-~y SPECIAL ELECTION REIMBURSEMENT REQUEST FOR EXPENDITURES
FLORIDA l DE Reference Guide 0005(Updated 03/2023)

*DIVISION Ol % These guidelines are for reference only. They are not to be construed as legal advice or representation. For any particular set of

ELECTIONS facts or circumstances, refer to the applicable state, federal law, and case law, and/or consult a private attorney before drawing
d any legal conclusions or relying upon this information.
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Authority for Reimbursement

Section 100.102, Florida Statutes, requires the State to reimburse a county for actual costs incurred to
conduct a special primary and/or special (general) election as ordered pursuant to section 100.101, Florida
Statutes.

Reimbursement Process

In order to be reimbursed:
Reimbursement must be based on the actual expenses.

Supervisor must file actual expenses (basis for reimbursement) with the county AND a copy with
the Department of State.

The Department of State must verify the expenses before payment can be authorized by the
Department of Financial Services (DFS).

Reimbursement will be based upon a “first in, first out” completed submission basis.
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Timeline

Table 1: Timeline

Event Response

Department of State (DOS) reaches out to respective counties affected by
Governor’s Office issues order

Executive Order for
Special Elections Supervisor of Elections (SOE) submits estimated cost of conducting the
special election to Department of State

. . SOE keeps detailed records of all expenses
Elections Preparations .
(see details on subsequent pages)

Special Primary and .
) ] SOE conducts the election(s)
Special Election Days

DOS will review within 90 days of a completed submission.

SOE compiles request Factors that may delay or extend process:

and files hard-copy of ¢ Incomplete submission or lack of or insufficient documentation or
actual expenses upon incomplete

which reimbursement Disorganized request that makes it difficult to review and/or verify
will be based with county expenses

and mail hard-copy to
DOS

Insufficient legislative appropriations in FY to pay for the request.
Reimbursement will roll over to next fiscal cycle in which there is
appropriation

DOS may ask for

e If requested, provide additional documentation
additional documents

If funds are available, payment is authorized through Department of
Financial Services (DFS). If not, payment is rolled into next legislative
appropriation.

Final determination of
verified expenses

Submission Packet and Verification Process

The Department of State is required to use the DFS Reference Guide for State Expenditures at
https://myfloridacfo.com/docs-sf/accounting-and-auditing-libraries/state-agencies/reference-guide-for-
state-expenditures.pdf?sfvrsn=b4cc3337 2. The guide details the document requirements needed to verify
and authorize payment. Be sure to submit the request in full AFTER the conclusion of both the special
primary and special (general) election.

Do not submit a partial request after just the special primary election (unless no general election will be
held). See Table 2: Special Election Reimbursement Checklist
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Table 2: Special Election Reimbursement Checklist

Cover letter provided indicating that the expenses have been filed with the county
governing body.
Include Federal Employer Identification Number (FEID)

Submit two paper hard copies of your reimbursement request by US mail, express carrier,
or hand delivery: 1 copy for DOS records and 1 copy for DFS records

Provide expenditure details

e Reimbursement will be made based on paid invoices/receipts

o Include all expenses that were required solely for the special primary election and if
applicable special (general) election. Refer to Tables 3 and 4 for reimbursable and non-
reimbursable expenses.

Submit an itemized invoice for each expenditure category (see page 3), as well as a
master invoice.

Identify only those portions of an invoice/receipt that directly relate to the state
election when submitted for reimbursement on a consolidated invoice. For example,
the state will not reimburse your entire monthly copier costs. However, you will be
reimbursed for the per copy charges as long as you have tracked the number of copies
made which specifically relate to the special election.

Provide justification for office supplies purchased for the special election. For
example, if you bought one box of paper but only used two reams of paper from the
box for the special election separate the cost per reams out of the total cost per box,
and describe how these supplies were needed for the special election. Then you will
be reimbursed the correct amount you used.

Every expenditure has documentation of purchase and proof of
payment
Master invoice with expenses broken down by expenditure category

Separate itemized invoice for each Expenditure Category

Expenditure Category Invoice: Temporary Personnel

Expenditure Category Invoice: Overtime for fulltime employees

Expenditure Category Invoice: Poll Workers

Expenditure Category Invoice: Polling site rentals

Expenditure Category Invoice: Public notices

Expenditure Category Invoice: Telephone Costs

Expenditure Category Invoice: Permits

Expenditure Category Invoice: Travel

Expenditure Category Invoice: Office Supplies

Expenditure Category Invoice: Mail-outs

N

Expenditure Category Invoice: Ballots
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Contact Information

Direct documentation and questions about reimbursement to:
Director’s Office, Division of Elections — c/o Fiscal Unit
Maria.Matthews@dos.myflorida.com or Amber.Marconnet@dos.myflorida.com
Documentation should be uploaded through the FTP site on the SOE Portal or alternatively be
mailed to Director’s Office, Division of Elections, 500 S. Bronough St., Rm. 316, Tallahassee, FL
32399-0250

Reimbursable and Non-Reimbursable Expenses

The State will only reimburse costs solely caused by or for conducting the special election. Refer to Tables
3 and 4 below.

Table 3: Reimbursable Expenses

Costs to County

Documentation Required

Temporary personnel

Copies of payroll registers. Must include gross salary, fringe
benefits (if any), deductions (if any), hours worked times rate of
pay, and net pay.

Overtime for full time
employees

Copies of payroll registers. Must include gross salary, fringe
benefits (if any), deductions (if any), hours worked times rate of
pay, and net pay.

Poll workers

Hours worked, rate of pay & net pay per poll worker; If poll workers
are not paid hourly, then information on type of position worked
and rate of pay must be included.

Polling site rentals

Invoices and proof of payment

Public notices

Newspaper clipping/newspaper invoice and proof of payment

Telephone costs

Bills with special assessments and proof of payment

Special permits

Vehicle rental, street closing permits, etc. and proof of payment

Travel

Invoice and proof of payment. Note: the state will reimburse travel
costs based on DFS per-mile calculations

Office Supplies

Invoices, proof of payment, and justification

Mail-outs

Number of units mailed, sample item mailed, mailing cost per item,
and proof of payment (printout from postage meter)

Printing ballots

Invoices and proof of payment

Adopt-A-Precinct

A breakdown of use of funds. Including copies of payroll registers
hours worked times rate of pay, and net pay. In some case’s gross
salary, fringe benefits (if any), deductions (if any), may be
requested.
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Table 4: Non-Reimbursable Expenses

Costs to County Reason

Food or Bottled Water Item not required for conduct of election

“I Voted” Stickers Item not required for conduct of election

Expenses related to assembling

. Item not required for conduct of election
reimbursement request

Regular salary pay for employees | Expense not incurred solely due to special election

Election supplies that are

. Expense not incurred solely due to special election
reusable for future elections P y P

Voting Machines Expense not incurred solely due to special election

Examples of Invoice Summaries

Example 1

Joe Scott, Supervisor of Elections

b 115 5. Andrews Ave, Rm. 102

o, Fort Lavderdale, FL 33301
L l E S [ 0 .IHI- (954) 357-VOTE * www.browardvotes.gov

SUPERVISOR OF ELECTIONS

Maria Matthaws
Divigion of Elactions, Director

Nicholas Grabowski
Divizion of Elections, Government Operations Consultant I

Manisha Ball
Broward County Supervisor of Elections, Finance Director
FEIDE 59-2215470

Date August 2, 2022

Subject: Special Election Reimbursement for U.S. House of Reprasentatives for District 20

Pursuant to Executive Order No 21-103, a Special Primary and Special Election were conducled for U.S. House of
Representatives for Disrict 20 on November 2, 2021, and January 11, 2022, respectively. Whenever any special
election or special primary election is held as required in s. 100.101, Florida Slatule, the state Is required to reimburse
the county for expenses incurred,

Please find enclosed, supporting documents for actual expenses incurred 1o conduct the Special Primary and Special
Election, for which our office is requesting reimbursement tolaling $2,761,524.20. These documents have been
provided to the County's Office of Management and Budget, Enclosed are the following supporting documents
uploaded through the FTP site on the SOE Portal:

¥ Master expense worksheel, itemizing each invoice, by expense category.
% Individual itemized invoicelpayment packets, by expense category. Each packet contains a copy of a(n)
o Check
o Invoice or statement (o related document)
o Bank statement displaying cashed check.
o Other supporling document as deemed necassary

The election cost allocations emized on the master worksheet are those costs atiributable to the special elections and
may represent 100% of the invoice amount or a percentage theracd. Invoice amounts wers split between various special
elections andlor general operalions, when applicable. For the January expenses, some were allocaled S0/50 between
the January Special Election (for U.S. House of Representatives for District 20), and the January Primary Election (for
State Senate District 33, Senate Representative District 88, and State Representative District 84, which will be reported
separataly)

Thank you in advance for your fime and attention to this matter. In the event you have any questions, please do not
hesitate to contact ma at 954.712-1957 or mball@browardvoles gov.

51 desea una traduceicn de este documento sivase 0 por corea elecirdnion a: eectionsg browardvotes. gov.
Oficina: §54-357 VOTE « Far: §54-357-7070 » 5i w 13 kiman 3 an Keaybl, soupla & demann lan pa imél nan
elections@browardvates gov Of 57-VOTE » Faks 954-357-7070
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Browand County Supervisor of Beclims
Special Election Reimbursement Requess dor Expenditures

Janwary 1022 Primary & March 2032 General Elacfines

State Senaie District 13, Senate Representafive Disirict 88, and Staie Aepresentative District 34

[NGTE: The sleckon cos! slocaions bekow are thos cots o8 bitabie 1t e tpecal siochons. and may represemt 100% of e mcce amou] o 3 perceriage Dernal. [nocs amourts wart sl

s remainder X% allocated tn municinaities that aiso had an seotinn n March.

between warious specil slections andior peneral operafions. when apghcable. Forthe January epenses, some wase abocated SVS) between the January Genesal Electon (for U S Howse of
Ruspresantatives District 2, which will be reported separately), and the January Primary Eiection for Stale Senate Dismict 33, Senate Represertriee Disict B8, and State Rapresentatie Dismict 54).
[For e March expenses. some wene alocaled ai BI% in the Masch Genesal Election (for the State Senaie District %, Senate Fepreseriafive Derict 89, and Stale Representative District £, wih
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Chack

Descrigtion Date
Full Wosker Mileage Aemibursemen from
Election Day Al

ol Worker Mileage Rembursement from
Eiaction Day Aun

Full Worker Mileage Anmibursement from

AR

Foll Worker Mileage Remibursement from
Elaction D n EILLr. ]

Full Wosker Mileage Aemibursemen from
Election D EULY. <]
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Stafl Misage Rembursement from Elechon AR

21afl Misage Rembursemant from Election Elkr. =]
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Stafl Misage Resmbursemant from Election k]

TOTAL PER ELECTIIN 1130,6E558  1,61,360.38

GRAND TOTAL 2,T44ETE 36

Example 2

Wendy Sartory Link

Palm Beach County Supervisor of Elections

April 22, 2022

Florida Department of State
Division of Elections

R.A. Gray Building, Room 316
500 South Bronough Street
Tallahassee, FL 32399-0250

Subject: Reimbursement Request for Special Primary Election Costs,
House District 88 — FEID # 74-3196272

To Whom It May Concern:

Enclosed is our Special Primary Election Reimbursement Request for Expenditures related to the House District Special
Primary Election held 01/11/2022. The enclosures include two {2) sets of our Invoices and the associated supporting
documentation for the Special Primary Election, as required so as to provide a second set of each for the Department of

Financial Services (DFS). We are also simultaneously filing these expenses with Palm Beach County.

If you require additional information regarding this reimbursement request, please contact me at (561) 656-0339, or by
email at ajones@VotePalmBeach.gov. Thank you.

Sincerely,

Ann P. Jones
Business Affairs
Accounting Manager

cc: Wendy Sartory Link, Supervisor of Elections, Palm Beach County

240 South Military Trail, West Palm Beach, FL 33415 | Post Office Box 22309, West Palm Beach, FL 33416
Telephone: 561.656.6200 | Fax Number: 561.656.6287
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Palm Beach Coun i Elections
mm f Electi itures - By Expendi
House District 88 Special PRIMARY Election - (01/11/2022)

Category GLAcct GLAcct  GL Acct
Expenditure Category 5 Amount $ Amount Code Description

Temporary Personnel
Early Voting Staff (including FICA) 36,837.94 36,837.94 Election Warkers
2,283.95 2,283.95 FICA - Social Security
534.15 534.15 FICA - Medicare
Temporary Workers 51,915.41 51,915.41 Contract Salaries
Subtotal - Personnel 91,571.45 91,571.45

Overtime for FT Employees
SOE Staff OT (including FICA) 16,076.44 16,076.44 SOE 5taff Overtime
996.74 996.74 FICA - Social Security
23311 233.11 FICA - Medicare

17,306.29 -/;/ 17,306.29

Poll Workers 34,866.59 -/'/ 34,866.59 Contractor Salaries

Polling Site Rentals 1,375.00 ._/’/ 1,375.00 Polling Location Rental
Public Notices 83862 -// 838.62 Legal Adertising
Telephone Costs 2?,240.60-// 27,240.60 Communications
Special Permits 0.00 0.00
Travel

Truck rentals - Clerk Bags & e-Pollbooks Travel - Per Diem

Mileage - Trainers & Field Clerks 824.85 824.85 Travel - Mileage
Subtotal - Travel £24.85 V’/ 824.85

Office Supplies (and Services)
Precinct equip. delivery,/pick up 5,020.02 5.020.02 Other Contractor Svcs
Election Systems 1,346.25 1,346.25 Other Contractor Swcs
Porta Potty 3,043.50 304350 Other Contractor Sves
PBSO Deputy Sheriffs 6,243.81 6,243.81 Security Services
Security 3,740.62 3,740.62 Security Services
Data Processing - Qutside Data Pracessing -- Payrall
Services 1,138.75 1,138.75 Rental Equipment
Supplies/Materials 3,432.65 3,432.65 Materials/Supplies - Operating
Subtotal - Supplies & Services 23,965.60 ./-r// 23,965.60

Mail-Outs (Postage) 35,333.92 -'1'/ 35,333.92 Postage

Printing Ballots 29,004.19 '/ 29,004,19 Printing

TOTAL 262,327.11 * 262,327.11
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MASTER INVOICE

Invoice Number: HDB8-PRIMARY-2022-01-11

April 22, 2022

To:

Florida Department of State
Division of Elections

R.A. Gray Building, Room 316
500 South Broncugh Street
Tallahassee, FL. 32399-0250

Reimbursement of Election Expenditures --
House District 88 Special PRIMARY Election
(held 01/11/2022)

Total Invoice (detail attached)

FEID # 74-

$ 262,327.11

Please remit payable to;

PALM BEACH COUNTY SUPERVISOR OF ELECTIONS
Mail to:

Palm Beach County Supervisar of Elections

Attn: Business Affairs

240 5 Military Trail

West Palm Beach, FL 33415

Please include invoice number on check
Payment Terms: 30 days of invoice date

DE Reference Guide 0005 (rev. 20230301)

Page 9 of 11




Example 3

Elections

2700 NW 87th Avenue

MIAMIDAD Miami, Florida 33172
TY T 305-499-8683 F 305-499-8547

TTY 305-499-8480

miamidade.gov

INVOICE

SPECIAL ELECTION
STATE SENATE, DISTRICT 40
STATE REPRESENTATIVE, DISTRICT 116
September 26, 2017

State of Florida Invoice N°: 5540-SR116-092617
Division of Elections Invoice Date: March 23, 2018

500 S. Bronough Strest, Suite 316

Tallahassee, FL 32399-0250

Attention: Ary Miller

Personnel §79,885.41
Full Time Employess Overtima & Fringes, Poll Workars, and Temporary Help-Outside Agency

Polling Places 23,141.44
Security, Tedaphone Lines, and Poding Place Renfals

Supplies and Services 27,997.98
Communication amd IT Field Services, and Employment Procassing

Trucks and Vehicles 24,921,865
Truek and Car Rantals

Printing and Advertising 142,289.72
Badtots, Temporary Poling Plece Change Notices, Latters, and Newspaper Advertising

Postage 4%,025.21
Vote by Mall Ballots, Temporary Poding Place Change Notices, Letters, and Courier Services

Ballot Creation 12,849.20
Ballof Creation and Coding, Earfy Voting Balots, and Technical On Site Support

Please make check payable tc: Miami Dade County

Federal Employer Identification Number [FEID) 58-5000573

For mora information, you may contact:

Rena A. Saiter

Assistant Deputy, Finance and Administration
Miami-Dade Elections Department

2700 NW 87 Avenue

Miami, Florida 33172

Office: J05-495-8424 E-mail: ras@miamidade.gov
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SPECIAL ELECTION
State Senate, District 40
State Representative, District 118
September 28, 2017

SUMMARY

FINADMIN

OPERATION

INFOSYS

Deac
Emplayes Regular Pay
Employoe Rogular Overtime Pay

50.275.87

Cont

Cosl

11,826.12

Cont

9,502.21

Cost

218122

EMPLOYEE SALARIES SUB-TOTAL

3027567

11,826,492

9,562.21

216122

Soclal Security (FICA) B.20%

1,877 .40

50472

133.38

MICA, 145%
EMPLOYEE SALARIES TOTAL

A38.00

T

| ipasot

139,09

nag

2,315.78 |

Foll warker - County

58,271,560

72000 |-

Pl warker - Non-County

114,113.28

POLL WORKER TOTAL

173,336,867

144000

jeop0y . . - |

56,503.59 |
11336328
171,806 87

TEMP HELF QUTSIDE AGENCY

373,856.67

_133,108.15

AL PERSONNEL COST

579 885.41

45,638,597

10058815

103,355.92 |

112,365.18

277 B69.58

Secully Services-GEA

3.271.44

Other Professional Services

327144

Telephane Lines

8.520.00

B,520,00

Poling Localions Rentsl
Graphic Services

i 13@. 00

43,350000 |

TOTAL POLLING PLACES COST,

23,141 44

F3141.44

G5A Central Service Supplies

Election General Supplies (Oulside Vendor)
Talaphone Other Changes:
Wireless A Card Sarvice & Meintenance

E30.,00

530.00

17388 01

ﬂ'.mﬂl. %

WWinelass Devices Sarvice & Maimenance

B, 350.97

Copier

8,359.97

Caurier (FEDE)

1,680,000

380 00

E nt Procansing
TOYAL SUPPLIES AND SERVICES COST

27, 597.54

26,7788

Wehicles Leases {Trucks Renlal )

18, 344,00

18,344 00

Wahicles Renlal

B,577.85

Eleclions Fleat

57185

GEA Fuel

Autn Expense Reimburssmen-(Misage & Tobs
| TOTAL TRUCKS AND VEHICLES COST

2492165

Blots |

101,

Temperary Polling Flace Noticas

TE4.81

GSA Prinfing & Repiaduction

Ouitsida Printing

158141

Adwentising-Newspapers.

38,500,00

TOTAL PRINTING AND ADVERTESING COST

142,285.72

iaiiroom Meter Poztage

223802

AB-Refavale

46,223 89

Postage for Temparary Paling Place Motices

S50.88

FEDEX

15.72

TOTAL POSTAGE COST|

4902521 |

46,223 59

Baliot CraatianPM Diys - (ES55)

5,825.00

582500

Translations

Technical Suppon (Runbeck)

7,224 30

122430

TOTAL BALLOT CREATION COST

12,845,390

12.840.20 |

TOTAL §

860,120.61

40,136.03

45183.73

221 965.73

273,151.45

1572 279.677.86
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