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Organization
STAFF/UNITS - DUTIES
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Division Duties

Administrative 
arm to the 

Secretary of 
State

Interpret, 
implement, and 
enforce election 

laws 

Assistance 
regarding 

election law and 
administration

Administration of 
federal grants 

under the Help 
America Vote Act 

Advisory 
opinions in 

coordination 
with General 

Counsel’s Office

Rulemaking
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BER Duties
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Candidate qualifying 
(federal, state, multi-

county, special 
district)

Political committees 
& electioneering 
communication 

organizations

Campaign finance 
reports

Handbooks for 
candidates, 

campaign treasurers, 
and political entities 

Notices of General 
Election 

County candidate 
Lists (Electronic 
DSDE80 system)

Ballot certification
Candidate 

pronunciation 
webpage

County canvass 
certificates of 

election results 
(Electronic System)

Collect and analyze 
various post-election 

reports

Issuance of 
commissions

Repository for 
minority reports and 

seals



BVRS Duties
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Voter Registration
• Out-of-State cancellations (in-

state/out-of-state)
• Mail-in voter application reroutes to 

the SOE Offices
• HSMV Verifications
• Voter Assistance Hotline & OVR Help

Ineligibility
• Mental incapacity
• Felony (federal, Florida, out-of-state, 

sex offenders)
• Deceased
• Other

Reporting/Research
• Election Night results  reporting
• Voter by Mail ballot request files & 

access applications
• Research for legal office/election fraud 

complaints
• Other statistical reports/public records

FVRS Quality Control
• Duplicate registration records
• Aged felon and deceased file reports
• Inactive registered Voters
• Administrative Input Errors-Date of 

Birth, DL, etc.
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BVSC Duties

Test voting systems & voting 
process (periphery) items –

automated independent 
audit, independent recount 

tabulation system, etc. 

Develop test standards & 
review new technology as 

required

Conduct election 
observations –routine/official

Provide technical assistance

Conduct bi-ennial review and 
year round updates – county 

minimum security 
procedures

Maintain online local 
elections dates database

Review, update & provide 
technical assistance for rules

Track & maintain county 
voting systems/equipment 

info

Collect and analyze various 
post-election reports –
conduct of elections, 

overvote/undervote, post-
election voting system audit, 
precinct-level election results



Programs
DIRECTOR’S OFFICE
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Director’s 
Office -

Programs

Programs

Initiative 
Petitions and 
Constitutional 
Amendments –

Paid Petition 
Circulator Reg

Special Salary 
Qualification 

Program

Special Election 
Reimbursement 

Program

Approvals for 
Mail Ballot 
Elections

Voter 
Registration List 
Maintenance -

Registration 
Coordination

Grants – HAVA, 
CARES, Election 

Security

Request to 
Dispose of 

Unused Election 
Materials

3PVRO 
registration, 
tracking and 

reporting

Statistical 
Reporting 

(bookclosing, 
VBM and EV 

stats)
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State -
Level 
Major 
Systems’ 
Roles

 Online Voter Registration System
 Voter Information Lookup
 Paid- Petition Circulator Registration
 /Initiative Petitions Approval 
 Third-Party Voter Registration 

Organizations
 Statewide Voter Registration System
 Elections Results Reporting and 

Certification
o State responsible for reporting 

statewide results
o State offices
o Multi-county offices

 Election Security/Cybersecurity 



Online Voter Registration System
New revamped online program to 
be launched soon

Incorporated recommendations
from workshop held in 2021
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Signature 
Verification/Match 
Training Program
DIRECTOR’S OFFICE
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Signature verification training



Signature verification training



Signature verification training -
program
Covers solely standards for examining signatures to determine whether 
they match 

o Reminder: You must still adhere to the standards in law, as may 
be applicable, for validating or invalidating, or accepting or 
rejecting, a ballot (e.g., vote-by-mail or provisional), a cure 
affidavit, a petition, or other signed document. 

Consists of modules, practice sessions and test questions 
o Take notes as you proceed through the course to assist you with 

recall during the practice sessions and the tests
o A link to Mr. Vastrick’s powerpoint is available within the online 

program as a supplemental resource 

Available at no cost

Available 24/7 



Signature verification training –
program (cont’d)
Can be paused (progress is saved) and retaken as many times as you 
would like

Includes technical support
 Individuals taking the course can email elearning@iog.fsu.edu. 

You can expect a response within 24 business hours. If they are 
not able to resolve the issue, tech support will submit a help ticket 
through their LMS vendor and follow up with the individual once 
the issue is resolved.

Approved for 2 hours of credit 

Provides a certificate of completion for the online program
o If an individual forgets to print out the certificate, the course lives 

on in the system and the participant will be able to log back on at 
any time and view/print their certificate of completion.

mailto:elearning@iog.fsu.edu


Initiative petitions 
program
APPROVAL TO BALLOT POSITION
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Process for approval

19

Submission
- Review -
Approval

• Approval within 7 days of properly completed petition 
submission by sponsoring political committee

• No merit review – only format

Referral to AG 
for FL Supreme 

Court

25% of signatures required in ½ of congressional 
districts
Total: TBD
FL SCt:  Does text comply w Fla. Const.? Facially invalid 
w/ US Const.? Title and summary comply clear, 
unambiguous and otherwise comply w/ state law?

FIEC Review FIEC: economic impact on state budget(s. 15.21, F.S.)



Amendments
 Citizen initiative approval process (format only)

 Ballot position assignment

 Public notice

o Publication in newspaper of general circulation in 
each county

o Polling place booklets

 Spanish translation

 Database of amendments:
o https://dos.myflorida.com/elections/laws-rules/constitutional-

amendments/
20

https://dos.myflorida.com/elections/laws-rules/constitutional-amendments/
https://dos.myflorida.com/elections/laws-rules/constitutional-amendments/


Signature gathering

21

Signature 
verification

Petitions collected by paid circulators must be turned in within 30 
days of signing
Verify signatures within 60 days except within 30 days of receipt 
(advanced payment required unless undue burden affidavit on file) 
when less than 60 days before Feb deadline
Post counts last day of every week within 60 days of Feb deadline
Signature only valid through next February 1 of even numbered year 
following date signed

Ballot 
position

• Signature threshold = 8% of the voters who cast votes in the last 
election for presidential electors and meets thresholds in ½ of 
congressional districts

• Total: TBD
• Assigned ballot number upon making ballot

Passage • Minimum 60% approval



Paid 
Petition 
Circulator
Registration 
program
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Signature Verification – Initiative 
Petition – SOE User Guides
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Signature Verification Costs for 
Citizen Initiative
 Set actual cost to verify every February 2 of each even-

numbered year (next update is February 2024). 

 Publish on each SOE website 

 Publish on  Division’s website (Excel spreadsheet of county 
cost:  https://www.dos.myflorida.com/elections/laws-
rules/constitutional-amendmentsinitiatives/

The division and each supervisor shall biennially review 
available technology aimed at reducing verification costs.

◦ Section 100.371(11)(b), Fla. Stat.

24

https://www.dos.myflorida.com/elections/laws-rules/constitutional-amendmentsinitiatives/
https://www.dos.myflorida.com/elections/laws-rules/constitutional-amendmentsinitiatives/


Citizen’s Initiative Petition –
Undue Burden
Not available if paying petition 
circulators at any point of process
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Signature Verification 
Reimbursement  Program
In the event a candidate, person, or organization submitting a 
petition to have an issue placed upon the ballot is entitled to 
have the signatures verified at no charge, the supervisor of 
elections of each county in which the signatures are verified at 
no charge shall submit reimbursement request. 

SOE shall submit the total number of such signatures checked 
in the county to the Chief Financial Officer no later than 
December 1 of the general election year, and the Chief 
Financial will reimburse from the General Revenue Fund in an 
amount equal to 10 cents for each name checked or the actual 
cost of checking such signatures, whichever is less. 

(s. 99.097(4), FS 
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Mail Ballot Elections 
REQUEST/PLAN/APPROVAL

(SS. 101.6101 - .6107, F.S.)
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All Mail Ballot Elections 
Allowed (upon approval) only for:

oReferendum election
oBody responsible for calling election and SOE authorize 

the mail ballot election
oSecretary of State pre-approves the SOE’s written 

plan/timetable

Not allowed for:
oWhen a candidate is to be nominated, elected, or 

recalled 
oWhen election is held on the same date as another 

election for same voters
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Mail Ballot Elections (cont’d)
Procedures:  

oResolution from governing body calling for mail ballot 
election

oSOE must conduct the mail ballot election
oCosts paid for by jurisdiction initiating the election
oElection Code’s vote-by-mail voting provisions apply to 

extent they do not conflict with Mail Ballot Election Act

DE Reference Guide 0015
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ERIC –ELECTRONIC 
REGISTRATION 
INFORMATION CENTER
LIST MAINTENANCE
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ELECTRONIC REGISTRATION 
INFORMATION CENTER (ERIC)
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ELECTRONIC REGISTRATION 
INFORMATION CENTER (ERIC)
Voter registration and DMV data sent every 60 days to ERIC

State has to request report in order before ERIC spends the
time and resources to generate report(s)

State downloads reports and preps for local election 
officials

Local election officials must act on reports within 90 days of 
receipt

32



ERIC Reports

33



ERIC Reports
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ERIC Report Frequency
Report: Deceased
oSource: SSA-voters who are confirmed deceased (as former 

residents/registered voters of Florida) 
oFrequency: Every 30 days
oNext report download or release to counties: February 2023

Report: NCOA
oSource: USPS
oFrequency: Every 60 days 
oNext report download or release to counties: February 2023

Report: In-State Duplicates 
oSource: FVRS
oFrequency: Every 30 days
oNext report download or release to counties: February/March 2023
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ERIC Report Frequency (cont’d)
 Report: In-state address changes
oSource: DHSMV
oFrequency: Every 60 days
oNext report download or release to counties: Feb/March 2023

 Report: Cross-state duplicate registration
oSource: ERIC member states that participate  (voter registration 

records and motor vehicle records)
oFrequency: Every 60 days 
oNext report download or release to counties: Feb/March 2023

 Report: Voter Participation – Double voting (cross-state, instate) and 
‘deceased voting’)
oSource: Participating only ERIC member states (not all will 

participate)
oFrequency: Next Sept 2023 (following every general election cycle)
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Special Election 
Reimbursement 
Program
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Special Election Reimbursement
What special elections qualify for reimbursement?
 Elections called under s. 100.101, F.S. (will be called by Governor) Only 

certain elections

Procedures
 Reimbursement must be based on the actual expenses (paid invoices)
 SOE must file actual expenses with county and copy with DOS
 Reimbursement only for expenses that are solely caused by and required 

for conduct of election
 Reimbursement will be based upon a “first in, first out” submission
 If funds not currently available, payment is rolled over to next FY

DE Reference Guide 0005 + online checklist available
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Special Salary 
Qualification Program

39



$2000 annual extra 
pay

Initial Certification

Annual renewal/ 
recertification

Special Salary Qualification Certification
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Initial Certification
Pass open book exam with score of 90% or better

Conduct a primary AND a gubernatorial or presidential election

Attend mandatory FSASE orientation course (minimum 12 hrs) 

2 yrs min as SOE

Earn minimum credits in Areas per Rule

W/in 6 yrs of appointment/election

Form DS-DE 69
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Minimum 24 hours of participation credits

Earn in the year period preceding the anniversary date

Track independently and submit throughout year or at time of application

Credits for FSE conference attendance recorded based on attendance 
sheets

Submit application at least 30 days in advance

Form DS-DE 69

Renewal Certification

42



Request to Dispose of 
Unused Election 
Material
S. 101.545, FLORIDA STATUTES
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Disposal of Unused Election 
Materials (s. 101.545, F.S.)

 Prior approval required 

 After the election for which such ballots, forms, or other election 
materials were prepared (recommend waiting until after 10 days 
contest of elections)

 Form DS-DE 151 must specify type and quantity of unused election 
materials

 Procedures:
o Submit written request to DOE
o DOE will review and approve
o For General Elections, must also provide voided copy of general 

election ballot for rulemaking review.

USED election materials must be kept for 22 months after election
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Public Records 
EXEMPTIONS/RECORDS MANAGEMENT
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Public Records Management
 General Schedule -3 
(Election Records)
(last revised in June 2022)
Florida Department of State/
Library and Information Services

Rule 1B-24.003, Fla. Admin. Code

46

https://dos.myflorida.com/library-archives/records-management/general-records-schedules/
https://dos.myflorida.com/library-archives/records-management/general-records-schedules/


Public Records Exemptions

47

s. 97.0585, Fla. Stat. (specified voter registration information 
– Fla DL, Fla State ID, SSN) (covered also by federal law)

s. 101.62, Fla. Stat. (vote-by-mail request information except 
to specified persons or entities)

s. 106.0706, Fla. Stat., campaign finance related exemption

s. High-risk professionals entitled to request address/contact 
information exemption 

s. 282.



Resources
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DOE 
Main 
Website
https://www.dos.myflorid
a.com/elections/
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https://www.dos.myflorida.com/elections/
https://www.dos.myflorida.com/elections/


Special SOE 
Resource 
Webpage 
https://soe.dos.state.fl.us/
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DE 
Reference 
Guides
SOE Resources  
Internal Webpage
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Dates to 
Remember

52



SOE 
Guide to 
Reports
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SOE 
Administrative 
Portal
This is where various 
application programs for 
reporting exist and secure 
site for files exchange 
between the state and 
counties occur. 

Every counties might look 
a little different depending 
on admin privileges.
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Rulemaking
CHAPTERS 1S-2, 1S-5,  FLA. ADMIN. CODE
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Rulemaking



Rulemaking
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Advisory opinions
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Advisory Opinions (s. 106.23(2), F.S.)

 Right to request an advisory opinion relating to any 
provisions or possible violations of Election Code:
o Actions SOE has taken or proposes to take
o Candidates, local election officials, political parties, registered 

political committees, and other persons/organization engaged in 
political activity can also request opinion

 Procedure for requesting:  Rule 1S-2.010, Florida 
Administrative Code

 Past opinions are searchable on Division’s website:
o https://dos.myflorida.com/elections/laws-rules/advisory-

opinions/
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https://dos.myflorida.com/elections/laws-rules/advisory-opinions/
https://dos.myflorida.com/elections/laws-rules/advisory-opinions/


Election Security

60



Election Security
 Joint Election Security Initiative  (JESI) 2019
o Non-disclosure agreement 
o Standards of conduct
o County risk assessment – foundation 

 2020 Memorandum of Agreement re Minimum Security 
Standards for the Florida Voter Registration System and 
addendum 
 Election Security Funds 2018, 2020
o Multiple subgrant programs for 

 DOS Cyber Navigator Program
o Designated for county

61



Cybernavigator
Team 
2023 – 24

Scott Maynor
Director of Information Technology & Security Services
850.245.6135

Blake Gehres
Chief Information Officer
850.245.6777

Jordan Clyatt
Chief Information Security Officer
850.245.6187



KEY FEDERAL LAWS
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Voting Accessibility for Elderly 
and Handicapped Act 
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1984  – Federal Law

Polling Place Accessibility

Registration place facilities

Elderly (65 or older)

Temporary or permanent disability

Vote by mail



Uniformed and Overseas 
Citizens Absentee Voting Act 

65

1986  and as subsequently amended– Federal Law

Applies to uniformed services members and 
spouses and dependents and overseas voters

Provides backup FWAB

Allows ballots to be received by email, fax, or 
website, 



National Voter Registration Act
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1993 – Federal Law

National mail-in registration form

Motor Voter

Voter registration agencies

State and regional agency coordinators

Training 



Help America Vote Act
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2002  – Federal Law

Statewide Voter Registration System

Update Voting Systems

Provisional Ballot Voting

Voter Identification Requirements

Voting System Standards

Administrative Complaint Process



Other Federal Laws
 Voting Rights Act of 1965

 Military Spouses Residency Relief Act of 2009

 Allows military spouses to maintain legal residence in the state where they lived 
before a permanent change of station move with their active-duty service member.

 Military and Overseas Voting Act of 2009/2010 (amended UOCAVA)
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Federal Funds
DIRECTOR’S OFFICE
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Federal Funds
 Election Security Funds 2020

 Subgrants to Supervisors

 Underlying terms, scope differs with each subgrant

 State legislative budget request with specified plan

 Legislative appropriation required

 Funds Reporting Requirements/Timelines
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Bi-ennial Election Administration 
Voting Survey
 Bi-ennial Election Administration and Voting Survey

 State and local jurisdictions must report activities on 
data requested in survey

 Online submission 

 Every federal general election year

 Due February 1 (initial responses), March 1 (final 
responses)

 Survey becomes basis of Congressional Report
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Other Resources -
External
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US Elections 
Assistance 
Commission 
(US EAC)

https://www.eac.gov
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Federal 
Voting 
Assistance 
Program 
(FVAP)

https://www.fvap.gov
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Florida 
Attorney 
General 

Open 
Government
/Public 
Records
http://www.myfloridalegal.com
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Government-in-the-Sunshine
Florida Attorney General
Government-in-the Sunshine

o Chapter 119, Florida Statutes (Public Records) 
o Chapter 286, Florida Statutes (Public Business) 
o s.286.011, Florida Statutes (Public meetings and 

records) 
Public Records Requests

Florida Attorney General
oOfficial interpreter of public records law
oGovernment-in-the Sunshine Manual 
oMediation Program

76

http://www.myfloridalegal.com/

http://myfloridalegal.com/pages.nsf/Main/314BA231F89C0C8A8525791B006A54E2


Division 
Subject 
Matter 
Directory
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Procedural vs Statutory vs 
Criminal

78

•General Counsel’s Office
•850-245-6536; gencounsel@dos.myflorida.com
•(Joseph Van De Bogart, General Counsel) 
Chief Legal Officer: Brad McVay

Statutory Interpretation (Advisory Opinions, Information Opinions)

• Office of Election Crimes and Security
• oecs@dos.myflorida.com
• Brittany Renney

Election fraud/violations

• Division of Elections – refer to DOE’s Subject Directory for 
contact information

Procedural/Operational/Programmatic Questions

mailto:oecs@dos.myflorida.com


Contact Information for 
Director’s Office
 Director’s Office Maria Matthews 

Maria.Matthews@dos.myflorida.com 850.245.6520
Amber Marconnet
Amber.Marconnet@dos.myflorida.com 850.245.6224

 Bureau of Election Records (BER)
o Donna Brown Donna.Brown@dos.myflorida.com 850.245.6243
o Malcolm Chellman Malcolm.Chellman@dos.myflorida.com 850.245.6267

 Bureau of Voter Registration Services (BVRS)
o Toshia Brown Toshia.Brown@dos.myflorida.com 850.245.6225
o Tiffany Morley Tiffany.Morley@dos.myflorida.com 850.245.6224

 Bureau of Voting Systems Certification (BVSC)
o Linda Hastings-Ard Linda.Hastings@dos.myflorida.com 850.245.6114

79

mailto:maria.matthews@dos.myflorida.com
mailto:Amber.Marconnet@dos.myflorida.com
mailto:Donna.Brown@dos.myflorida.com
mailto:Malcolm.Chellman@dos.myflorida.com
mailto:Toshia.brown@dos.myflorida.com
mailto:Amber.Marconnet@dos.myflorida.com
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For more information, visit us online at:
dos.myflorida.com/elections/

FLORIDA
DEPARTMENT 

of STATE
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