
Division of Elections’
Overview

New Supervisor of Elections’ Workshop
September 2019

Laurel Lee, Secretary of State
Maria Matthews, Director, Division of Elections

Alexander Mosca, Program Administrator

FLORIDA

DEPARTMENT 

of STATE



Topics

Division of Elections – Organization

Unit Duties

Program Administration Duties
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Division of Elections - Organization

Director’s 
Office 

Program 
Administration

Bureau of 
Election 
Records

Bureau of Voter 
Registration 

Services

Bureau of 
Voting Systems 

Certification
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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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Bureau of Voting Systems Certification
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Linda Hastings 

Chief

Cathy Cook – Systems 
Project Consultant

Zane Wood – Dist. 
Comp. Sys. Consultant

Angie McPherson –
Computer Audit 

Analyst

Kristy Maddox –
Computer Audit 

Analyst

Jim Halter – Systems 
Programmer II

Eleonor Lipman –
Regulatory Specialist III

Maribel Rivera –
Administrative 

Assistant II



6

Bureau of Voting Systems Certification

Test voting systems & 
voting process 

(periphery) items 

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



Bureau of Election Records
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Kristi Willis

Chief

Chief’s Office

Administrative 
Assistant

Donna Brown, 
Sous-Chief

Review 
(Campaign 

Finance, 
Qualifying, etc.)

Sheena Baker

Commission and 
Public Inquiry 

Sections
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Bureau of Election Records

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



Bureau of Voter Registration Services

Toshia Brown, Chief

Amber Marconnet 
Sous-Chief

Administrative Asst.

Floor Supervisors

Eligibility File 
Examiners

Eligibility File 
Reviewers

Researchers
Data Entry and List 
Maintenance Staff
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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.

Bureau of Voter Registration Services



Program Administration Unit

Alex 
Mosca, 

Program 
Administra

tor

Admin 
Assistant

NVRA/3PVRO

Initiative 
Petition Paid 

Petition 
Circulator 

Registration 
Program

Public 
Records 

Requests & 
Voter 

Extract

HAVA Local 
Grants 

Administra
tion

Statistical 
Data 

Reports-
Surveys
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Programs

Initiative 
Petitions and 
Constitutional 
Amendments –

Paid Petition 
Circulator Reg

Special Salary 
Qualification 

Program

Special Election 
Reimbursement 

Program

Approvals for 
Mail Ballot 
Elections

NVRA 
Coordination

Help America 
Vote Act 
(HAVA) 

Request to 
Dispose of 

Unused 
Election 

Materials

3PVRO 
registration, 
tracking and 

reporting

Statistical 
Reporting

Programs and Duties
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Help America Vote (HAVA)
 2002 – Federal Law

 Requirements

 State Plan

 Federal Election Administration Funds and Grants

 Funds Reporting Requirements/Timelines

 Election Assistance Commission’s Election Administration 
and Voting Survey

o Every federal general election year

 Voter Education Survey
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1995 – Federal Law

National mail-in registration form

Motor Voter

Voter registration agencies

State and regional agency coordinators

Training 
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National Voter Registration Act (NVRA)



Constitutional Amendments
 Oversees the process by which citizens propose 

constitutional amendments by initiative (next slide)

 Ballot position 

 Public notice
oPublication in newspaper of general circulation in each 

county

oPolling place booklets

 Spanish translation

 Database of amendments:

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


Amendment by Initiative Petition
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Submission

- approval

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

• No merit review – only format
Judicial review 

(Supreme Court) 
and fiscal impact 

review

• 10% of signatures for ballot placement

• Must meet thresholds in an at least ½ (7) of 
congressional districts

Ballot position

• 8% of the voters who cast votes in the last presidential 
election

• Must meet thresholds in at least ½ (14) of congressional 
districts

Signature 
verification

• Petitions must be turned in within 30 days of signing if 
collected by paid petition circulator

• Supervisors of Elections have 30 days from date of 
receipt to verify and certify to Division (advanced 
payment required unless undue burden affidavit on file)

Passage • Minimum 60% approval



Citizen’s Initiative Petition –
Undue Burden
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Paid Petition Circulator 
Registration Program
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Section 145.09, Fla. Stat.
Rule 1S-2.0115, F.A.C.

$2000 annual extra pay

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 of 2 years as SOE

Earn 20 credits per the Rule

Annual recertification requires 24 credits 

Special Salary Qualification Certification
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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)

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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Mail Ballot Elections 
(ss. 101.6101 - .6107, F.S.)
When mail ballot election can occur:
o Referendum election
o Body responsible for calling election and SOE authorize the mail ballot election
o Secretary of State approves the SOE’s written plan/timetable

When they are prohibited:
o When a candidate is to be nominated, elected, or recalled 
o When election is held on the same date as another election for same voters

Procedures:  
o Resolution from governing body calling for mail ballot election
o SOE must conduct the mail ballot election
o Costs paid for by jurisdiction initiating the election
o Election Code’s vote-by-mail voting provisions apply to extent they do not conflict with 

Mail Ballot Election Act

DE Reference Guide 0015

21



Government in the-Sunshine
Public Records 
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
Exemptions
Records Management 

o Retention/Disposition
o General Schedule -3 (Election Records)

Florida Attorney General
o Official interpreter of public records law
o Government-in-the Sunshine Manual 
oMediation Program
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https://dos.myflorida.com/library-archives/records-management/general-records-schedules/
http://myfloridalegal.com/pages.nsf/Main/314BA231F89C0C8A8525791B006A54E2


Disposal of Unused Election 
Materials (s. 101.545, F.S.)

Prior approval required 

Dispose of unused ballots, forms, and other election materials 

After the election for which such ballots, forms, or other election 
materials were prepared

Procedures:
o Submit written request to DOE

o DOE will review and approve
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Resources

Division of 
Elections 
Websites

Reference 
Guides and 
Checklists

Publications 
and Forms

Reports
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DOE Main Website
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Rulemaking
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Special Resources

SOE Portal

SOE Resources  
Internal Webpage
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Key Dates to Remember
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SOE Guide to Reports
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Procedural Questions vs. 
Statutory Interpretations 
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Statutory Interpretation
(may need to request Advisory 

Opinion)

Contact DOS Office of General 
Counsel 850-245-6536

Ashley Davis, Esq. 
Ashley.Davis@dos.myflorida.com

Colleen O’Brien 
Colleen.Obrien@dos.myflorida.co

m

Procedural Questions

Contact the Division of 
Elections.

See Division’s Subject 
Directory for contact 

information

mailto:Ashley.Davis@dos.myflorida.com
mailto:Colleen.Obrien@dos.myflorida.com


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/


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

Maria.Matthews@dos.myflorida.com 850.245.6520

o Budget Nick Grabowski
Nicholas.Grabowski@dos.myflorida.com 850-245-6539

 Program Administration Alex Mosca 
Alexander.Mosca@dos.myflorida.com 850.245.6292

o HAVA Grant  Althera Johnson 
Althera.Johnson@dos.myflorida.com 850.245.6211

o NVRA & 3PVRO Coordinator Katrina Ferguson 
Katrina.Ferguson@dos.myflorida.com 850.245.6237

 Bureau of Election Records (BER)

o Kristi Willis Kristi.Willis@dos.myflorida.com 850.245.6240

o Donna Brown Donna.Brown@dos.myflorida.com 850.245.6243

 Bureau of Voter Registration Services (BVRS)

o Toshia Brown Toshia.Brown@dos.myflorida.com 850.245.6225

o Amber Marconnet Amber.Marconnet@dos.myflorida.com 850.245.6224

 Bureau of Voting Systems Certification (BVSC)

o Linda Hastings-Ard Linda.Hastings@dos.myflorida.com 850.245.6114

*See DOE Subject Matter Directory for Phone Contact Information
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For more information, visit us online at:
dos.myflorida.com/elections/

FLORIDA

DEPARTMENT 

of STATE
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