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CAMPAIGN FINANCE & REPORTING 
REQUIREMENTS 

 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:  
 $1000 per election per donor 
 $250 per election per donor for Leon County Commission and Constitutional Office 

Candidates (per county charter) 
 $50 in cash per donor 
 $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 may not 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. 

 

 



 For business contributions, the specific principal type of business conducted must be listed. (i.e. 
real estate, construction, banking)  (F.S. 106.07(4)(a)(1)) 

 Contributions may not be accepted by the campaign upon the candidate: 
 becoming unopposed at the end of the qualifying period 
 withdrawing from the race 
 being elected to office 
 being defeated in an election (F.S. 106.08(3)(b)) 

 Candidates or their representatives cannot accept donations within 5 days of an election 
containing their contest. 
 Defined by Division of Elections 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 (F.S. 106.08(3)(a)) 

 Anonymous Contributions: 
 must be reported as anonymous contribution 
 candidate must provide a cover letter explaining that the contribution is anonymous and 

impossible to return within 10 days of submitting the report on which it is listed 
 do not spend contribution 
 at the end of the campaign, donate the contribution to  an appropriate entity under section 

(F.S. 106.141) 
 All campaign contributions must be deposited within 5 business days of receipt.  (F.S. 106.05) 

 Accepting a contribution in a government building is prohibited. (F.S. 106.15(4)) 

 

CAMPAIGN FINANCE & REPORTING 
REQUIREMENTS 



 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 
 it involves the purchase of tickets, admission to an event, or purchasing an advertisement. 

 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 may not be monetarily reimbursed. 
 

CAMPAIGN FINANCE & REPORTING 
REQUIREMENTS 



See 106.11(1)(b), F.S. for the exact criteria which must 
be printed on campaign checks 

Campaign Checks 
 



 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 and: 

 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 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 FINANCE & REPORTING 
REQUIREMENTS 



 Failure to submit a completed campaign finance report electronically by 
midnight on the date due will result in the Supervisor of Elections declaring the 
report “delinquent”. 

 Do not submit any 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 
 $500 per day, not to exceed 25% as shown above, is automatic on report 

immediately preceding Primary or General Election 
 All fines must be paid from personal funds, not the campaign account! 

 

 

CAMPAIGN FINANCE & REPORTING 
REQUIREMENTS 



 After the election is over, money in the campaign account may 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 for the following: 
 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 FINANCE & REPORTING 
REQUIREMENTS 



2014 Campaign Report Filing Dates 

For candidates, 
political 
committees, 
and 
independent 
expenditure 
organizations. 

 

 

Cover Period 
  

6/1/2014-6/20/2014 
  

6/21/2014-7/4/2014 
  

7/5/2014-7/18/2014 
  

7/19/2014-7/25/2014 
  

7/26/2014-8/1/2014 
  

8/2/2014-8/8/2014 
  

8/9/2014-8/21/2014 
  

8/22/2014-8/29/2014 
  

8/30/2014-9/12/2014 
  

9/13/2014-9/26/2014 
  

9/27/2014-10/3/2014 
  

10/4/2014-10/10/2014 
  

10/11/2014-10/17/2014 
  

10/18/2014-10/30/2014 

Report Code 
  

2014-P1 
  

2014-P2 
  

2014-P3 
  

2014-P4 
  

2014-P5 
  

2014-P6 
  

2014-P7 
  

2014-G1 
  

2014-G2 
  

2014-G3 
  

2014-G4 
  

2014-G5 
  

2014-G6 
  

2014-G7 

Due Date 
  

6/27/2014 
  

7/11/2014 
  

7/25/2014 
  

8/1/2014 
  

8/8/2014 
  

8/15/2014 
  

8/22/2014 
  

9/5/2014 
  

9/19/2014 
  

10/3/2014 
  

10/10/2014 
  

10/17/2014 
  

10/24/2014 
  

10/31/2014 



2014 Campaign Termination Reports 

Unopposed after Qualifying: Judicial Candidates 
  

Unopposed after Qualifying: Non-Judicial 
Candidates 

  
Elected or Eliminated after the Primary Election 

  
Elected or Eliminated after the General Election 

7/31/2014 
  

9/18/2014 
  

11/24/2014 
  

2/2/2015 

For candidates, 
political 
committees, 
and 
independent 
expenditure 
organizations. 

 

 



Campaign Advertising 
 Any political advertisement that is paid for by a candidate and that is 

published, displayed, or circulated 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…”  
 (Remember, you must get the name, address, and business of contributor 

buying the ticket.) 

 



Campaign Advertising Requirements 

ILLEGAL SIGN 

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)) 

 

CANDI DATE  Attorney General 



Campaign Advertising Requirements 

 
 Illegal Sign 

 No sign may be 
erected on utility 
poles 

Re-Elect 
CANDI DATE 

Leon 
County 

Supervisor 
of Elections 



Campaign Advertising Requirements 

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

Individuals may 
hold signs while 
they are at the 
polling site, but any 
signs left 
unattended at a 
polling site will be 
removed.  For 
example:  

Vehicles with signs 
affixed to them  

Pick-up trucks with 
signs in the bed of 
the truck 

 
CANDI DATE for 

Leon County 
Supervisor of 

Elections 



Campaign Advertising Requirements 

 Only candidates running for an office currently held 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 persons 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 NOT 
be placed on public right of ways. 
 



Campaign Advertising Requirements 

 All TV ads must include closed captioning, descriptive narrative and the printed political 
disclaimer. 
 

 All campaign telephone calls made by volunteer or paid workers must: 
 Identify the name of person or organization sponsoring the call 
 state the call was “paid for by” or “paid for on behalf of” 

 
 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. 
 



Solicitation 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 Voters 

 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) 

 



To designate poll watchers, you must submit a form with each 
potential poll watcher listed, along with the date of birth or 
voter ID number, resident address, the precinct or early voting 
location in which he/she will watch, before the deadline. The 
campaign or political party may only have one approved poll 
watcher at any time inside a polling place or early voting 
location. Poll watchers must abide by the rules of conduct 
provided by the Supervisor of Elections. 
 
Poll Watcher applications and instructions are available during 
the qualifying period and at www.LeonVotes.org  
 

Poll Watchers 

http://www.leonvotes.org/




Early Voting Locations 

1. Woodville Community 
Center  
8000 Old Woodville 
Road 

 
2. Ft. Braden Branch Library 

16327 Blountstown 
Highway 

 
3. Northeast Branch 

Library 
5513 Thomasville Road 

 
4. Eastside Branch Public Library 

1583 Pedrick Road 
 
5. Leon County Courthouse 

301 South Monroe St  
First Floor Plaza 
 

6. Lake Jackson Community 
Center 
3840 N Monroe St 
 

7. Smith-Williams Service Center 
2295 Pasco St 



PRIMARY ELECTION (AUGUST 26) 
Begins Saturday August 16th through Saturday August 23rd @ 7 locations 
• Courthouse EV hours 8-4 
• Ft. Braden, NE Library, Eastside Library, Woodville, Lake Jackson, Smith 

Williams EV hours 10-6 

GENERAL ELECTION (NOVEMBER 4) 
Begins Monday October 20th through Saturday November 1st @ 7 locations 
• Courthouse EV hours, 8-5 
• Ft. Braden, NE Library, Eastside Library, Woodville, Lake Jackson, Smith 

Williams EV hours 9-6 
• Saturday Nov 1st EV hours may be extended 
 

Early Voting Dates 2014 



Absentee Ballot Requirements 

 Absentee ballots are due to the Supervisor of Elections 
Office on Calhoun St. by 7 p.m. on Election Day. 
 

 An elector may designate, in writing, a person to pick up 
a ballot on their behalf, beginning four days prior to the 
day of an election. 
 

 A person may pick up a maximum of two absentee 
ballots per election for others (excluding immediate 
family). 

 



A Live Mapping website is available at:  
www.leonvotes.org/map 
(or accessible from our main website) 
 

Facts, Figures and Maps 



Website Tools 



User Controlled Layers  



Voter Information  

 Two types of voter information: 
 Looking “backward”:  
 Voter history data shows who and how they voted 

(voted early, by absentee or at the polls). 
 Can be customized by SOE or full delivery.  
 Utilize website Voter Data order form. 
 Data can be emailed to you, normally in 24-48 hours 

or less. 
 Free of charge if emailed.  
 Voter Data Guide will be included with file.  
 Voting history update takes 10 days post-election. 

https://adobeformscentral.com/?f=3vf2og3FWS1s1wQopUix4g
http://leonvotes.org/PDFForms/VoterDataGuide.pdf


Voter Data Order form 



Voter Information  

 Two types of voter information: 
 Looking “forward”:  
 Mail Ballot requests (restricted access). 
 Requires signature and Mail Ballot Data request form.  
 List of voters receiving ballots (names, address, party). 
 Can be customized for your race (district, party). 
 Retrieved from SOE website. 
 Initial ballot run is the largest, then daily delivery until the 

ballot request deadline.  
 No cost if you choose the digital delivery option. 

 Estimated July 9th for the August 26th Primary Election 
 Estimated September 9th for the November 4th General 

Election 
 

http://leonvotes.org/PDFForms/2014/Mail Ballot Data Request DropDown.pdf


QUESTIONS? 



TUTORIAL: 
FILING CAMPAIGN REPORTS 



Filing Campaign Reports 

 Our office requires the electronic filing of campaign treasurer reports to: 
 Make campaign contributions and expenditures readily available to the public 

 
 Provide candidates the ability to view opponents’ reports. 

 
 Each filed candidate will be assigned a username and password for the 

system.  
 The system is free to the candidate and can be accessed at LeonVotes.org 
 

 Requirements for accessing the online reporting system are:   
 PC, MAC or other computer 
 Internet connection 
 Web browser such as Internet Explorer 
 Printer 
 Adobe Acrobat Reader (free download) 



Logging In 

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

 Click the          button. 
 We strongly suggest changing your password the first time you log in.   
 You are responsible for remembering your new password 

 



Reporting Periods 

You will see a list of 
reporting periods. 

Find the line with the 
appropriate period.  

Current reports due are 
shaded in green  

Your data must fall within 
the dates listed. 

The past and future 
reporting periods are 
locked to prevent you 
from inadvertently 
entering current data into 
a past or future period.  

If you need to enter past 
or future data, you can 
easily unlock the report 
by clicking  



Entering Financial Report Data 

 Begin entering your financial data by clicking either Enter 
Contributions or Enter Expenditures for the appropriate 
report period. 

 



Entering Contributions 

 Click enter 
contributions 
 

 A list of 
contributions 
recorded so far 
will appear. 
 
 Select Edit, 

Delete to edit 
existing or 

 
 Select Add 

Contribution  
Return to 
Report List. 

 



Adding a Contribution 

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

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

 Be sure to change the 
Contributor Type and 
Contribution Type from the 
default value if necessary. 

 Select submit when you 
have completed the form.  
You will then see a blank 
form for the next entry. 

 Select cancel when you have 
saved your last contribution. 
 



Entering Expenditures 

 Click enter 
expenditures 
 

 A list of 
expenditures 
recorded so far 
will appear 
 
 Select Edit, 

Delete or Add 
Expenditure 

 Or select 
Return to 
Report List  

 



Adding an Expenditure 

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

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

 For more information on 
selecting an expenditure 
type, select the Campaign 
Treasurer Handbook link.  
 

 Select submit when you 
have completed the form.  
You will then see a blank 
form for the next entry.  
 

 Select cancel when you have 
saved your last expenditure. 
 



Submitting the Report 

 Review your contributions and expenditures for the report period 
you are filing, making sure each entry is accurate and complete. 

 Click Create Final Report For Review to bring up instructions 
 Then click the Create Final Report For Review button ONLY when 

everything is correct and you are ready to submit the report. 
 



Submitting the Report 

 Clicking Create Final 
Report for Review 
brings up the 
Electronic Signature 
PINs page with a 
reminder that the 
report has not yet 
been submitted 

 Enter both the 
Candidate PIN and 
the Treasurer PIN in 
the space provided 
and click Assign PIN 
to submit the report 
to the Supervisor of 
Elections. 



Submitting the Report 

 Once a report is submitted, no changes can be made to the original 
report.  After submission, any changes must be made as amendments 
to the original report. 
 

 REMEMBER:  By accepting the Candidate ID and Password issued by 
the Elections Office, both the candidate and campaign treasurer affirm 
the information being submitted has been reviewed for accuracy. 
 

 Once the electronic report has been received by our office, the report 
will be released for viewing on our website.  
 

 If you received an anonymous contribution, you must provide a letter 
explaining that the contribution is anonymous and impossible to return 
within 10 days of submitting the report. 

 
 
 



Submitting a Waiver 

 If you have had no campaign activity during a reporting period (received no 
contributions nor made any expenditures), you must submit a waiver for that period. 

 Click the Submit Waiver button  
 Then click Submit Report once when you are ready to submit the waiver for the 

reporting period. 
 Note, both the contributions and expenditures are $0.00 when a waiver is submitted.  
 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 for that period.  

 
 
 



Amending a Report 

 Log In using your 
Candidate ID number 
and password. 

 Find the line 
containing the correct 
report that needs to be 
amended. 
 NOTE:  A report 

must have been 
submitted before it 
can be amended 

 Click on the Amend 
button 

 Then click Next 



Amending a Report 

 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 

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

 Follow the same process 
from the original report 
submission to manually 
enter new contributions 
or new expenditures 
 

Manually entering new 
contributions or expenditures 

 



Amending a Report  

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

 Then select Amend Item 
from Orig Report 
 

 Select the item that needs to 
be amended and click Amend 
Item 
 
 

Changing a contribution or 
expenditure 

 



Amending a Report  

 Type the changes where 
they are needed.  
 

 If you want to delete the 
contribution or 
expenditure, simply zero-
out the Amount field. 
 

 When finished, click 
Submit 
 
 

Changing a contribution 
or expenditure 

 



Amending a Report 

 You now have two 
entries (in yellow) 
representing the 
changed item: 
 

 The first entry deletes 
the item as it was filed 
in the original report.    
(Delete in the Amend 
column) 

 
 The second entry adds 

the item with the 
changed values. (Add 
in the Amend column) 

 



Submitting an Amended Report 

 
 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 the Supervisor of Elections Office.  

 



QUESTIONS? 

Thank you for coming!  



Remember 

 
You as the candidate are responsible for all 

aspects of your campaign! 
 

 
Created and distributed by:   
Supervisor of Elections Office, Leon County FL 
 
Mailing address: 
PO Box 7357 
Tallahassee, FL 32314-7357 
Physical Address: 
315 South Calhoun Street, Suite 110 
Tallahassee FL  32301 
 
850.606.8683 (voice), 850.606.8601 (fax) 
www.LeonVotes.org 



Important Contact Information 

Office Address 315 S Calhoun St, Ste 110 
Tallahassee, FL 32301 

Mailing Address PO Box 7357 
Tallahassee, FL 32314-7357 

Telephone (850) 606-8683 
Fax (850) 606-8601 
E-mail candidate@leoncountyfl.gov  
Web LeonVotes.org  
Office Hours Monday – Friday     

8:00 a.m. – 5:30 p.m.  
Contacts Ion Sancho, Supervisor of Elections 

Janet Olin, Assistant Supervisor of Elections 
Karen Williams, Election Records Manager 
Chris Moore, Demographics/GIS Manager 
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