 CAN CLW Affidavit of Residency

16498M CAN MUN Certification of Candidate Qualification

CE Form 1 Statement of Financial Interests

DS-DE 9Appointment of Campaign Treasurer ddésignation of Campaign Depository for Candidates
DS-DE 24A Loyalty Oath For Writeln Candidate

DS-DE 25 Loyaty Oath For Norpartisan Office

DS-DE 84 Statement of Candidate

DS-DE 104 Candidate Petition Form
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Procedure
1. Filing Requirements

a) Before acandidate can opencampaign bank account, recem@ntributions, or expend
funds, the candidate must fileD&s-DE 9 Appointment of Campaign Treasurer and
Designation of Campaign Depository for Candidatéh the SOE or City Clerk if the clerk
is designged as the filing officer by the citySee Section 106.021, Florida Statutes.)

b) Candidates for municipal office must also file any paperwork required by the
municipality to the SOE or City Clerk if the clerk is designated as the filing officer by the
city.

2. Bank Account Requirements and Restrictions

a) Any bank, savings and loan association, or credit union authorized to transact business ir

this state may be designated as a campaign depaository

b) Thebank, savings and loan association, or credit utliercandidate selects as a
campaign depository must be reported on the DS DE 9 Appointment of Carfipeéguirer

and Designation of Campaign Depository for Candidates

c) The campaign account shall be separate from any personal or other account and shall be
used only for the purpose of depositing contributions and making expenditures for the
candidate or political committee.

d) As stated in Section 106.021, F.S., candidates must designate one primary campaign
depository for the purpose of depositing all contiidms received and disbursing all

expenditures made by the candidate.

(1) In addition, candidates may also designate one (1) secondary depository for the sole
purpose of depositing contributions and forwarding the depiasthe primary

depository.
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NOTE
No expenditures may be made from a secondary depository.

3. Campaign Account Checks

a) Campaign checks must contain all of the following information (Section
106.11(1)(b).F.S.):

(1) The statement fACampaign Account of ( Na
(2) Account number and name adiiik.

(3) The exact amount of the expenditure.

(4) The signature of the campaign treasurer or deputy treasurer.

(5) The exact purpose of the expenditure.

(6) The name of the payee.
WARNING:

When issuing a check from the campaign account, the campaign treasurer or depagurer shall be
responsible for the completeness and accuracy of the information on the check and for insuring that such
expenditure is an authorized expenditurgSee Section 106.11(3), F.S.)

4. Debit Cards

a) Candidates may use debit cards for expenses. $8ction 106.11(2), F.S.) Debit cards

are considered bank checks, if:

(1) Debit cards are obtained from the same bank that has been designated as the

candidate's primary campaign depository.

(2) Debit cards are issued in the name of the treasurer, deputyréeas authorized

user and state "Campaign Account of (name of candidate) ."
(3) No more than three debit cards are requested and issued.

(4) Before a debit card is used, a list of all persons authorized to use the card is filed witl
the SOE and the Dision.
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(5) All debit cards issued to a candidate's campaign or a political committee expire no
later than midnight of the last day of the month of the general election.

(6) The person using the debit card does not receive cash as part of, or independent of,

any transetion for goods or services.
b) All receipts for debit card transactions must contain:
(1) The last four digits of the debit card number.
(2) The exact amount of the expenditure.
(3) The name of the payee.
(4) The signature of the campaign treasurer, deputy treasuarttmrized user.

(5) The exact purpose for which the expenditure is authorized.

NOTE

Any information required but not included on the debit card transaction receipt may be handwritten on,
or attached to, the receipt by the authorized user before submidsioine treasurer.

5. Separate Interest Bearing Account and Certificate of Deposit

a) Pursuantto 106.021(1) (b), F.S., campaign treasurers may deposit any funds, which are
in the primary campaign depository and not currently needed for the disbursement of
experitures, into a separate interd&aring account in any bank, savings and loan

association, or credit union authorized to transact business in the State of Florida.

b) The separate interebearing account must be designated "Name of Candidate, separate

interestbearing campaign account.”

c) The campaign treasurer or deputy treasurer may then purchase a certificate of deposit

with such unneestl funds in théank, savings and loan association, or credit union.

d) Theinterestbearing account/certificate of deposit shall be separate from any personal or
other account or certificate of depo§ib-mingling of personal and campaign funds is to be

strictly avoided.

e) The transfer of funds from a primary depository to aisgpanteresbearing account or
certificate of deposit must be reported ontheldBE 94 T r e a s-UrundsrTi@arsferRe p ¢

The transfer amount will not reflect on the summary page.
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f)  The transfer of funds from an interdsaring account or certificaté deposit back to
the primary account must also be reportedonth®®E 94 Campai gn JTreas

Funds Transfer. The transfer amount will not reflect on the summary page.
g) Any interest earned must be reported as a contribution to the canapammt.

h) Separate interedtearing accounts can not be used to pay campaign expenses. The only
acceptable withdraal from a separate intereearing account is to transfer funds back to

the primary campaign account.
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D. Campaign Treasurer

Description:
This section outlines the required actions for a candidate to appoint a campaign treasurer to run for public

office.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS

106 CAMPAIGN FINANCING

106.021 Campaign treasurers; deputiesmmary and secondary depositories.

Administrative Rules:
1S2.0001 Designation of Division of Elections as Filing Office for Department of State
1S2.017 Reporting Requirements for Campaign Treas

Forms:

16002 CAN OFF MW Municipal Candidaté&uide
DS-DE 9 Appointment of Campaign Treasurer and Designation of Campaign Depository for Candidates

i) Procedure
1. Campaign Treasurer

a) A campaign treasurer must be a register@gin the State of Florida (See Section,
106.021(1) (c)F.S.)and must accept the ptisn in writing. The requirement for written
acceptance has been mgtenthe treasurer has completed and filed Form@ED with the

filing officer.

b) A candidate should select a treasurer with knowledge of bookkeeping or accounting

procedures, as well as basic computer skills.
c) Candidates may serve as campaign treasurer if the candidate desires.

d) Purswantto 106.021(1) (a), F.S., candidatesy appoint one campaign treasurer and not
more than three deputy campaign treasurers.
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(1) The quéfications for a deputy treasurer are the same as those for a campaign

treasurer.

(2) Candidates must file the treasurer's and each deputy treasurers' written acceptances
with the filing officer, along with the names and addresses of all treasurers agpointe

(Use Form DSDE 9 in appointing a treasurer and each deputy treasurer.)

(3) A deputy treasurer may exercise any of the powers and duties of a campaign
treasurer when specifically authorized to do so by the candidate and the campaign

treasurer.
2. Campaign Treasurer Replacement
a) Candidates may replace treasurers or deputy treasurers at any time.

b) Section 106.021(2), F.S., provides that in the case of the death, resignation, or removal
of a campaign treasurer, the candidate must appoint a successor in the saaramvalnich

the original treasurer was appointed. (i.e. DS DE 9)

c) A treasurer's resignation does not become effective until it is submitted to the candidate
in writing, and a copy of the letter of resignation is filed with the Supervisor of Elections or

municipal clerk if designated as filing officer.

d) A candidate's removal of a treasurer does not become effective until written notice of the
removal is given to the treasurer and is filed with the Supervisor of Elections or the municipal

clerk if designatedsafiling officer.
3. Multiple Campaign Appointments

a) Anindividual may be appointed to be treasurer for more than one campaign or
committee. Sectioh06.021(1) (c), F.S., states that an individual may be appointed and serve
as a campaign treasurer for a caatie and a political committee or two or more candidates

or political committees.
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E. Candidate Qualifying

Description:

This section outlines the requirements for a candidate to qualify to run for public office.
Federal Statutes:

NONE

State Statutes:

Section2, Article VIII, Constitution of the State of Florida as Revised in 1968 and Subsequently Amended
99 CANDIDATES

99.061 Method of qualifying for nomination or election to federal, state, county, or district office.
99.092 Qualifying fee of candidateqotification of Department of State.

99.093 Municipal candidates; election assessment.

105 NONPARTISAN ELECTIONS

106 CAMPAIGN FINANCING

166.032 Electors.

166.042 Legislative intent.

166.021 Powers.

Administrative Rules:

1S2.0001 Designation of Diision of Elections as Filing Office for Department of State
1S2.017 Reporting Requirements for Campaign Treas
Forms:

16002 CAN OFF MW Municipal Candidate Guide

16409 CAN All Undue Burden Written Certification

16410 CAN PET Qualification INOffices Cty & Mun Cert Form

16450 CAN CLW Affidavit of Residency

16498M CAN MUN Certification of Candidate Qualification

CE Form 1 Statement of Financial Interests

DS-DE 9 Appointment of Campaign Treasurer and Designation of Campaign Deposit@grfdidates
DS-DE 24A Loyalty Oath FolWrite-In Candidates

DS-DE 25 Loyaty Oath For Norpartisan Office

DS-DE 84 Statement of Candidate

DS-DE 104 Candidate Petition Form
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Procedures
1. Qualifying Period

a) Pursuant tdection99.061, F.S., all municipal candidates must file their qualifying
papers no earlier than noon of the 71st day prior to the election, but not later than noon of the

67th day prior to the date of the election.
b) Time for the purposes of qualifying will be detined by SOE Office clocks.

(1) No qualifying papers will be accepted prior to noon on the beginning date of

qualifying or after noon at the end of qualifying.

(2) Qualifying papers will be accepted during the qualifying period at the Bay County
Supervisor of Ections Officeor t he City Clerkoés Office
any time during normal office hours (8:00 A. M. TO 5:00 P.M.).

(3) Candidates may qualify by mail. Qualifying papers mudbbgardedto the address
of thequalifying officer within the appropriate timeline for qualifying. If not received
prior to noon on the last day of qualifying or incomplete the candidate shall not be
qualified.

(4) Faxed qualification papers will not laecepted as proper qualifying documents

(5) The SOE @fice hasa drop box for mail. ltems placed in this box after normal
working hours will no be officially received by the SO&ffice until the following
business day.

2. Qualifying Forms Filing Officer

a) Pursuant tsection99.061, F.S., all municipal candidates mu#t fileir qualifying
papers in the office of the Supervisor of &lens or with theCity Clerk if designated as the
filing officer.

3. Qualifying Forms Required
a) Candidates must file the following forms during the qualifying period:

(1) DS-DE 9 Appointment ofCampaign Treasurer and Designation of Campaign

Depository for Candidates

(2) DS-DE 84 Statement of Candidate.
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NOTE

The DSDE 9 Appointment of Campaign Treasurer and Designation of Campaign Depository for
Candidatesand DSDE 84 Statement of Candidate may bked prior to the start of qualifying.

(3) DS-DE 25Loyalty Oath For Nospartisan Office The candidates name will appear

on the ballot exactly as it appears on the Loyalty Oath and can not be changed after
qualifying.
(4) CE Form 1 Statement of Financlaterests
(5) 16410 CAN PET Qualification All Offices Cty & Mun Cert Foifrqualifying by
candidate petitions.

NOTE

Some municipalities required candidate petitions and a qualifying fee.

(6) Other documents required by the specific municipality for which thdidate is

seeking office, such as ti€6450 CAN CLW Affidavit of Residencsequired by the City

of Callawayor the qualifying fee

NOTE
A detailed |Iist of each municipalityds qualify
manual. Eachcandidate is responsible for verifying the qualifying requirements of the municipality in
which an office is sought. The SOE assumes no responsibility, other than that required by law, for
educating candidates on the qualifyinggairements of each munipality.

4. Qualification Fee

a) Each candidate must pay the necessary qualifying fee, unless exempted, by a check
drawn on the candidatebds campai gn (&ectoount
99.061(7)(a)(1), F.S.)

b) The qualifying fee must be paly a check drawn on the caddtes campaign account

made payabl& the municipality for which the candidate seeks office.

c) The total qualifying fee includes two possible candidate fees.
(1) An election assessment of 1% of the annual salary for the officetsough
(2) A city qualifying fee if one has been approved.

d) The following municipalities currently charge a city qualifying fee:
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(1) City of Panama City
(2) City of Panama City Beach
(3) City of Springfield
e) The following municipalities do not currently charge a gtyalifying fee:
(1) City of Callaway
(2) City of Lynn Haven
(3) City of Mexico Beach
(4) City of Parker
. Qualifying Fee Exemption

a) Pursuantto Section 99.093(2), F.S., candidates may be exempted from the qualifying fee
i f t he cunabtktogay the electismsséissment without imposing an undue burden
on personal resources or on resources otherwise available to hind,aress otherwise

stated by municipal code

b) The candidate must provideitten certification of such inability given under oath to the
SCE. Submission of th#6409 CANUndue Burden Written Certificaticio the SOE Office

fulfills the required written certification requirement.

c) Write-In candidates are not required to pay a qualifying fee unless specifically required
by the municipality fowhich office is sought.

. Qualifying Fee Refund

a) Section99.092(1), F.S.provides for reimbursement thfe qualifying fee provided the
candidatewithdraws before the qualifying period ends.
. Qualifying by Petition

a) Candidates for municipal office may qualify petition instead of paying the qualifying
fee in all municipalities except the City of Springfield. The City of Springfield requires
candidates for municipal office to both pay the required qualifying fee and submit candidate

petitions

b) Candidates mat submit candidatpetitionsfor verificationand pay the required

verification fees to the SOE Offic& he verification fee is $0.10 per petition and must be
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paid prior to petition verification. Petitions submitted without payment of the fee will not be
verified until the verification fee is paid. Petitions will be accepted until wddime 28th day
preceding the first day of the qualifying period for the office saught

c) Candidates must have accumulatesl required number of verified petitions before the

start of the qualifying periodr the qualifying fee must be paid
. Errors in Qualifying Documents

a) A candidate will not be qualified unless all qualifying documents are complete and

submitted prior tahe end of the qualifying period.

b) The SOEisrequiredyp Sect i on 9 9. OréakanablE effSrt to notdy thema k e
candidate of the missing or incomplete items and shall inform the candidate that all required

items must be received by the close of qualifying

c) The candidate is ultimately responsible dompletion andgubmission of all required

gualifying documentand fees
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F. Qualifying by Candidate Petition

Description:

This section outlines the requirements for a candidate to qualify to run for publicyfft@ndidate petitian
Federal Statutes:

NONE

State Statutes:

Section 2, Article VIII, Constitution of the State of Florida as Revised in 1968 and Subsequently Amended

99.061 Method of qualifying for nomination or election to federal, state, county, or district office.
99.095 Petition procesm lieu of a qualifying fee and party assessment.
99.097 Verification of signatures on petitions.

Administrative Rules:
1S52.017 Reporting Requirements for Campaign Treas
1S-2.045 Candidate Petition Process.
Forms:
16002 CAN OFF MW Municipal Candidate Guide
16409 CAN All Undue Burden Written Certification
DS-DE 9 Appointment of Campaign Treasurer and Designation of Campaign Depository for Candidates
DS-DE 104 Candidate Petition Form
Procedures
1. Qualifying by Petition

a) Candidates for munipal office can qualify for the ballot by petition instead of paying a
gualifying fee in all Bay County municipalities excépt the City of Springfield. The City
of Springfield requires candidates for municipal office to both pay the required quafégng

and submit candidate petitions.

b) Candidates must submit candidate petitions to the SOE Office for verification prior to
noonof the 28th day preceding the first day of the qualifying period for the office sought

c) Candidates are required to accumulasetanumber of verified petitions before the
beginning of the qualifying perio qualify by petition The number o¥erified petitions

required is based either drpercent of the total number of registered voters of that
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geographical area immediatelsepedinghe lastgeneral electioor a number set by city

ordinance
2. Candidate Petition Form

a) Candidates qualifying by petition must use the DS DE 104 Candidate Petition Form
required by the State of Florida to gather voter signatures.

b) Candidates can go the Department of Staf@ivision of Elections website to get a copy
of the required DS DE 108andidate Petition Form.

(1) Candidates can go tutp://election.dos.state.fl.us/forms/index.shtml

(2) Scroll down the page to the DS DE 104 icon and open a PDF copy of the form.

(3) Candidates can enter the required information on the form and print a copy of the
form for replication. Candidates can either copy the printed document or take the copy

to a prnt shop to have additional copies made.
c) Each petition form must include:

(1) Pursuant to Section 99.095(2)(c), F.S., candidates must include the following

information on the candidate petition form:
(a) Candidate name as it will appear on the ballot.
(b) Non-Partisarbox checked.
(c) Name of Office the candidate is seeking.

(2) Pursuant to Chapter 135045, Florida Administrative Code, voters must include the

following on the candidate petition form:
@ The votero6s name.
(b)) The voterods residentialousty.r eet addr e
(co The voterbés date of birth or voter r
(d The voterbés original signatur e.
(e) The date the voter signed the petition as recorded by the voter.

3. Candidate Petition Verification
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a) Chapter 99.097, F.S. requires candidates to pay a & Hiper petition to the SOE for
the cost of verifying candidate petitions. The fee must be paid at the time petitions are
submitted unless the candidate has submitts8489 CANUndue Burden Written

Certification which would exempt the candidate from thefication fee.

NOTE

Candidate petitions will be accepted by the SOE Office without payment of the verification fee. However,

petitions will not be verified until the candidate has paid the required verification fees.

b) Candidate petitions will be revieweg the SOE Office t@nsure petitionmeet the

requirements of law and the signatures will be matchéuetwoter record.

c) Candidates are advised to ensure petitions are complete before submission for

verification to avoid rejean of the petition.

WARNING

The candidate can aid the voter in reating the voter name and address, but the votersingign and date
the form. The date must be Arecorded by the
petitions dated by someone other than the voték lve rejected if the SOE Office can determine the date
was not written by the voter.

(1) The voter signature is recommended to be as close as possiblenostiaurrently
submittedsignatureon file for the voter However, Section 99.097(3)(a), FsBpulates

that the signature on a candidate petition form must be accepted by the SOE as a valid
signature if the SOE can determthe signature on the petition form is the voters

signature. The law does not require the form of the name to be identical.

(2) The voter address should be the address recorded in the voter record for the voter.
However, Section 99.097(3)(a), F.S. stipulates that if the voter lists an address on a
candidate petition other than the voters home addtesSOEshall treat the sigature as
if the voter had listed the address where the voter is registered
NOTE
Voters can use the candidate petitiberm as a change of address forby requesting on the candidate
petition to change the residence addressddsin the voter record tthe address listed on the petition form.

The address recorded for the voter will be changed if the signature on the petition form is a match for the
voter signature recorded in the voter record.
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d) Candidates are encouraged to continue collecting canglidations until the SOE
notifies the candidate enough petitions have been verified for the candidate to qualify. If
enough petitions are not submitted and verjfiad candidate will be required to pay the

qualifying fee.
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G. Write -In Candidates

Description:

This section outlines the requirements for a winteandidate to qualify to run for public office.
Federal Statutes:

NONE

State Statutes:

Section 2, Article VIII, Constitution of the State of Florida as Revised in 1968 and Subsequently Amended
99 CANDIDATES

99.061 Method of qualifying for nomination or election to federal, state, county, or district office.
105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING

166.032 Electors.
166.042 Legislative intent.
166.021 Powers.

Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Department of State
1S2.017 Reporting Requirements for Campaign Treas
Forms:

16002 CAN OFF MW Municipal Candidate Guide

16409 CAN Undue Burden Written Certification

16410 CANPET Qualification All Offices Cty & Mun Cert Form

16450 CAN CLW Affidavit of Residency

16498M CAN MUN Certification of Candidate Qualification

CE Form 1 Statement of Financial Interests

DS-DE 9 Appointment of Campaign Treasurer and Designation of Camjsegository for Candidates
DS-DE 24A Loyalty Oath FoiWrite-In Candidate

DS-DE 84 Statement of Candidate

DS-DE 104 Candidate Petition Form
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Procedures
1. Write-In Candidate Qualifying

a) Each person seeking to qualify for election to office as a writanddate shall file his
or her qualification papers withe Supervisor of Etgions or with theCity Clerk if

designated as tH#ing officer, during thequalifying period for the office sought.

b) Pursuant tsection99.061, F.S., all municipal candidates nfusttheir qualifying
papers no earlier than noon of the 71st day prior to the election, but not later than noon of the

67th day prior to the date of the election.
c) Time for the purposes of qualifying will be determined by SOE Office clocks.

d) All write-in candidates must reside within the district represented by the office sught
the time of qualification

2. Qualifying Forms Filing Officer

a) Pursuant tgection99.061, F.S., all municipal candidates must file their qualifying
papers in the office of th®upervisor of Eletions or with theCity Clerk if designated as the
filing officer.

3. Qualifying Forms Required Example
a) Candidates must file the following forms during the qualifying period:

(1) DS-DE 9 Appointment of Campaign Treasurer and Designation of Cgmpai
Depository for Candidates

(2) DS-DE 84 Statement of Candidate.

NOTE

The DSDE 9 Appointment of Campaign Treasurer and Designation of Campaign Depogifor
Candidates and DE 84 Statement of Candidate may be filed prior to the start of qualifying.

Adet ailed Ilist of each municipalityds qualifyin
manual. Each candidate is responsible for verifying the qualifying requirements of the municipality in
which an office is sought. The SOE assumes rgponsibility, other than that required by law, for
educating candidates on the qualifying requirements of each municipality.

(3) DS-DE 24A Loyalty Oath For Nospartisan Officeor write-in candidates.

(4) CE Form 1 Statement of Financial Interests
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(5) Other documenteequired by the specific municipality for which the candidate is
seeking office, such as ti€6450 CAN CLW Affidavit of Residencsequired by the City

of Callaway.
4. Qualification Fee

a) Pursuant to Section 99.061(4)(bhygerson seeking election as a wiitecandidate

shall not be required to pay a filing fee, election assessment, or party assessment.
5. Ballot Position
a) A write-in candidate is not entitled to have hisher name printed on any ballot.

b) Space for the writen candidate's name to be writtemust be provided on the general
election ballot.

c) A person may not qualify as a write candidatef the person has alsqalified fa

nomination or election to thaffice.
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. CAMPAIGN FINANCE

A. Campaign Contributions

Description:
This section outlines theporting requirements for campaign contributitorsa candidate to run for public
office.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS

106 CAMPAIGN FINANCING

106.011 Definitions.

106.021 Campaign treasurers; deputipsmary and secondary depositories.

106.055 Valuation of irkind contributions.

106.06 Treasurer to keep records; inspections.

106.07 Reports; certification and filing.

106.075 Elected officials; report of loans made in year preceding election; limitati@ontributions
to pay loans.

106.08 Contributions; limitations on.

106.09 Cash contributions and contribution by cashier's checks.

106.141 Disposition of surplus funds by candidates.

106.15 Certain acts prohibited.
106.19 Violations by candidates, persononnected with campaigns, and political committees.
775.082 Penalties; applicability of sentencing structures; mandatory minimum sentences for certain

reoffenders previously released from prison.

775.083 Violent offenses committed against law enforcetradficers, correctional officers, state
attorneys, assistant state attorneys, justices, or judges.

775.084 Violent career criminals; habitual felony offenders and habitual violent felony offenders;
threetime violent felony offenders; definitions; proceduenhanced penalties or mandatory

minimum prison terms.
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Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Department of State

1S2.017 Reporting Requirements for Campaign Treas
Forms:

16002CAN OFF MUN Municipal Candidate Guide

16406 CAN Debit Card Users Form

16409 CAN Undue Burden Written Certification

CE Form 1 Statement of Financial Interests

DS-DE 9 Appointment of Campaign Treasurer and Designation of Campaign Depository for Candidate
DSDE 12 Campaign Treasurer's RepeSummary

DSDE 13 Campaign Treasurer's Repeftemized Contributions

DS-DE 14  Campaign Treasurer's Repettemized Expenditures

DS-DE 73  Campaign Loans Report

DSDE 84  Statement of Candidate

Procedure
1. Campaign Contribution Authorization

a) Before a candidate can open a campaign bank accousiyygeontributions, or expend
funds, the candidate must fileD&s-DE 9 Appointment of Campaign Treasurer and
Designation of Campaign Depository for Candidatéh the SOEor City Clerk if the clerk
is designated as the filing officer by the city. (See Section 106.021, Florida Statutes.)

b) Candidates for municipal office must also file any paperwork required by the
municipality to the SOE or City Clerk if the clerk is desigmhas the filing officer by the
City.

2. Campaign Contributions Defined
a) Section 106.011(3), F.S., defines a contribution as:

(1) A gift, subscription, conveyance, deposit, loan, payment, or distribution of money or
anything of value, includingn-kind contributions, having an attributable monetary value

in any form, made for the purpose of influencing the results of an election.

(2) A transfer of funds between political committees, between committees of continuous

existence, or between a political commitée®l a committee of continuous existence.
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(3) The payment of any person other than a candidate or political committee of
compensation for the personal services of another person which are rendered to a
candidate or political committee without charge to thelhate or political committee

for such services.

(4) The transfer of funds by a campaign treasurer or deputy campaign treasurer betweer
a primary depository and a separate intelpestring account or certificate of deposit and

any interest earned on such aatoor certificate.

(5) Notwithstanding the foregoing meanings of "contribution,” the word shall not be
construed to include services, including, but not limited to, legal and accounting services,
provided without compensation by individuals volunteering aqour all of their time

on behalf of a candidate or political committee. This definition shall not be construed to

include editorial endorsements.
3. Campaign Contribution Limitations
a) There is no limit to the amount a candidate can contribute to rumuoicipal office.

b) Except for political parties, no person, political committee, or committee of continuous
existence may, in any election, make contributions in excess of $500 to any candidate for
election to or retention in office or to any political coittee supporting or opposing one or
more candidates.

(1) The $500 limitation applies to each individual or entibytributionsreceived by

personal or business checkor example, a husband and wife may each give up to $500.

(2) Each contribution must be sept and the check must be signed by the contributor.
(i.e. a husband can not sign the check f

(3) Each individual entity, such as a corporation, may give up to $500.
(4) The law provides for a maximum but no minimum contribution.

(5) A peron may not make any contribution through or in the name of another, directly

or indirectly, in any election.

c) A person may not make or accept a cash contribution or contribution by means of a

cashier's check in excess of $50.
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d) Childrenunder the age of 18 ges of age may not make a contribution in excess of $100
to any candidate or to any political committee supporting one or more candidkges the

child has beeemancipated.

e) The primary election and general election@ssidered to beeparate electits as long
as the candidate happostion. If a candidate is unopposed, the primary and general

election is considered to be one election for contribution limitations.

f) Candidates, political committees, and political parties may not solicit contribfittons
any religious, charitable, civic, or other causes or organizations established primarily for the

public good.

NOTE

Chapter 106.15(4), F.S., prohibits the acceptance of a contribution in a building owned by a governmental

4.

entity...except if the buildig is rented for a fundraiser.
In-Kind Contributions

a) An in-kind contribution having an attributable monetary value in any form, made for the
purpose of influencing the results of an election (106.011(3) (a), F.S.).

b) The contributor cannot spend any additibfunds in excess of the limits provided for by
law for the specific purpose of furthering that candidate's nomination or eldcgon.

limitations listed above)

c) Pursuantto 106.055, F.S.;kind contributiors must be reported on the campaign
treasurer's report to the Supervisor of Elections, and a fair market value must be placed upon

the contributed item by the contributor.
Penalties for Violation of Campaign Contribution Limitations

a) Any person who makes oceepts a contribution in excesstbé limits established by

Section 106.08, F.&ommits a misdemeanor of the first degree

b) Any person whdnowingly and willfully violates any other contribution restrictions
listed above or knowingly and willfully fail® return any contribution listed above is guilty
if convicted,of a first degree misdemeanor punishable as provided in Section 7-75.082

775.083, F.S. for no more than one contribution.
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c) Any person wh&nowingly and willfully violates anycontribution resictions listed
above or knowingly and willfully fails to return any contributiestéd above is guilty, if
convicted, of a third degree felopynishable as provided in Section 775:095.08!, F.S.

for two or more contributions.

d) Any persorfound guiltyof knowingly and willfully violating the restrictions listed
aboveshall, in addition to any other palty prescribed by laypay to the state a sum eqtal

twice the amount of the contribution(s).

e) See Chapter 106.08, F.S. for complete details on resiricéind penalties for violations

of the law relating to campaign contributions.
. Campaign Contribution Recording

a) All candidates are required to use the free software provided by the SOE Office to report

campaign contributions and expenses.

b) Section 106.06, 5. requires campaign treasurergeep detailed accountsirrent
within not more than 2 days after the date of receiving a contribution or making an
expenditure For reporting purposes, contributions are required to be reported within two

days of receip

c) All contributions received for a candidate must be deposited no latethinand of the
5th businessay following the receipof the contribution Saturdays, Sundays, and legal
holidays excluded (See Candidate Campaign Bank Account procedure fail da

campaign bank accounts.)

d) All deposits shall be accompanied by a bank deposit slip containing the name of each
contributor and the amount contributed by each.

e) Each contribution received shall be reported using the free software provided by the
SOE ad shall include:

(1) Contributorés full name.
(2) Contributos complete address.
(3) ContributoBs occupation for contributions exceeding $100.

(4) For business contributions, a clear description of the type of business conducted by
the business.
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Contribution Ending Dates

a) Candidates may receive contributions from the day the DS DE 9 is filed until 5 days

prior to the election date.

b) Contributiorsreceived by &andidatevi t h opposi tion or the

on the day otlection or less thah days prior tdhe day of theelection must be returned by

the candidatéo the person or committee contributing and may not be used or expended by or

on behalf of the candidate

c) Contributions may not be accept edferihg a
date at which ta candidate withdrawsandidacy, or after the date the candidate is defeated,
becomes unopposed, or is elected to offiCentributions received in this manmeust be
returned to the pson or committee contributirand may not be used or expended by or on
behalf of the candidate.

Anonymous Contributions

a) The SOE Office recommendsat thecontribution be reported on thweasurer's report
along with acover letter explaining that the contributisas an anonymous ctritbution and

the circumstances under whittie contributionvas received.

b) The SOE Office recommendsat thecontribution not be expended and be disposed of
at the end of the campaign in acamde with Section 106.141, F.S.

Campaign Loans

a) Sectionl06.075, F.S., requires that a person elected to office must report all loans,
exceeding $500 in value, made to the candidate and used by the candidate for campaign
purposes in the 12 months preceding the candidate's election to office, to the Supkervisor o

Elections or municipal clerk if designated the filing officer.

b) The report must be made, in the manner prescribed by the Department of State, within

10 days after being elected to office.
c) The DSDE 73 or 73A Campaign Loans Report shall be used fopthisose.

d) Any person making a contribution to an individual to pay all or part of a loan incurred,
in the 12 months preceding the election, to be used for the individual's campaign, may not
contribute more than the amount which is allowed in 106.08(1), F.S.
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10. Example of a Proper Campaign Check

NOTE
The word (for) is not required for an incumbent candidate.

NOTE
To sign the check you MUST be on the banks signature file or you cannot sign the check
Campaign Account of ME (for) Date 00001
(Office Name) (district or ward)
12-123
PAY TO THE
ORDER OF
DOLLARS

Bank of Florida
Candidate Town FL 12345

Signature of Candidate or Tre
FOR
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B. Campaign Fund Raisers

Description:
This section outlines the reporting requirements for campaign fund raisers for a candidate to run for public

office.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS

106 CAMPAIGN FINANCING

106.011 Definitions.

106.021 Campaign treasurers; deputies; primary and secondary depositories.

106.025 Reports of alleged violations to Florida Elections Commission; disposition of findings.
106.08 Contributions limitations on.

106.143 Political advertisements circulated prior to election; requirements.

Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Department of State
1S2.017 Reporting Requirements for Campaign Treaser 6 s Repor t s.
Forms:

16002 CAN OFF MW Municipal Candidate Guide

16406 CAN Debit Card Users Form

16409 CAN All Undue Burden Written Certification

CE Form1 Statement of Financial Interests

DS-DE 9 Appointment of Campaign Treasurer and Designatic@arhpaign Depository for Candidates
DS-DE 12 Campaign Treasurer's RepeSummary

DSDE 13 Campaign Treasurer's Repeftemized Contributions

DSDE 14 Campaign Treasurer's Repeitemized Expenditures

DS-DE 73  Campaign Loans Report

DSDE 84  Statemenof Candidate
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Procedure
1. Fund Raising Period

a) Before a candidate can openampaign bank account, recen@ntributions, or expend
funds, the candidate must fileD&s-DE 9 Appointment of Campaign Treasurer and
Designation of Campaign Depository for Catateswith the SOE or City Clerk if the clerk
is designated as the filing officer by the city. (See Section 106.021, Florida Statutes.)

b) Candidates may receive contributions from the day the DS DE 9 is filed until 5 days
prior to the election date.

c) Contributiorsreceived by &andidatevi t h opposi tion or the ¢
on the day oélection or less thah days prior to the day of tleection must be returned by

the candidatéo the person or committee contributing and may not be usegeneed by or

on behalf of the candidate

d Contributions may not be accept edferihg a ¢
date at which tb candidate withdrawsandidacy, or after the date the candidate is defeated,
becomes unopposed, or is elected to offiCentributions received in this manmeust be

returned to the pson or committee contributirend may not be used or expended by or on

behalf of the caridate.
2. Fund Raiser Reporting Requirements

a) Section 106.011(11), F.S., defines a campaign fundraisangsaffair held to raise
funds to be used in a campaign for public office.

b) All money and contributins received with respect éocampaign fund raisehall be

deemed to be campaign contributions, and shall be accounted for, and subject to the same
reporting requirements amestrictions, as other campaign contributidi@ee Section
106.025(1)(b)F.S.)

c) All expendituresnade with respect ta campaign fud raiser shall be deemed to be
campaign expenditures to be accounted for, and subject to the same restrictions, as other

campaign expenditureshen paid or reimbursed from the candidates campaign bank account.

d) All expendituresmade with respect @ campagn fund raiser shall be deemed tolbe

Kind campaign contributionshen paid by individuals obehalf of the candidate and are
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subject to the sameporting requirements amestrictions, as other campaign contributions.
(See Campaign Contributions prdcees for more information on-kind Contributions.)

(See Section 106.08, F.S. for details on campaign contribution limitations.)

e) Any tickets or advertising for a campaign fund raiser shall contain the following
statement: "The purchase of a ticket fara contribution to, the campaign fund raiser is a
contribution to the campaign of (name of the candidate for whose beeegiutipaign fund
raiser is held) (Section 106.025(1)(c), F.S.)

f)  Tickets and advertising sold for a campaign fundraiser mustindghtadisclaimer and

anyother information required of political advertisin@Gee Section 106.143, F.S.)

g) The SOE Office suggestisat tickets with stubs be used so that the name and address of
the contributor can be written on the stub at the timelefasal remitted to the campaign

treasurer for reportingf contributions
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C. Campaign Expenditures

Description:

This section outlines theporting requirements for expenditures faaadidate to run for public office.
Federal Statutes:

s.501(c)(3) of thénternal Revenue Code

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS

106 CAMPAIGN FINANCING

106.06 Treasurer to keep records; inspections.

106.011 Definitions.

106.11 Expenses of and expenditures by candidates and political committees.
106.12 Petty cash funds allowed.

106.125 Credit cards; conditions on use.

106.1405 Use of campaign funds.

106.141 Disposition of surplus funds by candidates.

Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Departmeriaifte

1S2.017 Reporting Requirements for Campaign Treas
Forms:

16002 CAN OFF MW Municipal Candidate Guide

16406 CAN Debit Card Users Form

16409 CAN All Undue Burden Written Certification

CE Form1 Statement of Financial Interests

DS-DE9 Appointment of Campaign Treasurer and Designation of Campaign Depository for Candidates
DS-DE 12 Campaign Treasurer's RepeSummary

DSDE 13 Campaign Treasurer's Repeitemized Contributions

DSDE 14 Campaign Treasurer's RepeitemizedExpenditures

DSDE 84  Statement of Candidate
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Procedure
1. Authorized Campaign Expense

a Section 106.011, F . Sa purdhesk,ipayment, destnibuteon, jpann d i
advance, transfer of funds by a campaign treasurer or deputy campaign tieatsugen a

primary depository and a separate intelesdring account or certificate of deposit, or gift of
money or anything of value made for the purpose of influencing the results of an election or

making an electioneering communication.

b) Section 106.01, F.S. exempta purchase, payment, distribution, loan, advance, or gift
of money or anything of value made for the purpose of influencing the results of an election
when made by an organization, in existence prior to the time during which a candidate
qudifies or an issue is placed on the ballot for that election, for the purpose of printing or
distributing such organization's newslefiem the definition of campaign expense.

c) An "expenditure” for an electioneering communication is made when the eaflibst

following occurs:
(1) A person enters into a contract for applicable goods or services;

(2) A person makes payment, in whole or in part, for the production or public

dissemination of applicable goods or services; or
(3) The electioneering communicationgablicly disseminated.

d) Candidates for municipal office may not use campaign funds to offsetcamalliving
expense of the candidate or member of the candidmily. Candidates may pay for
transportation, meals, and lodgiegpenses for legitimatampaign travel(See Section
1061405, F.S.)

e) Campaign expenses may be only be paid from either the primary campaign bank
account, by check or debit card, or from a petty cash fund if one has been created.

2. Debit/Credit Cards

a) Candidates for municipal officare not permitted to use credit cards for the purchase of
goods and services for the campaign. (See Section 106.125, F.S.) However, municipal
candidates are permitted to use debit cards for purchases but may not get cash back during c

independent of puhase transactions. (See Section 106.11, F.S.)
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b) All receipts for debit card transactions must contain:
(1) The last four digits of the debit card number.
(2) The exact amount of the expenditure.
(3) The name of the payee.
(4) The signature of the campaign treasurerutiepreasurer, or authorized user.
(5) The exact purpose for which the expenditure is authorized.

c) Any information required but not included on the debit card transaction receipt may be
handwritten on, or attached to, the receipt by the authorized user salfonéssion to the
treasurer(SeeCandidate Campaign Bank Accoymbcedure for more detail on Debit Card

issuance.)
3. Campaign Expense ReportindgRequirements

a) All candidates are required to use the free software provided by the SOE Office to report

campaigrcontributions and expenses.

b) The campaign treasurer of each candidate shall keep detailed accounts, current within
not more than 2 days after the date of receiving a contribution or making an expenditure, of
all contributions received and all expendituresde by or on behalf of the candida{&ee
Section 106.06, F.S.)n other words, do not hold expense receipts or donations more than
two days before recording the transactions in the reporting program.

c) Accountskept by the campaign treasurer of a candiagaay be inspected under

reasonable circumstances before, during, or after the election to which the accounts refer by
any authorized representative of the Division of Elections or the Florida Elections
Commission(See Section 106.06, F.S.)

d) Accounts kepby a campaign treasurer of a candidate shall be preserved by the
campaign treasurer for a number of years equal to the term of office of the office to which the

candidate seeks election.
4. Petty Cash Fund

a) Campaign treasursfor a candidat@reauthorized to withdraw fim the primary

campaign accournthe amount of $500 per quaitereporting period for the purpose of
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providing a petty cash fund for the candidate until the close of the last day for qualifying for
office. (See Section 106.12, F)S

b) Following the close of the last day for qualifying and utiitéd canddate is eliminated,
elected to office, or becomes unoppottezicampaign treasurer of each candidate is

authorized to withdra100 per weekor use as a petty cash fund for the cdatb.

c) The petty cash fund shall be spent only in amounts less than $100 and only for office

supplies, transportation expenses, and other necessities.

d) Petty cash shall not be used for the purchase of time, space, or services from
communica®ns media as dieed in Sectiorl06.011(13)F.S

. Independent Expenditures

a Section 106.011, F. S. de fan expesdituia by alperpoa n d ¢
for the purpose of expressly advocating the election or defeat of a candidate or the approval
or rejectionof an issue, which expenditure is not controlled by, coordinated with, or made
upon consultation with, any candidate, political committee, or agent of such candidate or
committee. An expenditure for such purpose by a person having a contract with the
canddate, political committee, or agent of such candidate or committee in a given election

period shall not be deemed an independent expenditure.

b) An expenditure for the purpose of expressly advocating the election or defeat of a
candidate shall not be considd an independent expenditure if the committee or person:
(See Section 106.011(5)(b), F.S.)

(1) Communicates with the candidate, the candidate's campaign, or an agent of the
candidate acting on behalf of the candidate, including any pollster, media consultant
advertising agency, vendor, advisor, or staff member, concerning the preparation of, use

of, or payment for, the specific expenditure or advertising campaign at issue; or

(2) Makes a payment in cooperation, consultation, or concert with, at the request or
suggestion of, or pursuant to any general or particular understanding with the candidate,
the candidate's campaign, a political committee supporting the candidate, or an agent of

the candidate relating to the specific expenditure or advertising campagoegtor

(3) Makes a payment for the dissemination, distribution, or republication, in whole or in

part, of any broadcast or any written, graphic, or other form of campaign material
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prepared by the candidate, the candidate's campaign, or an agent of itiateand
including any pollster, media consultant, advertising agency, vendor, advisor, or staff

member; or

(4) Makes a payment based on information about the candidate's plans, projects, or
needs communicated to a member of the committee or person by theéatamadian

agent of the candidate, provided the committee or person uses the information in any wa
in whole or in part, either directly or indirectly, to design, prepare, or pay for the specific

expenditure or advertising campaign at issue; or

(5) After thelast day of qualifying for statewide or legislative office, consults about the
candidate's plans, projects, or needs in connection with the candidate's pursuit of electior
to office and the information is used in any way to plan, create, design, orepagpar

independent expenditure or advertising campaign, with:

(&) Any officer, director, employee, or agent of a national, state, or county executive
committee of a political party that has made or intends to make expenditures in

connection with or contributiento the candidate; or

(b) Any person whose professional services have been retained by a national, state,
or county executive committee of a political party that has made or intends to make

expenditures in connection with or contributions to the candidate; o

(6) After the last day of qualifying for statewide or legislative office, retains the
professional services of any person also providing those services to the candidate in

connection with the candidate's pursuit of election to office; or

(7) Arranges, coordirtas, or directs the expenditure, in any way, with the candidate or

an agent of the candidate.
6. Leftover Campaign Funds

a) Section 106.141, F.S., states tfedich candidate who withdraws his or her candidacy,
becomes an unopposed candidate, or is eliminatactasdidate or elected to office, shall
within 90 days, dispose of the funds on deposit in his or her campaign account and file a

report reflecting the disposition of all remaining furds.

(1) If there are funds in a separate inted@saring account or cefitate of deposit at the

time the candidate becomes unopposed, withdraws, is eliminated as a candidate or
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elected, the funds and the accumulated interest earned thereon must be transferred to th
campaign account within seven (7) days.

(2) However, if the fmds are subject to penalty if withdrawn within the seven (7) day
period, the funds and the accumulated interest earned thereon may be transferred as soc
asthe fundsmay be withdrawn without penalty, or within 90 days after the candidate
becomes unopposgdithdraws candidacy, or is eliminated or elected, whichever comes

first.

b) Any candidate required to dispose of funds pursuant to this section may, prior to such
disposition, be reimbursed by the campaign, in full or in part, for any reported contributions
by the candidate to the campaign.

c) Section 106.11(6F.S.,s t a t easdidditeAwho withdraws his or her candidacy,
becomesnunopposeaandidateor is eliminateds a candidater elected to officenay

expend funds fronthe campaign account td:

(1) Purchas "thank you" advertising for up to 75 days after the candidate withdraws,

becomes unopposed, eliminated or elected.

(2) Pay for items that were obligated before the candidate withdrew, became unopposed

or was eliminated or elected.

(3) Pay for expenditures nexsary to close down the campaign office and to prepare

final campaign reports.
(4) Dispose of surplus funds as providediection106.141 F.S.

d) 106.141(4)(a), F.Sprovidesthat any funds not spent or obligated may be disposed of by

the following means or combination thereof:

(1) Return pro rata to each contributor the funds that have not been spent or obligated tc

be spent;

(2) Donate the funds that have not been spent or obligatedharitable organization or

organizations that meet the qualifications of s.501(c)(3) of the Internal Revenue Code;

(3) Give not more than $10,000 of the funds that have not been spent or obligated to the
political party of which the candidate is a memlwer
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(4) Give the funds that have not been spent or obligated to the General Revenue Fund o

thecounty,

e) Section 106.141(5)(d), F.Sxrovides that candidate islected to office oa candidate

thatwill be elected to office by virtue of being unopposed rmagsfer from the campaign

account to an office account any amount of funds on deposit in such campaign account up to

$2,500 multiplied by the number of years in the term of office for which elected.

f)

(1) Any funds so transferred by a candidate shall be usgdamnegitimate expenses in

connection with the candidatebs public ¢

(2) This money retained from tleampaign account must be used to open a new account
to be titled "Office Account" and the candidate elected to office is required to file a report

onthe 10th day following the calendar quarter until the account is closed.

(3) Thereports are in the same form and contain the same type of information as the

campaign reports.

(4) The office account shall be separate from any personal or other account,d@sd fun
may be used for travel expenses incurred by the officer or the officer's staff members,
personal taxes payable on office account funds by the candidate or elected public official,
or expenses incurred in the operation of the office, including the empluyof

additional staff.

(5) If a candidate is reelected to office or elected to another office and has funds
remaining inthe office accountthe candidatenay transfer surplus campaign funds to the
office account.However, &no time may the funds in théfice account exceed the
limitation imposed bySection 106.141, F.S

(6) Upon leaving public office, angandidate witfunds in an office account pursuant to
Section 106.141, F.$emaining on deposit shall give such funds to a charitable
organization or orgazations which meet the requirements of s. 501(c)(3) of the Internal

Revenue Coder to the city for deposit into the General Revenue Fund.

Prior to disposing of funds pursuant3ection 106.41(4) F.S.or transferring funds to

an office accounpursuanto Section 106.141(4) F.Sany candidate having filed a Statement

of Undue Burderior exemption from the petition verification feesqualifying by petition is
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required to pay thevaivedfees for petition verification and the qualifying fee otherwisedu
to qualify to run for the elected office.

WARNING:

Candidates must pay waived petition verification fees and qualification fees if qualified by petition before
disposing of unused campaign funds. Failure to pay the required fees prior to dispositibmdsk is a
misdemeanor of the first degree, punishable as provided in s. 775.082 or s. 775.083.

g) If a candidate receives a refund check after all surplus funds have been disposed of, the
check may be endorsed by the candidate and the refund disposeduahptwsSection

106.141, F.S. An amended report must be filed showing the refund and the subsequent
disposition.
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D. Campaign Financial Reports

Description:
This section outlines the reporting requirements for campaign financial reports for a candidlat®to
public office.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING
106.07 Reports; certification and filing.

106.0705 Electronic filing of campaign treasurer's reports.

106.12 Petty cash fundallowed.

106.141 Disposition of surplus funds by candidates.

112.312 Definitions.

775.082 Penalties; applicability of sentencing structures; mandatory minimum sentences for certain
reoffenders previously released from prison.

775.083 Violent offenses comitied against law enforcement officers, correctional officers, state
attorneys, assistant state attorneys, justices, or judges.

Administrative Rules:

1S52.0001 Designation of Division of Elections as Filing Office for Department of State

1S2.017 Reportly Requirements for Campaign Treasurer ¢

Forms:

16002 CAN OFF MW Municipal Candidate Guide

16406 CAN Debit Card Users Form

16409 CAN Undue Burden Written Certification

CE Form1 Statement of Financial Interests

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

DS-DE 12 Campaign Treasurer's RepeSummary

DS-DE 13  Campaign Treasurer's Repettemized Contributions

DS-DE 14  Campaign Treasurer's Repettemized Expenditures
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DSDE 84  Statement o€andidate
DSDE 87  Waiver of Report Form

Procedure
1. Financial Report Software

a) All municipal candidates must file campaign financial reports using the free software
provided by the SOE Office.

b) Candidates can access the software on the internet or may@tmeSOE Office and

use the computer provided for candidate access.

c) All campaign contributions and expenditures must be entered using the SOE provided

software.
2. Financial Report Contents

a) Every reporimustcontain the full name and address of each penrasmgmade one or
more contributions tthe campaign within the reporting period, the amoaintontribution

andthedate of contributions.

(1) Contributions over $100.00 must alsoinclida e contr i bufawr 6 s o
businesses, the report must pdevas clear a description as practicable of the principal

type of business conducted.

(2) If the amount contributed is $100.00 or less, or from a "relative” as defined in
Chapter 112.312(21), F.S., the occupation of the contributor or the principal type of

busness need not be listed provided the relationship is reported.

b) Each report shall contain the full name and address of each entity to which expenditures
have been made by or on behalf of the caateiavithin the reporting period, as well ds

amount, dée, and purpose of eaelxpenditure.

(1) Expenditures made frompeetty cash fund provided by 106.12, F.S., need not be
reported individually.(See Campaign Expenditures procedures for detail on Petty Cash
funds.)

c) Candidates are encouraged to contact the SffiEe when questions relating to
financial report content or detail arise. The SOE Office can provide guidath@esamiction

to aidcandidates in financial report maintenance.
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3. Financial Reporting Dates

a) Each campaign treasurer designated by a canditiatefile campaign financial reports

for the candidate. However, the candidate is responsible for timely filing campaign reports.

b) Reports shall be filed on the 10th day following the end of each calendar quarter from
the time the campaign treasurer ipaipted, except that, if the 10th day following the end of
a calendar quarter occurs on a Saturday, Sunday, or legal holiday, the report shall be filed on

the next following day which is not a Saturday, Sunday, or legal holiday.

c) Quarterly reports shailhclude all contributions received and expenditures made during

the calendar quarter

NOTE

Municipal Elections time lines are not the same as countywadiections for reporting. This is due to the
short period between the“Election(General Election) ad the 29 Election(Runroff Election).

d) 1% Election Aprit Following the last day of qualifying for officeampaign financial
reports shall be filed on thes", 32", 18" and &' days immediately preceding th& April
election, for a candidate whe opposed in seeking nomination or election toraaggicipal
office. (Exact reporting period dates are provided in the Election Cycle Reporting Dates in

the back of this manual.)

e) 2" Election May- Following the1® Election April campaign financialeports shall be
filed on the18", and &' days immediately preceding tB& electionMay, for a candidate
who is opposed in seeking election to amynicipaloffice. (Exact reporting period dates are

provided in the Election Cycle Reporting Datesha back of this manual.)

f) Candidates are required to file a Termination Report within 90 afésrghe election in

which the candidate mither elected adefeated.The TerminatiorReport shall contain all
previously unreported expenditures and stedlect disposibn of funds as required by
Section106.141 F.S (See Campaign Expenditures Procedure for details on the disposition of
funds.)

g) Following the last day of qualifying for office, any unopposed candidate need only file a
report within 90 dayg§Termination Reportafter the date theandidate became unopposed.

The TerminatiorReport shall contain all previously unreported contributions and
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expenditures as required and shall reflect disposition of funds as requitedtioyn106.141
F.S (SeeCampaign Expenditures Procedure for details on the disposition of funds.)

h) Reports forany reporting period during whichcandidate has not receivedexpended

any reportable fundsay be waived.

(1) The campaign treasurer or candidate must submit-BB87 Waiver of Report
Formto notify the SOE Office that no report will be filed in view of no activity.

(2) However, tle next regular report must specihat the report covers the period
starting at the beginning of the waived reporting period and endingheittutrent
reporting period. (See Section 106.07(7), F.S.)

. Electronic Filing

a) All municipal candidates must file campaign financial reports using the free software
provided by the SOE Office.

b) Candidates and campaign treasurers should try to get campegniél reports
completed and submitted for review before the report due date. If errors are found in the
reports, candidates will have time to correct the reports before the report due date if the

reports are submitted for reveiw early.

c) Campaign treasurg are tasked with official submission of the campaign financial
reports prior to the report due date.

d) Campaign financial reports will be uploaded onto the SOE Website for public viewing

after the reports are accepted.
. Late Reports

a) Campaign treasurers aiasked with submission of reports litandidates areltimately
responsible for ensuring the timely filing of all required campaign rep®fis.candidate

will be subject to fines if campaign reports are 1&8@e Section 106.07, F.S.)

b) Any campaign treaser, candidate, or political committee chair 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, punishable as provi@edtion 775.082 or

775.083 F.S
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WARNING

Campaign financial reports can not be filed prior to the end of the reporting period regardless of activity
or inactivity.
c) Any report deemed incomplete by tB®E Officewill be accepted on a conditional
basisand the campaign treasurer will be notified by the SOE Office of why the report is

deemed to be incomplete.
d) The SOEOffice may notify the campaign treasurer of the incomplete report by:

(1) Registered maiéxplainingwhy the report is incomplete and givinglays from
receipt of thenotice to file an addendum to the report providing all information necessary

to complete the report

(2) Telephone that the report is incomplete and request the information necessary to

complete the report.

(3) If the report is not compted within 3 days of the telephone call the SQitice will
send the campaign treasureratice by registered mail explaininghy the report is
incomplete and giving 3 days from receipt of timtice to file amlmmendmento the report

providing all infomation necessary to complete the report
6. Late Report Fines

a) Any candidate failing to file a report on the designated due date shall be subject to a fine
for each late dagayableonly from personal funds of the candidgi®ee Section 106.07(8),
F.S.)

(1) Thefine shall be $50 per day for the first 3 days,latg to exceed 25 percent of the
total receipts or expenditures, whichever is greater, for the period covered by the late

report.

(2) The fine shall b&500 per day for eaddditionallate dayafter the inital 3 days late

not to exceed 25 percent of the total receipts or expenditures, whichever is greater, for th

period covered by the late report.
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WARNING

No exceptions will be allowed for failure to report on time for th® day prior due campaign reports.
Any day late is $500 per day

(3) The fine shall be $500 per day for each late day, not to exceed 25 percent of the tota
receipts or expenditures, whichever is greater, for the period covered by the latéoreport

reportsimmediately preceding each primary and general elecfian 4" day reports)

(4) The fine for late Termination Reports shall$&0 per day for each late day, not to
exceed 25 percent of the total receipts or expenditures, whichever is greater, for the

period @vered by the late report.

b) TheSOE will determine the amount of the fine due based upon the earliest of the

following:
(1) When the report is actually receivedthg SOE

(2) When the electrdn receipt issued pursuant to Secti@6.0705 F.S.or other

electranic filing system authorized in this section is dated.

c) Finesshall be paid to th8OE Officewithin 20 days after receipt of the notice of
payment due, unless appeal is made to the Florida Ele@mmsissionFines are not
consideredan allowable campgh expenditure anchust be paidrom personal funds of the

candidate.

d) Any cardidate may appeal or disputdige based upon, but not limited to, unusual
circumstances surrounding the failure to file on the designated due date to the Florida

Elections Comission, which shall have the authority to waive the fine in whole or in part.

e) The SOE highly recommends the timely filing of campaign financial reports to prevent

any assessment of late filing fines.
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E. Campaign Advertising

Description:
This section outhes the reporting requirements for campaign advertising for a candidate to run for public

office.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING

106.021 Campaign treasurers; deputies; primary secbndary depositories.

106.143 Political advertisements circulated prior to election; requirements.

106.1435 Usage and removal of political campaign advertisements.

106.165 Use of closed captioning and descriptive narrative in all television broadcasts.
Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Department of State

1S2.017 Reporting Requirements for Campaign Treas
Forms:

N/A

Procedure

1. Campaign Advertisement Disclaimer

a) Section 106.143, F.S. otains specific elements which must be included in all
advertising purchased by a candidate for public office. The SOE Office strongly
recommends that candidates become familiar with the requirements of Section 106.143, F.S.

to prevent anyiolationsof the law.
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WARNING

The(party affiliation) is NOT used for municipal electiong is left blank.
Candidates are not allowed to put party affiliation on any campaign materials of any kind.

b) Any political advertisement that is paid for by a candidate andsipatblished,
displayed, or circulated prior to, or on the day of, any election must prominently state:

"Political advertiement paid for and approved mame of candidate) (party affiliation),
for (office sought)."

c) Political advertisement of a candidate who is not an incumbent of the office for which

the candidate is running shabtuse the word "relect.”

(1) Advertisementor norrincumbentsnust include the word "for" between the
candidate's name and the office Wdrich the candidate is running to avoid the

implication of incumbency

(2) However, his does not apply to bumper stickers or items designed to be worn by a

person.

d) Any political advertisement made pursuant to Sec1i06.021(3)(d)F.S.must be
marked "paid plitical advertisement" or with the abbreviation "pd. pol. adv." and must

prominently state, "Paid for and sponsored(bhgme of person paying for political

advertisement) Approved by(names of persons, party affiliation, and offices sought in the

political advertisement)'

e) Any political advertisement of a candidate running for partisan office shall express the
name of the political party of which the candidate is seeking nomination or is the nominee. If
the candidate for partisan office is runningaasandidate with no party affiliation, any

political advertisement of the candidate must state that the candidate has no party affiliation.

f) Itis unlawful for any candidate or person on behalf of a candidate to represent that any
person or organization spprts the candidate, unless the person or organization has given
specific approval in writing to the candidate to make the representation. However, this

subsection does not apply to:

(1) Editorial endorsement by any newspaper, radio or television statiotheor

recognized news medium.

(2) Publication by a party committeglvocating the candidacy of committ@@minees.
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g) Any political advertisement which is published, displayed, or produced in a language
other than English may provide the information requirethis/section in the language used

in the advertisement.
. Independent Campaign Advertisement Disclaimer

a) Any political advertisement published, displayed, or circulated prior to, or on the day of,

any election which is not paid for by a candidate must pramtiyne
(1) Be marked "paid political advertisement” or with the abbreviation "pd. pol. adv."
(2) State the name and address of the persons sponsoring the advertisement.

(3) State whether the advertisement and the cost of production is paid for or provided in
kind byor at the expense of the entity publishing, displaying, broadcasting, or circulating

the political advertisement; or

(a) State who provided or paid for the advertisement and cost of production, if

different from the source of sponsorship.

(4) This does not applif the source of the sponsorship is patently clear from the content

or format of the political advertisement.

(5) Any political advertisement made pursuant to Section 106.021(3)(d), F.S. must be
marked "paid political advertisement” or with the abbreviatph pol. adv." and must

prominently state, "Paid for and sponsored(bgme of person paying for political

advertisement) Approved by(names of persons, party affiliation, and offices sought in

the political advertisement)

(6) Any political advertiserant, including those paid for by a political party, other than

an independent expenditure, offered by or on behalf of a candidate must be approved in
advance by the candidate. Such political advertisement must expressly state that the
content of the advesement 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 advertisemen

submittedfor publication, display, broadcast, or other distribution.

(7) 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
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newspaper, radio statiotglevision 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.

(8) This does not apply tcampaign messages used by a candidate and the candidate's

supporters if those messages are designed to be worn by a person.
3. Political Disclaimer Exceptions

a) Section106.143, F.Sdoes not apply to novelty items having a retail value of $10 or less

which supjrt, but do not oppose, a candidate or issue.
b) Section106.143, F.Sdoes not apply tdems designed to be worn by a person.
4. Closed Caption Requirements

a) Section 106.165, F.S. requires candidatasstoclosed captioning and descriptive
narrative in all tedvision broadcasts regulated by the Federal Communications Commission

that are on behalf of, or sponsored by, a candidate

b) Candidatesnust file a written statement with tis®Estatingthe reasns closed

captioning is not provided

(1) Failure to file thestaement with theSOEconstitutes a violation of the Florida

Election Code anthlls under the jurisdiction of the Florida Elections Commission.
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1. Sign Disclaimer Examples FS 106.143

Example-INCUMBENT (Currently in Office)

VOTE ME

City CommissioneDistrict 99

Political advertisement paid for and approved by ME, for City Commissioner District 99

Example - NON-INCUMBENT (Not Currently in Office)

VOTE ME
FOR
City Commissioner District 99

Political advertisement paid for and approved by ME, for Ciblynmissioner District 99

EXAMPLE -INCUMBENT (Currently in Office)

VOTE ME
Councl MemberWard 1

Political advertisement paid for and approved by MECouncl MemberWard 1

Example - NON-INCUMBENT (Not Currently in Office)

VOTE ME
FOR
Councl MemberWard 1

Political advertisement paid for and approved by ME,Gmuncl MemberWard 1
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F. Campaign Signs

Description:
This section outlines the requirements for campaign signs for a candidate to run for public office.

Federal Statutes:

NONE

State Statutes

99 CANDIDATES

105 NONPARTISAN ELECTIONS

106 CAMPAIGN FINANCING

106.143 Political advertisements circulated prior to election; requirements.

106.1435 Usage and removal of political campaign advertisements.

337.407 Regulation of signs and lights withiights-of-way.

479.11 Specified signs prohibited.

479.16 Signs for which permits are not required.

Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Department of State
1S2.017 Reporting Requirements for Campaigm easur er 6 s Report s.
Forms:

N/A

Procedure

1. Political Sign Requirements

a) Political signs, regardless of size, must contain the disclaimer required by Section
106.143, F.S. Signs must sta@litical advertiement paid for and approved mame of
candidag¢), (party affiliation), for (office sought).”

b) Candidatesvhoarenot an incumbent of the office for which the candidate is running

shallnot use the word "relect' on political signs.

c) Signs for norincumbentsnust include the word "for" between tbandidate's name and

the office forwhich the candidate is running to avoid the implication of incumhency
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2. Sign Restrictionsby State Law

a) The Florida Statutes do not currently contain size limitations on political signs.

However, many municipalitidsave enacted restrictions both on sign size and placement.

b) Candidates are advised to review the restrictions on signs enacted by each municipality
in which the candidate plans to campaign. Candidates should be aware of size and placemet
restrictions prioto purchasing signs to avoid violations of the law.

c) Section479.11(8), F.Sprovidesthat political campaign signs may not be placed on the
right of way of any state highwayhe DOT has generally interpreted this to mean that signs

may be placed behdrthe line of telephone poles along the highways.

d) Sectiond79.16(14), F.S., states that temporary political campaign signs placed on
private property but visible from a state highway are statutorily exempted from any sign

permit.

e) All political campaign sigs placed on the State right of way will be picked up by the
Florida Department of Transportation staff and stored for two weeks at the Panama City
Maintenance yard (3633 Highway 390), wheredidates or campaign workers may reclaim

the signs

f) Candidatesire advised to educatlk eampaign staff/workers of the regulations for
political sign placementAny violations of the law reflect on the candidate regardless of how

the sign was placed.

. Bay County Sign Limitations

a) Bay County Land Development Regulasamstrict political signs to 16 square feet per
sign face and may be batiback or single faced signs.

b) Bay County Land Development Regulations restrict political signs to no more than five

feet in height measured from the average surrounding grouhd tog of the sign.

c) Bay County Land Development Regulations require political signs associated with
advocacy of political candidates to be removed within seven (7) days after the event the signs

were to promote.
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d) Bay County Land Development Regulations @b contain any other regulations on
political sign removal sall otherrequired sign removal provisions of Section 106.1435, F.S.

apply.

e) Bay County Land Development Regulations also contain generic sign limitations or

restrictions that are also relevaatiut are not specific to political signs.
(1) Signs may not be place on vehicles which are not registered and/or operable.

(2) Signs may not obstruct the view of, be confused with or purport to be a governmenta
or official traffic direction or safety sign, or pofficial marker erected by city, state or

federal authority.

(3) Signs may not obstruct or impair driver vision at vehicular ingress/egress points or

inter-sections.

(4) Signs may not be placed on or within any street or public-affiatay, or the Gulf of

Mexico.

(5) Signs may not be placed on or within any freshwater wetlands or salt marsh areas

subject to periodic inundation by tidal saltwater.

(6) Signs may not be placed on or towed behind a boat or raft on waters within the

county.

(7) Signs may not exceed 25 percenthad total area of a window.

(8) Signs may not be placed on fences within the county.

(9) Signs may not be placed on benches within the county.

(10) Signs may not be placed closer than 15 feet to a street right of way.

(11) Signs may not be placed in a manner so as toitaesa traffic hazard as

determined by the Planning Official.

f)  For questions related to Bay County Sign requirements, contact Bay County Code
Enforcement at (850) 784038.

4. Panama City Sign Limitations
a) The Panama City Municipal Code states political signs:
(1) Must be placed on private property with the property o@ngermission.
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(2) May be twofaced or single face.
(3) Multiple signs of the same candidate must be at least ten feet apart.

(4) Political signs shall not exceed eidB) square feet per sign face and shall
exceed fivgb) feet in sigh height measured from aggregate graties includes signs

carried in the back of trucks.

(5) Political signs shall ndie placed until 120 days before the election and only if a

candidate has opposition in the election.

(6) All political signs shall be removed within ten days after the election date or any run

off election date.

(7) Whenan election involves a primary and general election, political signs of
candidates for a particular office shall be removed within ten days after the primary
election date where the candidate is elected in a primary election and unopposed in the

general Ection; otherwise, within ten days after the general election date.

b) The Panama City Municipal Code also contains generic sign limitations or restrictions

that are also relevant to but are not specific to political signs.

(1) Signs may not be placed in theatsetween the shoreline and the road rafhway

in the area along Beach Drive between Johnson Bayou and Frankford Avenue.

(2) Vehicle signs, (including signs on trailers) are prohibited except for standardized,
uniform, registered or licensed business logodusiness vehicles or trailers. Such
vehicles or trailers, with proper logos, may only be parked at the physical location of the
business which the logo represents, when not in use for the primary business intended.
Such vehicles or trailers may not berked and left unattended in areas, away from the
physical location of the business, for purposes of advertisement, e.g. parking lots not

owned and operated by the vehicle's owner.

(3) Signs may not be placed which obstrint view of, may be confused with or
purports to be a governmental orioil traffic direction or safetgign, or any official

marker erected by city, state or federal authority

(4) Signs may not be placed which obstruct or imgaier vision at vehicular
ingress/egress points or intersens.
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(5) Signs may not be placexsh or within any street or public rigbf-way, coastal
setback area, or St. Andrew Bay

(6) Signs may not berected or displayed in any fresh water wetlands or salt marsh areas

subject to periodic inundation by tidal saltwater.
(7) Signs may not be placezh or towed behind a boat or raft on waters within the city.
(8) Signs may not be placexh benches.

(9D Signs may not be c on-fatedat@tdegee amges)i L 0 s h
triangular shaped (threflaced), or boxed (fodfaced) signs

(10) Signs must be placed on private property at least five feet off of the nearestf+right

way line.

For Questions relating to Panama City sign requirements, contact PanarGadty

Enforcement at (850) 872209.

. Panama City Beach Sign Limitations

a)

b)

The Panma City Beach Municipal Code states political signs:

(1) May not exceed 16 square feet per sign face and may bddshakk or single faced

signs.
(2) May not exceed five feet in height.

The Panama City Beach Municipal Code also contains generic sign limitations

restrictions that are also relevant to but are not specific to political signs.

(1) Vehicle signsare prohibited

(2) Signs may not be placed which obstrinet view of, may be confused with or
purports to be a governmental orioil traffic direction orsafetysign, or any official

marker erected by city, state or federal authority

(3) Signs may not be placed which obstruct or imgairer vision at vehicular

ingress/egress points or intersections.

(4) Signs may not be placexsh or within any street or publigght-of-way or Gulf of

Mexico.
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(5) Signs may not berected or displayed in any fresh water wetlands or salt marsh areas
subject to periodic inundation by tidal saltwater.

(6) Signs may not be placexh or towed behind a boat or raft on waters within the city.
(7) Signs may not be placezh benches.

c) The Panama City Beach Municipal Code does not contain any other regulations on
political sign removal so all sign removal provisions of Section 106.1435, F.S. apply.

d) For questions relating to Panama City Beach sign regaitesncontact Panama City
Beach Code Enforcement at (850) ZB0.

. Parker Sign Limitations
a) The Parker Municipal Code states political signs:

(1) May not be placed in any public rigbf-way, in any public park, or on any other
public property.

(2) May not exceedix (6) square feet in size fogsidential yard signs.
(3) May not exceed thirtywo (32) square feet in size for all other signs.
(4) May not exceed eight (8) feet in height, including support polls.

(5) Signs may not be placed which obstruct or imgaier vision at vehicular

ingress/egress points or intersections.

(6) Restrictions shall not apply to political advertisements on permitted outdoor

advertising signs (Billboards).

b) The Parker Municipal Code requires all signs to be removed within thirtyl&3@)of
the date the candidate or event is withdrawn, eliminated, elected or enacted.

c) For questions relating to Parker sign requirements, contact Parker Code Enforcement at
(850) 8712825.

. Callaway Sign Limitations
a) TheCallaway Municipal Code states

(1) No pditical sign shall be posted in any public righftway, in any public park or on

any other public property. The prohibition contained in this subsection shall in no way
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apply to election announcement signs posted by the City or the Supervisor of Election

announcing each election to be held in the City.

(2) Pennants, banners and portable political signs are permitted only during the

campaign.

(3) Political signs shall be set back far enough from roadway intersections to avoid

obstructing the view of the motorist.

(4) All political signs shall be removed no later than ten (10) days following the date of

the election to which they pertain.

(a) Failure to timely remove political signs shall constitute a violation of the city

code.

(b) All signs shall be discarded in a promeanner so as to prevent litter and trash

from accumulating within the city.

(5) Political signs not removed within the specified time shall be removed by a political
subdivision or government entity with the authority to remove advertisements and such

entities may charge the candidate the actual cost for such removal.

(6) The Callaway Municipal Code does not currently contain size limits pertaining to

political signs.

b) For questions relating to Callaway sign requirements, contact Callaway Code
Enforcement at (85@71-4672

. Lynn Haven Sign Limitations

a) The Lynn Haven Municipal Code contains generic sign limitations or restrictions that

are also relevant to but are not specific to political signs.

(1) Signsmay notresemble any official sign or marker erected by any gowental

agency, or that by reason of position, shape or color, would conflict with the proper
functioning of any traffic or signal or be of a size, location, movement, content, color, or
illumination that may be reasonably confused with or construed asnoeal, a traffic

control device.

(2) Signsmay notobstruct the vision of pedestrians, cyclists, or motorists traveling on or
entering public streetdNothing shall be erected, placed, or parked in such a manner as to
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materially impede vision between a ¢iei of two feet and ten feet above the grade,

measured at the centerline of the intersection.

(3) Nongovernmental signeay not balesigned to resemble governmental signs that

use the words "stop," "look," "danger,” "caution," "yield" or any similar word,gghrar

symbol.

(4) Signsmay not beplaced upon benches, bus shelters or waste receptacles, except as
may be authorized in writing pursuant3ection337.407 F.S, or as authorized by the

city manageiclerk.

(5) Signsmay not beerected posted, painted, tackedailed, or otherwise displayed,
placed, or locatedn public property, or on private property, such as private utilityspole

located on public property, @rected over or across any public street

(6) The Lynn Haven Municipal Code does not currently conséée limits pertaining
specificallyto political signsHowever, the code does have some limitations on
temporary signs that apply.

(a) Limit of two signs per parcel in residential areas. No limit is stated for non

residential areas.

(b) Sign size is limited t® sq. ft. per sign face in residential areas and 64 sq. ft. in

nonresidential areas.

(c) Sign height may not exceed eight (8) feet in residential areas and ten (10) feet in

nonresidential areas.

(d) Signs in norresidential areas must be one hundred (100)festt on the same

parcel.

b) The Lynn Haven Municipal Code regulations on political sign remiealire the

removal of political signs within 14 days after a candidate:
(1) Withdrawls from candidacy,
(2) Is elimination as a candidate, or

(3) Is elected to office.
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c) Candidates are not expected to remove signs used by outdoor advertising businesses.
(i.e. Billboards)

d) For questions relating to Lynn Haven sign requirements, contact Lynn Haven Code
Enforcement at (850) 265111.

9. Springfield Sign Limitations
a) The Springfield Murgipal Code states:

(1) Political signs shall NOT be posted in any public rghtvay, in any public park, or

on any other public property.

(2) All legally placed signs have 30 days to be removed after the advertised candidate ot
event is withdrawn, eliminated]ected or enacted. No specific city requirements

(defaults to state requirements).

(3) Political signs not removed within the specified time, shall be removed by a political
subdivision or government entity with the authority to remove advertisements dnd suc
entities may charge the candidate the actual cost for such removal.

(4) The Springfield Municipal Code does not currently contain size limits pertaining to

political signs.

(5) For questions relating to Springfield sign requirements, contact Springfield Code
Enforcement at (850) 872570.

10. Mexico Beach Sign Limitations
a) TheMexico BeachMunicipal Code states:

(1) Political signs shall bplaced on private property with the permission of the property

owner.

(2) Political signs may be placed battkback or single faced, buatultiple signs for the

same candidate must be at least ten (10) feet apart.

(3) Political signs shall not bgosted in any public righaf-way, in any public park, or

on any other public property.
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(4) Political signs shall not exceed eight (8) square feet perfagg and shall not
exceed five (5) feet in sign height measured from the aggregate grade where the sign is

placed.

(5) All legally placedsignsmust be removed within ten (10ays after the advertised

candidate or event is withdrawn, eliminated, electeshaicted.

(6) Political signs shall not be displayed prior to 90 days before the date of the election.
If a primary or run off occurs, only candidates or issues advancing will be allowed to

continue sign placement.

(7) Political signs not removed within the sgexl time, shall be removed by a political
subdivision or government entity with the authority to remove advertisements and such

entities may charge the candidate the actual cost for such removal.

b) For questions relating tdexico Beactsign requirementsontactMexico BeachCode
Enforcement at (850) 648700.

Page81 of 107 16002 REV C 1221/09



Supervisor of Elections

ﬁ _—— Mark Andersen

Bay County

G. Campaign Sign Removal

Description:
This section outlines thequirements for campaign sign removal

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING

106.1435 Usage and removal of political campaign advertisements.
Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Department of State
1S2.017 Reporting Requirements for Campaign Treas

Forms:
N/A
Procedure

1. Political Sign Removal by State Law

a) Section 106.1435, F.S. requires all political candidates to make a good faith effort to

remove all political campaign advertisements within 30 days after:
(1) Withdrawal of his or her candidacy;
(2) Having been eliminated as a candidate; or
(3) Being elected to office.

b) A candidate is not expected to remove political campaign advertisements which are in
the form of signs used by an outdoor advertising busiaésgrti€ments placed on motor

vehicles, ocampaigmmessages designed to be worn by persons.

c) If political campaign advertisements are not removed within the specified period, the
political subdivision or governmental entity has the authority to remove such advertisements

and may charge the candidate theiakcost for such removal.
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d) Political campaign advertisements shatt be erected, posted, painted, tacked, nailed, or
otherwise displayed, placed, or located on or above any state or county road-vigiyt

e) Municipalities may imposadditional or morstringent requirements on the usage and

removal of political campaign advertisemethtan are contained in the Florida Statutes
. Bay County Sign Removal
a) Section 3010. Enforcement of the Bay County Land Development Regulations states:

b) "The County Manager or designee shall h
notice to the owners thereof, prohibited by this Chapter, and to impound them for a period of
30 days. The owner or person entitled to possession of a sign impoungestmaer same

prior to the expiration of the 3@ay impoundment period upon the payment to the county of
the costs incurred in impounding such si gl
is not so claimed within 30 days, the county managaisodesignee may dispose of the sig

in the same manner as surplus or abandone:

c) Based on the Bay County Land Development Regulations, Bay County Code
Enforcement can charge a candidate for the collection of improperly placed signs. The
county has not opted to charge candidates in the past but candidates are advised to contact t

Bay County Code Enforcement Office for current practices on political signs.

d) Candidates are advised to educate campaign volunteers on property sign placement to
avoid the lose of signs and the potential charging of fines for the collection of illegally placed

signs.
. Panama City Sign Removal
a) The Panama City Municipal Code states:

AThe city manager or his designee sthall
notice to the owners thereof, prohibited by this law, and to impound them for a period of
30 days. The owner or person entitled to possession of a sign impounded may recover
same prior to the expiration of the-8@y impoundment period upon the paynierthe

city of the costs incurred in i mpoundi ng
any sign is not so claimed within 30 days, thg manager or his designee may dispose

of the sign in the same manner as surplus or abandoned countyrptoge. 0
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b) A person convicted of a violation ofaliPanama City Municipal Cod#all be punished
by a fine not exceeding $500.00 or imprisonment for a term not exceeding 60 days, or by
both such fine and imprisonment in the discretion of the court. Unlesd staerwise, each

day that a violation that is continuous with respect to time continues is a separate offense.

(1) The code allows the City fine candidates up to $500 per day for each sign found to
be in violation of the Panama City Municipal Code. Thiy 6f Panama City has not
chosen to fine candidates in the past but candidates are advised to contact the Panama

City Code Enforcement Office for current practices on political signs.

c) Candidates are advised to educate campaign volunteers on propephasegnent to
avoid the lose of signs and the potential charging of fines for the collection of illegally placed

signs.
. Panama City Beach Sign Removal
a) The Panama City Beach Municipal Code states:

AThe city manager or hi s redmogialbsigresevitout al |
notice to the owners thereof, prohibited by this law, and to impound them for a period of
30 days. The owner or person entitled to possession of a sign impounded may recover
same prior to the expiration of the-88y impoundmenperiod upon the payment to the
city of the costs incurred in impoundi ng
any sign is not so claimed within 30 days, the city manager or his designee may dispose

ofthesijmi n t he same manner as surplus or ab

b) A person convicted of a violation ofglPanama City Municipal Coddall be punished
by a fine not exceeding $500.00 or imprisonment for a term not exceeding 60 days, or by
both such fine andnprisonment in the discretion of the court. Unless stated otherwise, each

day that a violation that is continuous with respect to time continues is a separate offense.

(1) The code allows the City to fine candidates up to $500 per day for each sign found to
bein violation of the Panama City Municipal Code. The City of Panama City has not
chosen to fine candidates in the past but candidates are advised to contact the Panama

City Code Enforcement Office for current practices on political signs.

Page84 of 107 16002 REV C 1221/09



Supervisor of Elections
Mark Andersen
Bay County

c) Candidates aradvised to educate campaign volunteers on property sign placement to
avoid the lose of signs and the potential charging of fines for the collection of illegally placed

signs.
. Callaway Sign Removal

a) Political signs may be removed by city officials when @it placed and the actual cost
of removal charged to the candidate. Callaway has not chosen to charge candidates in the

past but candidates are advised to contact Callaway Code Enforcement for current practice.

b) Candidates are advised to educate campaymteers on property sign placement to
avoid the lose of signs and the potential charging of fines for the collection of illegally placed
signs.

. Parker Sign Removal
a) Parker Municipal Code states that:

Q) APolitical signs not rskaliresultandhevemavdl and t I
impound of the signs after a forgrght (48) hour notice to the candidate; after which

di sposal will occur within ten (10) days

b) Candidates are advised to educate campaign volumtegn®perty sign placement to
avoid the lose of signs and the potential charging of fines for the collection of illegally placed
signs.

. Lynn Haven Sign Removal
a) Lynn Haven Municipal Code provides:

(1) Political signs may be removed by city officials when g placed and the actual
cost of removal charged to the candidate. Lynn Haven has not chosen to charge
candidates in the past but candidates are advised to contact Lynn Haven Code

Enforcement for current practice.

(2) Political signs removed by city offideshall be maintained by the City for retrieval
by the appropriate candidates for a period not to exceed 30 days during the active
campaign period for the candidate. Candidates have 14 days to remove signs after the

campaign is no longer active.
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b) Candidat¢s are advised to educate campaign volunteers on property sign placement to
avoid the lose of signs and the potential charging of fines for the collection of illegally placed

signs.
. Springfield Sign Removal

(1) Political signs may be removed by city officialten illegally placed and the actual
cost of removal charged to the candidate. Springfield has not chosen to charge candidat:
in the past but candidates are advised to contact Springfield Code Enforcement for currer

practice.

b) Candidates are advised tWueate campaign volunteers on property sign placement to
avoid the lose of signs and the potential charging of fines for the collection of illegally placed

signs.
. Mexico Beach Sign Removal

a) Political signs may be removed by city officials when illegallycpthand the actual cost
of removal charged to the candidate. Mexico Beach has not chosen to charge candidates in
the past but candidates are advised to contact Mexico Beach Code Enforcement for current

practice.

b) Candidates are advised to educate campagmteers on property sign placement to
avoid the lose of signs and the potential charging of fines for the collection of illegally placed

signs.
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H. Ballots
Description:

This section outlines thgenerakequirements foelection fallots

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

101.151 Specifications for ballots.

101.20 Publication of ballot form; sample ballots.
101.62 Request for absentee ballots.

101.68 Canvassing of absentee ballot.

105 NONPARTISAN ELECTIONS

106 CAMPAIGN FINANCING

Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Department of State

1S2.017 Reporting Requirements for Campaign Treas
1S52.032 Uniform Primary and General Election Ballot

Forms:

N/A

Procedure

1. Ballot Positioning

a) As required infSection101.151(2), F.S., election ballots are by group number or district
with the candidates listed alphabetically by surname for each race. Faffsunominees
chosen in théirst election shall appear on the roff election ballot in the same numbered
group or district as on tHest election ballot. Section 101.151(4), F.S., provides that when
two or more candidates running for the same officenialection ballot have the same or

similar surnameent bestvalrld &Appmear next to
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2. Sample Ballots

a) Sample ballotshallbe published in the newspapeior tothe election $ection101.20,

F.S.) or sent via maib all households and/or voters

b) Additional copiesof the sample ballot wikhlso be available in the SGEfice and on

the SOE website at www.bayvotes.org
3. Absentee Ballot Requests

a) Any registered voter may request/vote an absentee ballha supervisor may accept a
request for an absentee ballot framelector in persoim writing, or atelephonic request
from the elector, or, if directly instructed by the elector, a membigreaélector's immediate
family or legal guardian.

b) The person making thebsentee ballaequest must disclose
(1) The name of the elector for whom the ballot is requested,;
(2) The elector's address;
(3) The elector's date of birth;
(4) The requester's name;
(5) The requester's address;
(6) The requester's driver's license number, if available;
(7) The requester's relationship to theator; and
(8) The requester's signature (written requests only).

c) A request for an absentee ballot to be mailed to a voter must beectoeivater than 5
p.m. on the 8 day before the election by the supervisor of elections. The supervisor of
elections shamail absentee ballots to voters requesting ballots by such deadline no later

thanthe 4™ dayprior tothe election

4. Absentee Ballot Delivery

A

a An el ector or electorbd6s representative 1
or by electronic deliery provided the elector has provided written authorization for the

representative.
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b) An elector may request a provisional absentee ballot in person until 7 PEeation
Day at the Supervisor of Elections Office.

c) Absentee ballots may be deliverteda designee on election day or up to 5 days prior to

the day of an electiowhen the elector has provided written authorization
. Absentee Ballot Mailing

a) The initial mailingof asentee ballots requested by overseas votersositall not less
than 35 days befe the primary election and not less than 45 days before the general

election.

b) The initial mailing of domestic absentee ballots will occur no later than 35 days prior to

an election.

c) Absentee ballots for overseas and domestic ballot requests will basgdataily after

the initial mailing of each category.

d) Candidates may request an electronic copy of the mailing lists for absentee ballots. The
lists are generally emailed to the candidate or authorized candidate representative on the day
of the mailing vhen the candidate has requested the listts are not available until the

ballots are processed for mailing.

e) Volunteer campaign workers may aide voters in delivering sealed and completed
absentee ballots to the SOE Office but paid campaign staff nidnandle absentee ballots.

. Absentee Ballot Processing

a) Absentee ballots received by the SOE Office are maintained in a secure area until

processing of absentee ballots begins.

b) The envelop containing the absentee ballot will be reviewed upon receipt tly viee

voterds certificate has been completed an:

c) All signature updates for absentee ballot consideration must be received by the
Supervisor of Elections prior to the start of canvassing of absentees b@lot
EXCEPTIONS)

d) Processing of absentee ballots may begin at 7:00 a.m. 61 trey preceding the
election Gection101.68 F.S). However, abulation of electiomesults will NOT begin until
after the close of ALIMunicipal Precinct Blls on ElectionNight.
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NOTE

It is a 3rd degree felony to release election results or information prior to the closing of the polls on
election night. Candidates are advised not to attempt discovery of election results during an election.

e) Any review or challenge absentee ballots received must be done pritratart of

absentee ballot processing.
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I. Voter Data
Description:

This section outlines the general requirementsdquesting voter data

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING

Administrative Rules:
1S2.0001 Designation of Division of Elections as Filing Office for Department of State

1S52.017 Reporting Requirements for Campaign Treas
Forms:

10404 OFF Public Record Request

Procedure:

1. Voter Lists

a) Candidates for public office may request voter lists from the SOE Office for use during

the campaign.

b) To ensure clarity, the SOE Office encourages all candidates requesting voter data to
complete a Public Records Request form at the ©@Ee prior to receiving voter data.

c) The SOE Office can provide voter lists in either hasgyor electroniacopyformats

including:
(1) CD disk
(2) Floppy disk
(3) Email copy

d) Candidates requesting a printed copy of voter lists are required to pay $0.15 per page to
cover the cost of printing the lists. Candidates are not charged for electronic file copies as

long as the recording media is provided by the candidate.
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e) Candidates may request data in person, by telephone, in writing, email, or fax.
2. Voter Data

a) Voter lists can contain voter names and addresses, phone number if provided, voter
registration data such as party affiliation and precinct, and voter history. Voter histories only

contain the elections voted in and do not indicate how the individuals voted.

b) Candidites are advised to be specific in requesting voter data to help prevent production
of voter lists that are not useful to the candidate. Candidates should request voter lists early

in the campaigns to avoid delays closer to election day.

c) Voter data canlso be provided in several electronic formats, sucllaasl formats or
delineatediles. Candidates are advised to be specific in requesting the format for electronic

files.

d) As always, the SOE staff encourages candidates to contact the office with any questions

or if additional information is desired.
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J. Public Testing of Election Equipment

Description:
This section outlines the general requirements for public testing ofoglegjuipment.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

101.5612 Testing of tabulating equipment.
105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING

Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office fdepartment of State

1S2.017 Reporting Requirements for Campaign Treas
Forms:

N/A

Procedure:

1. Logic and Accuracy Tests

a) Section 101.5612(1), F.S., stafes\ | | el ectronic or electro
shall be thoroughly tested at thenctusion of maintenance and programming. Tests shall be
sufficient to determine that the voting system is properly programmed, the election is
correctly defined on the voting system, and all of the voting system input, output, and

communication devicesaveor Ki ng properl y. o

b) Theautomatic tabulating equipmesttall be testedroany day not more than 10 days
prior to the commencement of early votingesting of the equipment will continue until

satisfactorily completed.

c) Candidates are encouraged to attemdlip testing of equipment if possiblé\ schedule
of testing dateand locatios is provided at qualifying or the candidate may call the SOE for

the next scheduled testing date
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K. Poll Watchers

Description:
This section outlines the general requiremémtpoll watchers on election day.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

101.131 Watchers at polls.

105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING

Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office fdepartment of State
1S2.017 Reporting Requirements for Campaign Treas

Forms:
16432 CAN Poll watchers Candidate & Political
Procedure:

1. Watching the Polls

a) Each candidatand political partynay have one Poll Watcher in each polling place and

early voting site at any one tingeirringan election.

b) Each poll watcheshall be allowed within the polling room in order to watch and
observe the conduct of voters and election officidlewever,the poll watcher cannot come
cl oser t o MleloethewdtirfgibonthsaHarsi®reasoaably necessary to perform
theseduties.

c) The Pollwatchers must furnish theaterials and necessitis poll watchingand will

not be allowed to obstruct the orderly conduct of any election.
2. Qualified Poll Watchers

a) Each poll watcher must be a qualified and registered voter of the county intivdich

individual desires to serve as a poll watcher
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b) No candidate, sheriff, deputy sheriff, police officer or other law enforcement officer may
be designated as a poll watcher.

c) Each candidate requesting to have poll watchers on election day must debignate
names of poll watchers, tlassigned precincts and hours of duty to the county supervisor of
elections prior to noon of the secofdesday precedinglectionday, or at leat 14 days

before early voting begirfer early voting poll watchergn the SOE Office designated form.

d) The poll watchers for each polling place will be approved by the supervisor of elections
on or before the Tuesday before electialy, or no later than days before early voting

begins for early voting poll watcher3 he supervisor will furnish the officials of each polling
place a list of approved poll watchers

. Poll Watcher Conduct

a) Poll watchers must dress appropriately so as not to disrupt theffleting while

watching the polls.

b) The poll watchers shall pose any questions regarding polling place procedures directly to

the clerk for resolutiomndmay not interact with voters.
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lll. REFERENCE

A. Municipal Qualifying Summary

Description:
This sectioroutlines the general qualification summary for each murligpaernment for candidates torr
for public office.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING

Administrative Rules:
1S2.0001 Desigration of Division of Elections as Filing Office for Department of State

1S2.017 Reporting Requirements for Campaign Treas

Forms:
N/A

Procedure:
See Next page.
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1. QUALIFYING AND ELECTION CYCLE

I\nggigil Offices Qualifying Year/Election Cycle
*Mayor 2012& every 4 years thereafter (4 year term)
Callaway Ward 1 and 2 2010 & every 4 years thereafter (4 year term)
Ward 3 and 4 2012 & every 4 years thereafter (4 year term)

*Mayor 2011 & every 4 years thereafte(4 year term)
Lynn Haven Seat1land 2 2011 & every 4 years thereafter (4 year term)
Seat3and 4 2013& every 4 years thereafter (4 year term)

Mexico Beach

*Mayor/Group 1

2011& every 2 years thereafter (2 year term)

Group 2 and 3

2011& every 2 years thereafter (2 year term)

Group 4 and 5

2010& every 2 years thereafter (2 year term)

*Mayor 2011Every odd numbered year (2 year term)
Panama City Ward 1 and 4 2013& every 4 years thereafter (4 year term)
(Primary/General Election)
Ward 2 and 3 2011 & every 4 years thereafter (4 year term)
*Mayor 2012 & every 4 years thereafter (4 year term)
Panama City Beach Ward 1 and 3 2010 & every 4 years thereafter (4 year term)
Ward 2 and 4 2012 & every 4 years thereafter (4 year term)
*Mayor 2011Every odd numbered year (2 year term
Parker y y year 2y )
(Vote for Two Issue on | Seat 1 and 3 2013& every 4 years thereafter (4year term)
Seats
) Seat2 and 4 2011 & every 4 years thereafter (4year term)
*Mayor 2011Every odd numbered year(2year term)
Springfield Ward 1 and 2 2010Every even numbered year (2year term)
Ward 3 and 4 2011Every odd numbered year (2year term)
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2. CALLAWAY MUNICIPAL OFFICES 2010

Commissioner Ward 1 and Ward 2(Non Partisan Office)

Election Date April 20, 2010
Public Testing *8:30 a.m. Friday April 22010
Term of Office 4 Years Term Commences: NoBfriday after election

Quialifications

Registered voter of Bay County and resident of Callaway. Mayoral candidates may
in any ward of thesity but must have resided within city limits for at least 36 months
immediately prior to election day. Commission candidates must reside in the ward f
which they are candidates at least 6 months immediately prior to election day and m
have resideavithin city limits for at least 36 months immediately prior to election day.
All candidates must also provide an affidavit of residency.

Electorate

Registered eligible voters of Callawaipte at large

Book Closing

March 22, 2010

Qualifying Period

NoonFebruary 8, 201:MNoon February 12, 2010

Annual Salaries

Mayor: $10,000.08#4= = Commissioner: $8,200.80 (** Subject to verification

1% Assessment Fee

Mayor: $100.06 Commissioner: $82.00 (1% of Annual Salary)

City Qualifying Fee

NONE

Total Qualifying Fee

Mayor: $100.06* Commissioner: $82.00

Method of
Qualifying

[1 Pay Qualifying Fees OR Petition Proces85 Valid Petitions (based on
1% of the registered voters as of the last gerateation)

[1 Once you have filed your DBE 9 you may start gathering signatures on
Petition Form DSDE 104.

[1 Petitions must be submitted to the Supervisor of Elections for verification g
to NoonJanuary 11", 2010 There is a cost of $.10 per ségure verified.

Other Requirements

[1 Appointment of Campaign Treasurer & Designation of Campaign Depositd
(DS-DE 9)

[1 Statement of Candidate (EI3E 84)

1 Loyalty Oath/Oath of Candidate (BBE 25
[1 Form XStatement of Financial Intere2809
1 Affidavit of Residency

[1 Campaign check for qualifying fee made payable to the City of Callaway fr
the candidateds campaign account

OR
[1 Notification to Candidate/Candidate Petition Certification (already filed)
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3. LYNN HAVEN MUNICIPAL OFFICES 2011

Mayor, Commissioner Seat 1 and Seat @on-Partisan Office)

Election Date

April 19", 2011 and (if required) Runoff Mag7", 2011

Public Testing

TBD

Term of Office

4 Years- Term Commences:*ICommission meeting following the Certification

Quialifications

Registered voter of Bay County and resident of Lynn Haven. Must designaté
number for which candidate is qualifying.

Electorate

Registered eligible voters of Lynn Hav¥fote at large

Book Closings

General Election March1®, 2011 Run-off ElectionApril 18", 2011

Qualifying Period

Noon February™, 2011-Noon February.1™, 2011

Annual Salaries

Mayor: $7,680.00 Commissioner: $6,480.00

1% Assessment Fee

Mayor: $76.80 Commissioner: $64.80

City Qualifying Fee

NONE

Total Qualifying Fee

Mayor: $76.80 Commissioner: $64.80 (1% of Annual Salar

Method of Qualifying

[ Pay Qualifying Fee
OR

[1 Petition Procest1% of the registered voters astbé last general election
(111 as of 2000

[1 Once you have filed your DBE 9 you may start gathering signatures on
Petition Form DSDE 104.

[1 Petitions must be submitted to the Supervisor of Elections for verification
to NoonJanuary 10", 2011. There is a cost of $.10 per signature verified

Other Requirements

(1 Appointment of Campaign Treasurer & Designation of Campaign Deposit
(DS-DE 9)

[] Statement of Candidate (EI3E 84)
1 Loyalty Oath/Oath of Candidate (BSE 25
(1 Form 1- Statement of Financial Interests120

[J Campaign check for qualifying fee made payable to the City of Lynn Have
from the candidateds campaign acco

OR
[J Notification to Candidate/Candidate Petition Certification (already filed)
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4. MEXICO BEACH MUNICIPAL OFFICES 2010

Council Member Group 4 and 5 (Non-Partisan)

Election Date

General Election April @", 2010 Run-Off Election May18", 2010

Public Testing

*8:30 a.m. Friday April 22010

Term of Office

2 Years Term Commences: *Monday in June

Qualifications

Registered voter in Bay County, must designate Group for which candidate is
qualifying and must have resided within city limits of Mexico Beach for 1 year
prior to qualifying for office. (The Maye€ouncilman position igesignated as
Group 1.)

Electorate

Registered eligible voters of Mexico Beacbte at large

Book Closing

General Election March2" 2010 Runoff ElectionApril 19", 2010

Qualifying Period

Noon February 8, 202tBoon February 12, 2010

Annual Salaries

Mayor: $9,600.00 Council Member: $4,800.00

1% Assessment Fee

Mayor: $96.00 Council Member: $48.00 (1% of Annual Salar

City Qualifying Fee

NONE

Total Qualifying Fee

Mayor: $96.00 Council Member: $48.00

Method of
Qualifying

1 Pay Qualifying Fee
OR

[1 Petition Process1% of the registered voters as of the last general ele¢fion
as of 2009

[1 Once you have filed your BBE 9 you may start gathering signatures on
Petition Form DSDE 104.

[1 Petitions must be submitted to the Supervisor of Elections for verification
to NoonJanuary 11", 2010. There is a cost of $.10 per signature veiifi

Other Requirements

(1 Appointment of Campaign Treasurer & Designation of Campaign Depositc
(DS-DE 9)

[ Statement of Candidate (EI3E 84)
[1 Loyalty Oath/O#h of Candidate (D®E 25
[1 Form 1- Statement of Financial Interests 2009

1 Campaign checfor qualifying fee made payable to the City of Mexico Beac
from the candi dateds campaign acco

OR
[J Notification to Candidate/Candidate Petition Certification (already filed)
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5. PANAMA CITY MUNICIPAL OFFICES 2011

Mayor & Commissioner Ward 2 and 3(Non-Partisan)

Election Date

Nominating Primary Election-April 19", 2011 General ElectionMay 17", 2011

Public Testing

TBD

Term of Office

Mayor: 2 Years Commissioner: 4 Years
Term Commences: Nodi?Wednesday following date of the General Election

Qualifications

Registered voter of Bay County and resident of City of Panama City for 6
continuous months prior to election. Candidates for Commissioner must resic
the ward for which they amgualifying.

Electorate

For Mayor: Vote At Large For Commissioner: Vote By Ward

Book Closing

Nominating Primary Election Marchl®, 2011 General Election April&", 2011

Qualifying Period

Noon February™™-NoonFebruary 11, 2011

Annual Salaries

Mayor: $26,869.71 Commissioner: $25,069.71

1% Assessment Fee

Mayor: $268.70 Commissioner: $250.70 (1% of Annual Salar

City Qualifying Fee

Mayor: $1343.49 Commissioner: $125@40 of Annual Salary)

Total Qualifying Fee

Mayor: $1,612.19* Commissioner: $1,504.19*

Method of Qualifying

1 Qualifying Fees

OR
[1 Petition Process- Validated Signatures:
[1 Mayor-231 Ward 246 Ward 483

[1 Once youhave filed your DSDE 9 you may start gathering signatures on
Petition Form DSDE 104.

[1 Petitions must be submitted to the Supervisor of Elections for verification
to NoonJanuary 10", 2011 There is a cost of $.10 per signature verified

Other Requirements

Qualifying is performedatth e Ci ty Cl er kés office
Harrison Avenue, Panama City.Ci t v Cl e r#k87%23080h o n e

1 Appointment of Campaign Treasurer & Designation of Campaign
Depository(DSDE 9)

[ Statement o€andidate (DSDE 84)
1 Loyalty Oath/Oath of Candidate (BBE 25
[1 Form 1- Statement of Financial Interests 2010

[1 Campaign check for qualifying fee made payable to the City of Panama Ci
from the candi dateds campaign acco

OR
] Notification to Candidate/Candidate Petition Certification (already filed)
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6. PANAMA CITY BEACH MUNICIPAL OFFICES 2010

Ward 1 and Ward 3 (Non-Partisan)

Election Date

General: April 20, 2010

Public Testing

*8:30 a.m. Friday April 22010

Term of Office

4 Years Term Commences: *ICouncil Meeting After Election

Qualifications

Registered voter of Bay County and resident of Panama City Beach. Counc
Members must have resided in the ward for which they are qualifying for 6

months prior to election. Mayoraeandidates may reside in any ward, but musil
have resided in the city for 6 months prior to election. Must NOT have serve(
that office for 2 full terms.

Electorate

Registered eligible voters of Panama City Bedoke at large

Book Closing

GeneraElection March 22, 2010

Quialifying Period

Noon February 8, 202tNoon February 12, 2010

Annual Salaries

Mayor: $11,500.00 Council Member: $11,500.60

1% Assessment Fee

Mayor: $115.06* Council Member: $115.00 (** Subject to verification)

City Qualifying Fee

Mayor: $500.06 Council Member:  $500.00

Total Qualifying Fee

Mayor: $615.06 Council Member: $615.00

Method of
Quialifying

[1 Pay Qualifying Fee
OR

[1 Petition Procest1% of the registered voters as of thst general electior{76
as of 2009

[1 Once you have filed your DBE 9 you may start gathering signatures on
Petition Form DSDE 104.

[1 Petitions must be submitted to the Supervisor of Elections for verification
to NoonJanuary 11, 2010 Thee is a cost of $.10 per signature verified

Other Requirements

[ Appointment of Campaign Treasurer & Designation of Campaign Deposit
(DS-DE 9)

[1 Statement of Candidate (EI3E 84)
[1 Loyalty Oath/Oath of Candidate (BSE 25
0 Form XStatement oFinancial Interests 2009

[1 Campaign check for qualifying fee made payable to the City of Panama C
Beach from the candidateb6s campaig

OR
[1 Notification to Candidate/Candidate Petition Certification (already filed)
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7. PARKER MUNICIPAL OFFICES 2011

Mayor and Seat2 and 4 (Non-Partisan Office)

Election Date

April 19", 2011

Public Testing

TBD

Term of Office

Mayor: 2 Yars Council Members: 4 Years
Term Commences: *Tuesday AftefElection

Quialifications

Registeredroter of Bay County and resident of City of Parker

Electorate

Registered eligible voters of Parkéote at large

Book Closing

March 215 2011

Qualifying Period

Noon February -Noon February 1", 2011

Annual Salaries

Mayor: $7,200.00 Commissioner: $4,800.00

1% Assessment Fee | Mayor: $72.00 Commissioner: $48.00
City Qualifying Fee NONE
Total Qualifying Fee | Mayor: $72.00 Commissioner: $48.00 (1% Annual Salary)

Method of
Qualifying

[1 Pay Qualifying Fee
OR

[1 Petition Procest1% of the registered voters as of the last general ele¢8an
as of 2009

[1 Petitions must be submitted to the Supervisor of Elections for verification [
to NoonJanuary 10", 2011. There is a cost &.10 per signature verified.

Other Requirements

(1 Appointment of Campaign Treasurer & Designation of Campaign Depositc
(DS-DE 9)

[ Statement of Candidate (EI3E 84)

1 Loyalty Oath/Oath of Candidate (BBE 25
[1 Form XStatement of Financi&hterests 200
]
c

Campaign check for qualifying fee made payable to the City of Parker fron
andi datebs campaign account .

OR
[J Notification to Candidate/Candidate Petition Certification (already filed)
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8. SPRINGFIELD MUNICIPAL OFFICES 2010
Commissioner Ward 1 and 2 (Non-Partisan Office)
Election Date April 20", 2010
Public Testing *8:30 a.m. Friday April 2, @10
Term of Office 2 Years Term Commence$:Tliesday After Ection

Qualifications

Registered voter of Bagounty and resident of City of Springfield. Candidates
Commissioner must have resided in the Ward they seek to represent for 6 mc
immediately prior to the election and candidates for Mayor must have resided
Springfield for 6 months immediatepyior to the election.

Electorate Registered eligible voters of Springfielbte at large

Book Closing March 224 2010

Qualifying Period Noon February 8-Noon February 2", 2010

Annual Salaries Mayor: $17,194.37 Commissioner: $14,328.70

1% Qualifying Fee Mayor: $171.94 Commissioner: $143.29 (1% of Annual Sale
City Qualifying Fee | Mayor: $859.72 Commissioner: $716.44 (5% of Annual Sale
Total Qualifying Fee | Mayor: $1,031.66 Commissioner: $859.73

Method of
Qualifying

(1 Qualifying Fees
AND
1 30 Validated Signatures For Mayor of registered eligible voters of Springfie

[0 15 Validated Signatures For Commissioner of registeligible voters of
Springfield

[1 Petitions must be submitted to the Supervisor of Elections for verification p
to Noon January 11", 2010. There is a cost of $.10 per signature verified.

Other Requirements

(1 Appointment of Campaign TreasureriZesignation of Campaign
Depository(DSDE 9)

[1 Statement of Candidate (EI3E 84)
[ Loyalty Cath/Oath of Candidate (BDSE 25
[1 Form 1- Statement of Financial Interests 2009

0 Campaign Check from the candidate
Made Payable to th@ity of Springfield

AND
) Notification to Candidate/Candidate Petition Certification (already filed)
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B. Form and Policy Descriptions

Description:
This section outlines th@ost common documents candidates must be familiar witmtéor public office.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING

Administrative Rules:
1S2.0001 Designation bDivision of Elections as Filing Office for Department of State

1S52.017 Reporting Requirements for Campaign Treas

Forms:
See below.
Procedure:
1. All forms
a) All forms are provided or can be accessed by goivgiw.bayvotes.or@nd A c | i
t he ADivision of Elections Florida Il cono

b) Al forms are specific to the office.

public officeyou are running for).
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C. Campaign Schedules

Description:
This section outlines the basic time schedules candidates must be familiar with to run for public office.

Federal Statutes:

NONE

State Statutes:

99 CANDIDATES

105 NONPARTISAN ELECTIONS
106 CAMPAIGN FINANCING

Administrative Rules:

1S2.0001 Designation of Division of Elections as Filing Office for Department of State

1S52.017 Reporting Requirements for Campaign Treas

Forms:

See below.
Procedure:

1. Financial Reporting Schedule

a) See tablen following page.
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2. 2010 Election Cycle Reporting Dates

Code

Report Title

Reporting Period

Filing Period is any time within date
range below.

Q4

2009 4" Quarter

10/01/2009 12/31/2009

01/01/2010- no later than - 01/122010

GM46

46" Day Prior/1st Election

01/01/2010- 02/262010

02/27/2010- no later than - 03/052010

GM32

32" Day Priof1st Election

02/27/2010- 03/12/2010

03/13/2010- no later than - 03/192010

GM18

18" Day Priof1st Election

03/132010- 0326/2010

03/27/2010- no later than - 04/022010

GM4

4™ Day Priorist Election

03/27/2010- 04/152010

no later than - 04/162010

ONLY FOR RUN-OFF/2™ ELECTION

h .
Rm1g | 18" Day Priorto 04/162010- 04/232010 | 04/242010- no later than 04/302010
Run-Off/2nd Election
4" Day Priorto
RM4 RuUnOff2nd Election 04/242010- 0513/2010 | no later than - 05/142010
TERMINATION REPORTS
01/01/2010- 05/132010
oTm1 | 20 Days After _ _ N 02/132010- no later than 05/132010
June Qualifying | (Candidate with No Opposition)
90 DaysAfter 04/162010- 07/192010
GTM2 | 1t Election (Candidatalefeated in ¥ Election) 04/21/2010 - no later than 07/192010
90 Days After
RTM3 | RunOffiand | 92/14201008/16/2010 05/192010- no later than 08/162010
Election (All remaining Candidates)
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