
 
 

 
 
 
 
 
 

Now that you’ve filed to run for 
office, the following 

information will help you run a 
successful campaign. 
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Now What Do I Do?



STATEMENT OF CANDIDATE
• Your next step as a filed candidate is to read 

Chapter 106 of the Florida Statutes and submit 
your Statement of Candidate.

• The Statement of Candidate must be filed with 
the Supervisor of Elections Office within ten (10) 
days of filing the Appointment of Campaign 
Treasurer and Designation of Campaign 
Depository.                                                                                       

(106.023, F.S.)              

• Now you’re set until qualifying.  Have fun 
campaigning and don’t forget to timely file your 
campaign treasurer’s reports. 

• Keep reading for additional information on 
candidate qualifying, campaign finance, filing 
your campaign reports, and campaign 
advertising.



Insert statement of candidate here



CANDIDATE QUALIFYING 
• Pursuant to 99.061, F.S., all candidates must file their 

qualifying papers in the office of the Supervisor of 
Elections 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.

• No qualifying papers will be accepted PRIOR TO NOON 
ON THE BEGINNING DATE OF QUALIFYING OR AFTER 
NOON AT THE END OF QUALIFYING.

• Additional information regarding qualifying will be 
forwarded to filed candidates prior to the beginning of the 
qualifying period.

The Election Laws 
and Candidate 

Handbook can be 
downloaded from 
elections.myflorida.com

http://elections.myflorida.com/publications/pdf/2010/2010ElectionLaws.pdf�


Law requires that a candidate file the following:
Appointment of Campaign Treasurer and Designation 

of Campaign Depository (Form DS-DE 9)
AND

Statement of Candidate (Form DS/DE 84)
AND

Loyalty Oath/Oath of Candidate
(Forms DS-DE 24A, 24B or 24 C)

AND
Statement of Financial Interests (Form 1 or Form 6)

AND
Petition Certification 

OR
Qualifying Fee (Check MUST be drawn from campaign 

account ) Special District candidates who’s only expense is the 
filing fee. They are not required to appoint a campaign treasurer or 

designate a primary campaign depository.

More detailed information will become available 
as the election cycle progresses

CANDIDATE QUALIFYING
(cont’d)



DATES TO REMEMBER

PETITIONS

Judicial Candidates – NOON on 3/19/2012

Local Candidates – NOON on 5/7/2012
(Petitions must be received in the Supervisor of Elections Office by the above deadline to be verified)

QUALIFYING

Judicial Candidates – NOON, 4/16 – NOON, 4/20/2012

Local Candidates – NOON, 6/4 – NOON, 6/8/2012



 

CAMPAIGN REPORT 
FILING DATES 

Calendar of Reporting Dates for candidates (2012 and 2014), party executive committees, 
political committees, committees of continuous existence, electioneering 
communication organizations and independent expenditure organizations.  

 

REPORT SCHEDULE ** 
Cover Period                         Report Code                            Due Date 

 
10/01/11 – 12/31/11                        2011 Q4                                 01/10/12 

 
01/01/12 – 03/ 31/12                       2012 Q1                                 04/10/12 

 
04/01/12 – 07/06/12                        2012 F1                                 07/13/12 

 
07/07/12 – 07/20/12                        2012 F2                                 07/27/12 

 
07/21/12 – 08/09/12                        2012 F3                                 08/10/12 

 
08/10/12 – 09/14/12                        2012 G1                                 09/21/12 

 
09/15/12 – 09/28/12                        2012 G2                                 10/05/12 

 
09/29/12 – 10/12/12                        2012 G3                                 10/19/12 

 
10/13/12 – 11/01/12                        2012 G4                                 11/02/12 

 
11/02/12 – 12/31/12                        2012 Q4                                 01/10/13 * 

 
Termination Reports 

After April Qualifying                            TR                                      07/19/12 
 

After June Qualifying                            TR                                      09/06/12 
 

Primary Election                                    TR                                      11/12/12 
 

General Election                                    TR                                      02/04/13 
 

* 2012 Q4 report not required by candidates participating in the 2012 Election. 
**Dates are subject to change by legislative action and updates will be provided to all filed 
candidates as they become available. 



CAMPAIGN FINANCE
• Candidates are required to report all:

– Contributions
– Expenditures

• Contributions include:
– Money (checks, credit cards, debit cards, and cash up to 

$50)
– Third party loans
– In-kind contributions

• Contributions are limited to: 
– $500 per election per donor
– $250 Per election per donor for Leon County Commission 

and Constitutional Officer Candidates (per County Charter)

– $50 in cash per donation
– $100 from non-emancipated minor

• There are no limitations on contributions made by the candidate 
to their own campaign.

• In-kind contributions made by the candidate cannot be 
monetarily reimbursed at the end of the campaign if funds 
remain. 

• Occupations listed for contributions may not state 
“businessman.”  You must list the specific job title for each 
contributor.

http://www.leonvotes.org/includes/Candidates and Reports/PDF/Ordinance No. 2010-21.pdf�


Campaign Financing & 
Reporting Requirements (cont’d)

• For business contributions, the specific principal type of 
business conducted must be listed. (i.e. real estate, 
construction, banking)

• Contributions may not be accepted by the campaign:
– Upon becoming unopposed at the end of the 

qualifying period
– Upon withdrawal from race
– Upon losing election

• Candidates or their representatives cannot accept 
donations within 5 days of an election containing their 
contest.
– Defined by DOE advisory opinion as Thursday at 

midnight prior to the election
• Unauthorized Contributions

– Must be returned to contributor
– May not be used or expended by or on behalf of 

candidate
• Anonymous Contributions

– Must be reported as anonymous contribution
– Provide a cover letter explaining that contribution is 

anonymous and impossible to return within 10 days 
of submitting the report

– Do not spend contribution
– At end of campaign, donate to appropriate entity 

under section 106.141, F.S.
• All campaign contributions must be deposited within 5 

business days of receipt.
• Accepting a contribution in a government building is 

prohibited.



Campaign Financing & 
Reporting Requirements (cont’d)

• It is a violation to solicit contributions from or make 
donations to religious, charitable, or civic organizations 
unless the candidate has been a member or regular 
donor of such for at least six months, or it involves the 
purchase of tickets, admission to an event, or 
purchasing an advertisement 106.08(5)(B).

• Campaign expenditure reports must be complete, 
including:
– Payee’s full name and address 
“Jane Doe, Tallahassee, FL” is not sufficient
– Amount of expenditure
– Date
– Purpose of payment (clear and specific)

• Use of credit cards, including personal cards, are 
prohibited in local races.
– Use checks or debit card drawn on campaign 

account
• If a reimbursement is made on the expenditure side, 

an entry on the contribution side must also be listed for 
that corresponding item.

• Do not pay for items out of your own funds and then 
reimburse yourself.  If you are out and do not have a 
campaign check or debit card to use, you must list the 
item as an in-kind contribution.  REMEMBER, in-kind 
contributions cannot be monetarily reimbursed.



Campaign Financing & 
Reporting Requirements

(cont’d)

• After qualifying, a treasurer may withdraw up to $100 per 
week from Petty Cash.

• Petty Cash funds must be spent in amounts less than 
$100:
– May only be used for office supplies, transportation 

expenses and other necessities
– May not be used for the purchase of time, space or 

services from any communications media
• Reporting Petty Cash:

– Candidate must report total amount withdrawn and 
total amount spent each reporting period.  This will 
include two entries on the expenditure side of the report

– Candidate does not have to report each expenditure 
from petty cash individually, however…

– Complete records of petty cash expenditures must be                        
kept



Campaign Financing & 
Reporting Requirements (cont’d)

• After the election is over, money in the campaign 
account can be used to:
– Purchase “thank you” advertising
– Pay for items previously obligated
– Pay campaign account close-out costs
– Dispose of funds under Ch. 106.141, F.S.

• Ch. 106.141 provides:
– Candidate may be reimbursed for previously 

reported campaign contributions and loans
– Pay Elections office for petition verification if undue 

burden form was submitted
– Pay election assessment fee, if candidate qualified 

by petition
– Return contributions to all contributors on a pro-

rata basis
– Give the funds to a Sec 501(C)(3) charitable 

organization
– Give the funds to the party of which the candidate 

was a member (not to exceed $10,000)
– Give the funds to the political subdivision from 

which the candidate sought office
• Candidates have 90 days following their election, loss 

or withdrawal to file a final termination report with the 
Elections Office.



Campaign Financing & 
Reporting Requirements (cont’d)

• Failure to submit a complete campaign finance report 
electronically by 11:59 p.m. on the date due will result 
in the Supervisor of Elections declaring the report 
“delinquent”.

• Do not submit the report prior to the period closing.
• A campaign finance report may be amended any time 

after its submission.
• Failure to file the campaign finance report with the 

Supervisor of Elections Office by the required date will 
result in an automatic fine!
– $50 per day for the first 3 days late (including 

weekends), then
– $500 per day, not to exceed 25% of total 

contributions or expenditures, whichever is greater
– Latter penalty automatic on report immediately 

preceding primary or general election
– All fines must be paid from personal, not campaign 

account!



FILING CAMPAIGN REPORTS 
 

Our office requires the electronic filing of campaign 
treasurer reports in order to make campaign 
contributions and expenditures readily available to 
the public.  The system also allows candidates the 
ability to quickly and easily view opponents’ 
reports.  The system is free to the candidate and 
can easily be accessed through our website at  
www.Leonvotes.org. 
 
To access the online reporting system you will need 
the following: 
 

- A computer equipped with an internet 
connection 

- A web browser configured to accept cookies 
and with pop-up blockers disabled 

- Adobe Acrobat Reader software (needed to 
view and print reports).  If you don’t have the 
software on your computer, you can download 
it free of charge from 
http://get.adobe.com/reader/ 

- Your candidate ID and generic password, 
issued by our office 

http://www.leonvotes.org/�
http://get.adobe.com/reader/�


FILING CAMPAIGN REPORTS 
(continued) 

 
Upon becoming a filed candidate, each candidate 
will be assigned a candidate ID and generic 
password for logging into the system.  T he 
candidate and campaign treasurer will receive  
separate pins that are used to submit reports  
electronically.  T hese Pins are intended to be a 
unique identifier for the candidate and the 
treasurer.  O nce both pins are assigned to the 
report, this affirms that both the candidate and 
treasurer have reviewed the report for accuracy 
prior to electronic submission. 
 
 



GETTING STARTED

• Using your internet connection access the internet.
• Log on to Leon County Supervisor of Elections 

website at: www.LeonVotes.org



LOGGING IN
• Locate the Electronically Filing link located 

under the User Login on the right side of the 
page.

• Click this link to continue the Login  process.



LOGGING IN (cont’d)

• Type in the Candidate ID number and Password 
supplied to you by the Leon County Supervisor of 
Elections Office in the spaces provided.

• Click the Login button.
• We strongly suggest that you change your password 

the first time you log in.  
• You are responsible for remembering your new 

password and keeping it safe.



How do I change my password and/or 
PIN? 

 

Upon logging onto the electronic filing system 
for the first time the candidate should change 
the generic password and provide this 
password to the treasurer.  The candidate 
MUST also change his/her generic numeric pin 
to a secure 4 digit pin.  The treasurer MUST 
seperately  change his/her generic pin to a 
secure 4 digit pin.  Please follow the 
instructions below. 

 

On the Report list, click Change 
Password/PINs .   

 

 



In the Enter Old Finance System Access 
Password field, enter the password given 
to you by our office.  Then enter your new 
password in the other two fileds.  Repeat 
these steps to change the PINs for the 
candidate and/or the treasurer.  Once you 
have entered all of the information to be 
changed, click Change Password/PINs. 

 



• The system will present you with a list of reports 
similar to this to choose from.

• Find the line with the appropriate reporting period 
for your data.  Your data must fall within the 
dates listed for the reporting period.

ENTERING FINANCIAL 
REPORT DATA



ENTERING FINANCIAL 
REPORT DATA (cont’d)

• Click either Enter Contributions or Enter 
Expenditures for the appropriate report period 
depending on whether you wish to enter 
contributions or expenditures.



• Click one of the Add Contribution or Add 
Expenditures links.

• Note:  Return to Report List will take you back 
to the list of reports.

ENTERING FINANCIAL 
REPORT DATA (cont’d)



ENTERING FINANCIAL 
REPORT DATA (cont’d)

• Enter all required information into the appropriate 
area of the form.

• If the contributor or vendor is a company, enter 
the entire company  name in the Last name field 
and leave the First and Middle name fields blank.



ENTERING FINANCIAL  
REPORT DATA  (cont’d) 

 
• Be sure to notice Contributor Type and Contribution Type default 

values and change if needed using drop down arrow to select 
appropriate type. 

 
 

• Select the Add Contribution button to add each item to the report 
list. 

• Use the “Back to transaction” button to return to the report list 
upon completion.  Returning to the report list automatically saves 
your work. 
 

 



ENTERING FINANCIAL 
REPORT DATA (cont’d)

• If you need to make a change to an item after 
adding it, select the Edit link at the left of that 
item.

• To delete an item, select the Delete link located 
to the left of that item.



TO FILE YOUR REPORT 
 

 
 
 
 
 

 



TO FILE YOUR REPORT 
 

 
 
 
 

After assigning both PIN’s you 
should see a view of the report to be 
filed. 



TO FILE YOUR REPORT (continued) 
 

• Enter both PINs in the space provided and click Assign PIN to file the report. 
 

  
 

• You can file the report at a later time by entering just one of the PINs and clicking 
Later. The report will be “pending” submission/filing for a later time.  You will 
be returned to the report list. 

 

 
 
The message “Signature (PINS) Required” will appear in the report’s Status column.  At 
this point, the report is locked and no changes can be made until after it is filed. 
             

 
 
 
Enter the missing PIN and click Assign PIN to file the report. 



If you want to unlock the report so that changes can be made. 
 
 

 



SUBMITTING A WAIVER

• If you have had no campaign activity (received 
no contributions nor made any expenditures), 
you must submit a waiver of no activity.

• Click the Submit Waiver button only once when 
you are ready to submit the waiver for the 
reporting period.



SUBMITTING A WAIVER
(cont’d)

• Just as submitting a report, once a waiver is 
submitted, no changes can be made.  After 
submission, if you find you did have contributions 
or expenditures for a period, you must file an 
amendment. 

• Click the Submit Report button only when you are 
ready to submit the Waiver.

• Note, both the contributions and 
expenditures are $0.00 when a waiver is 
submitted.



AMENDING A REPORT

• Log In using your 
Candidate ID 
number and 
password.

• Find the line 
containing the 
correct report 
that needs to be 
amended.

• Click on the 
amend button.

NOTE:  A report must have 
been submitted or received 
before it can be amended.



AMENDING A REPORT (cont’d)

• This screen should appear if 
you clicked the Amend 
button.

• Click the next button to 
continue.

• This screen should now 
appear.

• You will notice a report 
has been added for the 
same time period you 
selected with the 
addition of the word 
(Amended).



AMENDING A REPORT (cont’d)

Select either the Enter Contributions Button or 
Enter Expenditures Button based on the type of 
entry you need to amend.



AMENDING A REPORT (cont’d)

You now have the option to:

Add Expenditure                 Add Contribution

or

Amend Item from the Original Report



AMENDING A REPORT (cont’d)

• If you are amending 
• an item from the 
• original report you will 

see a screen like this 
one.

• From this list select the 
item that needs to be 
amended.

• Click on the Amend 
• Item button.



AMENDING A REPORT (cont’d)

• Make the needed change.
• Click the Update Amended Contribution or 

Update Amended Expenditure Button.



• If you clicked Add  Contribution or Add 
Expenditure you will be taken to a screen that 
looks similar to the original entry screen.

• Enter the information you wish added to your 
report.

• Click Add Expenditure or Add Contribution button.

• Click Cancel once you have completed making 
entries.

AMENDING A REPORT (cont’d)



AMENDING A REPORT (cont’d)

• After you have completed amending the report click 
on the Return to Report List Button.

• An Amended Report must be submitted in the same 
manner as the original report. 

• If you have any questions regarding the electronic 
submission of a report, please contact Leon County 
Supervisor of Elections office.



CAMPAIGN ADVERTISING

• Any political advertisement that is paid for by a candidate and 
that is published, displayed, or circulated prior to, or on the 
day of any election must prominently state:
– That it is a paid political advertisement.
– Who paid for and approved it.
– The candidate’s name.
– The candidate’s party affiliation if it is a partisan office.
– The office sought.
– EXAMPLE:  “Political advertisement paid for and approved 

by . . . (name of candidate) . . . (party affiliation) . . . for 
(office sought).

• Exceptions to this rule include:
– Items designed to be worn
– Novelty items which support, but do not oppose, a 

candidate
• Campaign fundraiser tickets must have additional language 

which must appear in addition to the basic disclaimer:
– “The purchase of a ticket for, or a contribution to, the 

campaign fund raiser is a contribution to the campaign 
of…”



Campaign Advertising 
Requirements (cont’d)

CANDI DATE  Attorney General

Pursuant to chapter 479, no 
political campaign advertisements 
shall be erected, posted, painted, 
tacked, nailed, or otherwise 
displayed, placed, or located on or 
above any state or county road 
right-of-way.  (F.S. 106.1435(3))



Campaign Advertising 
Requirements (cont’d)

• Only candidates running for an office they currently 
hold may use the word “re-elect”.

• Candidates running for offices they do not currently 
occupy must use the word “for” between their name 
and the office sought.

• No person running for office may represent or claim 
they have the support of a person or organization 
unless approval in writing has been received from 
such.

• All political signs, bumper stickers, or other material 
advocating the support or opposition of a candidate 
or issue are illegal if placed on:
– State road right-of-ways
– County road right-of-ways
– City road right-of-ways (prohibited by 

Tallahassee city ordinance)
– National Forest land

• Signs may only be erected on private property with 
the owner’s permission and must be placed inside 
the utility lines



Campaign Advertising 
Requirements (cont’d)

Re-Elect
CANDI DATE
Leon County
Supervisor of 

Elections

ILLEGAL
SIGN

No signs should 
be erected on 

utility poles



Campaign Advertising 
Requirements (cont’d)

• Campaign signs are not allowed in the ground at 
polling places.

• Individuals may hold signs at the polls while they 
are at the polling site, but any signs left 
unattended at the polling site will be removed.  For 
example:
– Vehicles with yard signs affixed to them
– Pick-up trucks with signs in the bed of the truck

CANDI DATE 
for

Leon County
Supervisor of

Elections

ILLEGAL
SIGN



Campaign Advertising 
Requirements (cont’d)

• No telephone caller may state they 
represent any person or organization 
unless they have written approval 
from such entity for such 
representation.

• No telephone caller shall state or 
imply they represent a non-existent person or 
organization.

• A message placed on an information system 
accessible by computer by more than one person 
(other than an internal communication) must include 
a statement disclosing all information required of 
political advertisements under section 106.143, F.S.

• All TV ads must include both closed captioning 
and descriptive narrative and include the printed 
political disclaimer.

• All campaign telephone calls made by volunteer or 
paid workers must identify:
– Name of person or organization sponsoring 

the call
– State the call was “paid for by” or “paid for on 

behalf of”



SOLICITATION OF VOTERS

• No person or group may solicit voters inside 
the polling place.

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



SOLICITATION OF VOTERS
(cont’d)

The words “solicit” or “solicitation” includes such 
things as:

• asking someone for his or her vote;
• asking for someone’s opinion; 
• asking for a contribution; 
• distributing any political or campaign material or     

handout; 
• asking someone for his or her signature on a 

petition;
• conducting a poll [note exception below];
• The only exception to the no-solicitation law 

applies to the media or others who are allowed to 
conduct exit-polling activities. They may 
approach voters only after voters leave the 
polling place. F.S. 102.031(4)



POLL WATCHERS

If you desire to designate poll watchers, you must
submit, in writing, the prospective poll watchers’
names, the precinct(s) or early voting locations in
which they will watch, and the hours they will be at
each precinct or early voting location.

Poll Watcher applications will be available during the
qualifying period.



IMPORTANT CONTACT 
INFORMATION

Office Address: 315 South Calhoun Street, Suite 110
Tallahassee, FL  32301

Telephone: (850) 606-8683

Fax: (850) 606-8601

Email: candidate@leoncountyfl.gov

Web: www.LeonVotes.org

Office Hours: Monday – Friday    
8:00 a.m. – 5:00 p.m. 

Contacts:  Ion Sancho, Supervisor of Elections
Janet Olin, Assistant Supervisor of ElectionsTameka Byer
Tameka Byer, Election Records Manager
Christopher Moore, Demographics/GIS Manager

mailto:candidate@leoncountyfl.gov�
http://www.leonvotes.org/�


REMEMBER 
You, as the candidate, 
are responsible for all 

aspects of your 
campaign.

Created and distributed by:
Ion Sancho

Leon County Supervisor of Elections
                315 South Calhoun Street, Suite 110

                    Tallahassee FL  32301
                850.606.8683 VOICE
                850.606.8601 FAX

                 Visit our website at:  www.LeonVotes.org



AVAILABLE DATA
Voter Files, Mailing Lists, Reports & Maps 

Our data products are instrumental to conduct a successful 
campaign and are available at a nominal cost.

• What do I know about voters?  Voter Files contain useful 
information on each voter:
– Residence address, party, precinct, district, birthdate, 

gender and race.  Great for petition gathering and 
verification!

– Voting History : How did voters cast their ballot?  Can 
trends be identified?

• Get the message out!  Mailing Lists can help target specific 
groups with individualized messages especially 
households, and return voters.

• Who’s in my district?  Reports provide the background: 
– What is my district’s makeup?  How did these voters 

perform in a past similar election?
• Ready to hit the pavement, but not sure where to go?  Our 

maps provide countywide views to street level detail.
– District Maps
– Precinct Mapbook
That’s not all!  Contact the Demographic/GIS Manager to 

setup an appointment for one-to-one consultation 
today. 

http://www.leoncountyfl.gov/elect/PDFForms/2007PublicDataRequest.pdf�
http://www.leoncountyfl.gov/elect/PDFForms/2007PublicDataRequest.pdf�
http://www.leoncountyfl.gov/elect/?page=Elections%20and%20Results/CurrentRegistrationReports.asp�
http://www.leoncountyfl.gov/elect/?page=Elections%20and%20Results/PastElectionResults.asp�
http://www.leoncountyfl.gov/elect/?page=Elections%20and%20Results/PastElectionResults.asp�
http://www.leoncountyfl.gov/elect/?page=Maps%20and%20Demographics/LeonCountyMaps.asp�
http://www.leoncountyfl.gov/elect/includes/Maps and DemoGraphics/maps/2008/2008GeneralPrecinct Mapbooks.pdf�


Insert data order form here
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