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PROJECT DEMOCRACY 
 

 

 

Goal: 
Project Democracy, which was implemented in April, 2004, was developed to educate 

high school seniors on voter registration, the election process and to encourage them to 

get involved and vote.  Ultimately, this will achieve an increase in voter knowledge and 

voter turn-out for the age group between 18 and 25.   
 

Synopsis: 
The Supervisor of Elections joins together with the School Board to promote voter 

education within the Bay County high schools and learning centers.  Currently, all Bay 

County high schools and learning centers participate in this program (9 schools).  Each 

participating high school holds an assembly around the same time that they would be 

conducting their student government elections.  This time period has been labeled 

“Patriotism Week.”  The assembly consists of guest speakers, participating political party 

speakers, and a non-partisan voter education speech by the Supervisor of Elections, Mark 

Andersen.  During his speech, Mr. Andersen stresses the importance of self value and 

informs students that there are no limits to their possibilities in life.  At the end of the 

assembly, students are encouraged to ask the speakers questions.  During the period of the 

assembly, the students are given time to register to vote. 
 

Fundamentals: 
Funding - The Supervisor of Elections gives the School Board a check from the voter 

education grant money and the School Board distributes the funds to the participating 

high schools. 

 All funds must be spent on anything that will enhance the project democracy 

assembly.  Items that have been purchased in the past have been hats, banners, a 

cake decorated as a flag, punch, art material for posters and displays, and pencils 

to hand out to the students.  The senior student government is responsible for 

decorating and organizing the assembly. 

 Each school must be able to provide an itemized report of the expenditures. 

 All efforts should be made to make bulk purchases whenever possible. 

 All efforts should be made to purchase items that can be utilized each year.   

 

Speakers - The Supervisor of Elections Office contacts each political party.  They are 

given the opportunity to have one representative present and discuss the party’s platform. 

 

If the school wants to have a guest speaker, they are responsible for making the 

arrangements; however, the Supervisor of Elections offers assistance if requested.   
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 Two previous guest speakers were Iraq veterans.  One of them provided a power 

point presentation of photos from Iraq and included background music that the 

students identified with. 

 

The Supervisor of Elections, Mark Andersen, gives a non-partisan speech pertaining to 

the importance of registering and voting. 

 

Awards – Plaques are awarded to the students (usually Senior Government) who assisted 

with organizing Project Democracy and served as a Young Election Staff (YES) members 

(see below).  

 

Voter Registration - Tables are set up and decorated to accommodate voter registration. 

 

Enhancements - It is encouraged that the schools use bands, music, videos or any other 

attention grabbing device while students are entering and exiting the assembly. 

 

 

Young Election Staff: 
In conjunction with the Project Democracy program, each school has a group of seniors 

called the “Young Election Staff (YES).” They are trained by the elections office on 

election processes and the election equipment so they are able to conduct the school 

elections independently and in the same manner that we would conduct our election. 

 

Feedback: 
The students were enthusiastic about having the opportunity to participate and ask 

questions.  Some of the questions that have been asked pertain to issues such as gas 

prices, war, college expenses, drugs and same sex marriage. 

 

Students also appreciated having the ability to learn about the different political party 

platforms. 

 

The YES program gave us a chance to train one on one with the students.  This in turn, 

allowed us to recruit them as Precinct Election Officials. 

 

The YES program also eliminated the need for staff members to be on site during a 

school election unless requested. 

 

Voter registration totals have averaged between 100 to 200 dependent on the size of the 

school. 

 
Project Democracy provides voter education to Bay County high school juniors and 

seniors.  Assemblies have ranged from 1500 students in the larger high schools to 17 

students in special needs schools. 
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Partnership Goals 

Voter Registration 

Program 

Voter Registration 

 
 

Becoming a 

Responsible Voter 

Student Election 

Criteria 

Running for Office 

Student Election Day 

Election Time Line 

Bay County Election 

Day Facts 

School Election 

Request Form 

Loyalty Oath Form 

Official Candidate’s 

Petition Form 

Voluntary Code of 

Campaign Practices 

 

Bay County School District 

 

PROJECT DEMOCRACY 
ALL HIGH SCHOOLS OF BAY COUNTY 

 

 
 

 

 

 

 

 

 

 

Dear Educator:  

 
One of my goals as the Supervisor of Elections is to provide Bay County students with 
an opportunity to experience how easy it is to become a registered voter and get 
involved with the election process. Project Democracy will form and organize Bay 
District school elections under the Young Election Staff (YES)  program. ñYESò 
Students will learn how to set up and operate the election equipment and conduct the 
school election.   They become the officers responsible for the election within the 
school. 
 
Project Democracy is also designed to assist students, teachers and administrators 
with student voter registrations within the high schools. 
 
We offer suggestions on conducting student elections and will be present in every high 
school for voter registration.  This process establishes a close partnership between the 
teacher, student and the Supervisor of Elections while conducting school elections, as 
well as the annual voter registration drive which is required by Florida Statutes.  
From designing and ordering ballots, to the use of the actual voting equipment, to 
providing guest speakers, we are here to help!  
 

In an effort to mirror the ñreal worldò election process, we recommend that 

student candidates qualify by having a designated number of students sign an 

official petition supporting their candidacies. Next, the Election Center will provide 

the ballots, privacy booths, and actual voting equipment.  An Election Center staff 

member will be available to answer any questions throughout the election process. 

  

 

We appreciate the many fine teachers of Bay County who have given us their input 

and recommendations on student elections.  If you would like more information or 

assistance in setting up a student election, please contact our voter education 

department at (850) 784-6100 or e-mail me at baysuper@bayvotes.org. 

 

 Sincerely, 

 

Mark Andersen 

Bay County Supervisor of Elections        

 

Bay County Election Center 

AND 

mailto:baysuper@bayvotes.org
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OFFIC IA L CLERK DOCUMENT  

 

 

 

 

 

 

 

 

HIGH SCHOOL PRECINCT  

___________________ 

 THIS DOCUMENT AND ALL ELECITON INFORMATION MUST BE COMPLETED AND 

RETURNED TO YOUR SCHOOL ELECTIONS OFFICER. 

If found please contact: Bay County Supervisor of Elections at 784-6100 

____________________________________________________   ____/_____/20__ 
YES - Clerk (Print Name)  Signature      Date 

 

____________________________________________________   ____/_____/20__ 

YES - Assistant Clerk (Print Name)  Signature      Date 
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A. CLERK INSTRUCTIONS 

 

THIS BOOK MUST BE COMPLETED AND VERIFIED. 

 A YES Assistant Clerk MUST be designated as a Quality Control person for the 

school precinct to confirm the completion of this document. 

 

 All tasks that are normally performed throughout election day MUST BE in a step-

by-step uniform format as in all Bay County precincts. 

 

 This document is VERY important. Please maintain constant custody of this 

document until it is delivered to the school elections officer. 

 

 PLEASE complete each step using your initials, signature, or N/A in all shaded areas. 

 The school election depends on you and your performance. 

 

 Have a great Election Day. 
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  STEP 1 - ELECTION BOARD OATHS 

 

Young Election Staff Clerk ï STATE OF FLORIDA, COUNTY OF BAY 

(print school)__________________________________   

I, (print name)________________________________________________ 

Young Election Staff Clerk of an Election held in the School, County and State aforesaid, do solemnly swear 

that I will perform the duties of the Young Elections Staff Clerk of Elections according to the law and student 

government guidelines, and will endeavor to prevent all fraud, deceit, or abuse in conducting the same as 

signed and dated below.   

 

X_______________________________________________________________DATE____/_____/____  

 

 

 Young Election Staff  Assistant Clerk ï STATE OF FLORIDA, COUNTY OF BAY 

 (print school)__________________________________   

I, (print name)________________________________________________ 

Young Election Staff Assistant Clerk of an Election held in the School, County and State aforesaid, do 

solemnly swear that I will perform the duties of the Young Elections Staff Assistant Clerk of Elections 

according to the law and student government guidelines, and will endeavor to prevent all fraud, deceit, or 

abuse in conducting the same as signed and dated below.   

 

X_______________________________________________________________DATE____/_____/____  

 

Young Election Staff Deputy ï STATE OF FLORIDA, BAY COUNTY 

(print school)__________________________________   

I, (print name)________________________________________________ 

Young Election Staff Deputy of an Election held in the School, County and State aforesaid, do solemnly swear 

that I will perform the duties of the Young Elections Staff Deputy of Elections according to the law and 

student government guidelines, and will endeavor to prevent all fraud, deceit, or abuse in conducting the same 

as signed and dated below.   

 

X_______________________________________________________________DATE____/_____/____  

 

Young Election Staff Inspector ï STATE OF FLORIDA, COUNTY OF BAY 

 (print school)__________________________________   

I, (print name)________________________________________________ 

Young Election Staff Inspector of an Election held in the School, County and State aforesaid, do solemnly 

swear that I will perform the duties of the Young Elections Staff Inspector of Elections according to the law 

and student government guidelines, and will endeavor to prevent all fraud, deceit, or abuse in conducting the 

same as signed and dated below.   

 

X_______________________________________________________________DATE____/_____/____ 
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Young Election Staff Inspector ï STATE OF FLORIDA, COUNTY OF BAY 

(print school)__________________________________   

I, (print name)________________________________________________ 

Young Election Staff Inspector of an Election held in the School, County and State aforesaid, do solemnly 

swear that I will perform the duties of the Young Elections Staff Inspector of Elections according to the law 

and student government guidelines, and will endeavor to prevent all fraud, deceit, or abuse in conducting the 

same as signed and dated below.   

 

X_______________________________________________________________DATE____/_____/____  

 

 

Young Election Staff Inspector ï STATE OF FLORIDA, COUNTY OF BAY 

(print school)__________________________________   

I, (print name)________________________________________________ 

Young Election Staff Inspector of an Election held in the School, County and State aforesaid, do solemnly 

swear that I will perform the duties of the Young Elections Staff Inspector of Elections according to the law 

and student government guidelines, and will endeavor to prevent all fraud, deceit, or abuse in conducting the 

same as signed and dated below.   

 

X_______________________________________________________________DATE____/_____/____ 

 

Young Election Staff Inspector ï STATE OF FLORIDA, COUNTY OF BAY 

(print school)__________________________________   

I, (print name)________________________________________________ 

Young Election Staff Inspector of an Election held in the School, County and State aforesaid, do solemnly 

swear that I will perform the duties of the Young Elections Staff Inspector of Elections according to the law 

and student government guidelines, and will endeavor to prevent all fraud, deceit, or abuse in conducting the 

same as signed and dated below.   

 

X_______________________________________________________________DATE____/_____/____  

 

Young Election Staff Inspector ï STATE OF FLORIDA, COUNTY OF BAY 

(print school)__________________________________   

I, (print name)________________________________________________ 

Young Election Staff Inspector of an Election held in the School, County and State aforesaid, do solemnly 

swear that I will perform the duties of the Young Elections Staff Inspector of Elections according to the law 

and student government guidelines, and will endeavor to prevent all fraud, deceit, or abuse in conducting the 

same as signed and dated below.   

 

X_______________________________________________________________DATE____/_____/____ 

 
 

 

***Complete areas required and continue to next step. 
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 STEP 2 - Receipt of Ballots 

This will be filled in by the Supervisor of Elections office and verified by YES Clerk Prior to the Pre-

election ballot audit.  

 

 0001 -TO-  TOTAL ISSUED  

BALLOT PRE-ELECTION AUDIT. 

                 The following official ballots were placed into the Black Security Tub for the above school. 

___________________________________________________________________________________ 

Signature – Supervisor of Elections Staff Member                                      Date 

 

 STEP 3 Ballot Verification by YES Clerk  

IMPORTANT:  The large BLUE seal MUST be in place or notify the school elections officer 

 

a) Open Blue Security Cart using SILVER key and remove RED Lock and Retaining Cable. 

b) Break large BLUE seal on Blue Security Cart and record the seal # below. 

c) Place large BLUE seal in Clear Ballot Bag.  Place Retaining Cable in Blue Security Cart. 

d) Place the RED LOCK  back on the BLUE SECURITY CART TO KEEP BALLOT PADS SECURE 

WHEN NOT NEEDED. 

 

SCHOOL ______________________________  Large BLUE SEAL # _______________________ 

 

I hereby certify that the BALLOT NUMBERS & BLUE SECURITY CART SEALS IN STEPS 2 & 3 as recorded, 

are true and correct as sent from the Supervisor of Elections.   I accept receipt and custody of ballots listed in 

STEP 2. 
 
_________________________________________________________________________________________________________________/________/_____ 

YES Clerk Signature                                                                                                                    Date 
 
_________________________________________________________________________________________________________________/_______/_______ 
YES Assistant Clerk Signature                                                                                                    Date 
 

___________________________________________________________________________/_____/_____ 

YES Inspector or Deputy Signature                                                                                            Date 
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 STEP 4 ï M100 & Polling Place Set-up 

IMPORTANT:  AT ANY TIME THAT THE M100 IS NOT WORKING YOU MUST CONTINUE TO 

ISSUE BALLOTS AND CONTINUE VOTING BY INSERTING THE BALLOTS IN TO THE EMERGENCY 

BIN UNTIL THE M-100 IS FIXED.   

Call the Supervisor of Elections office to solve any voter equipment problems - 784-6100 
 

TASK ORDER 
RECORD 

INFO 

CLERK 

INITIALS 

DIRECTION/TROUBLE 

SHOOTING/ REFERENCE 

1. Using the BLUE key, OPEN the Gray Ballot Box 

Emergency Door marked with a RED “E” to 

verify that it is EMPTY.  

Verify 

EMPTY 

 
If it is not empty, remove the 

contents and fill out an Incident 

Report. 

2. Using the BLUE key, CLOSE and LOCK  the 

Gray Ballot Box Emergency Door.  Leave this door 

closed unless it is needed.  

Verify 

LOCKED 

 
Located in the front of the machine 

and has a large RED "E" 

indicating location. 

3. Using the BLUE key, OPEN the two side doors 

on the Gray Ballot Box to verify that both sides are 

empty.   

Verify Both 

sides are 

EMPTY 

 

One lock on each side. 

If any materials are present remove 

and fill out an Incident Report. 

4. Using the BLUE key, CLOSE and LOCK  the 

two side doors. 

Verify 

Both 

LOCKED 

 

One lock on each side using BLUE 

key 

5. Position the Gray Ballot Box with M100 near an 

electrical outlet  and PLUG IN THE M100. 

Verify 
PLUGGED  

IN 

 

No action will take place go to 

next step to turn M100 on. 

Problems or questions call our 

office 784-6100. 

6. OPEN the M100 Key Access Panel with the Green Dot located on 

the top left side of the M100. 

 

Open by pressing and lifting on 

raised area on top left side of the 

access panel with the  Green Dot. 
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TASK ORDER 

CLERK 

INITIALS DIRECTION/TROUBLE 

SHOOTING REFERENCE 

7. Insert GREEN Key in M100 (Green Dot)  
 

 TURN to OPEN/CLOSE POLL(Single Click) 

 WAIT Approximately 2 MINUTES 

 On the display, you should see: 

S-MODE ELECTION CARD INSERTED 

OPEN POLLS NOW? 
 

( Go to next step) 

OR 
 

IF THE SCREEN READS: 
 

DIVERTER NOT FOUND 

PRESS the button below ñCONTINUEò  

 

GREEN Key MUST always be in 

the custody of CLERK or as 

assigned 

. 

After 2-3 minutes if nothing appears 

in M100 Window.  Repeat step 7 

and step 8.  

If there is still no action, call our 

office – 784-6100 

 

NOTE:  If the M100 states that the 

diverters is not found press 

“CONTINUE”  

8. PRESS the Button below the “YESò displayed on M100 screen.  

 

   AFTER the button is pressed you will see: 

 ñPLEASE TURN KEY/SWITCH TO VOTEò  

(Go to next step.) 

 

M100 window will immediately 

display:  PLEASE TURN 

KEY/SWITCH TO VOTE 

9. TURN GREEN Key (one click) to the “VOTEò position. The 

M100 will begin printing a “Zeros Tape.” DO NOT TEAR OFF THIS 

TAPE. 

 
Wait while M100 prints zero totals. 

 Call our office with any printer 

problems. 

10. REMOVE GREEN Key and CLOSE the M100 Access Panel. 

(Wiggle key slightly and pull straight up to remove, key will come 

out.) 

 NEVER LEAVE the GREEN 

KEY IN THE M100.  IT IS 

ALWAYS WITH THE CLERK. 

11.   On the display you should see:   
 

INSERT BALLOT 
 

               NUMBER OF VOTES:  0 

                                           
IMPORTANT:  If the Number of Votes is NOT 0, 

call the Supervisor of Elections immediately  

784-6100. 

 

 

 

Number shown on 

M100 Display: 

 

 

# __________ 

 

 

 

Clerk Initials        
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12.   VERIFY and SIGN the “Zeros Tape.” It should have zeros beside every race. 

   DO NOT TEAR OFF THIS TAPE.   

   
 The YES Clerk and at least three other election officials (inspectors) must sign the  tape. 

 
****IF ZEROS ARE NOT PRESENT  

CALL OUR OFFICE IMMEDIATELY 784-6100. 

 

13.   Coil/Roll tape NEATLY,  and place it into the M100 access door w/ the GREEN DOT.    

        Tape will be flat with a small portion visible and attached to the M100. 

 
 

 

 

 

Clerk Initials        

                               

               

ALL of the above TASKS are COMPLETE.  and the 

M100 is up and running.  

 

TIME COMPLETED:____________ 

 

 

 

Assistant Clerk Signature                                   

 

 

 

Clerk Signature                                                   
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Paper Ballot or 

Touch Screen 

Voting Systems 

 STEP 5 Polling Place Set-Up 

Please setup area as represented in example below for best flow in and out of precinct. 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Physical Set-up of Precinct 

Ç Set up all regular voting booths and one disability booth.  

Ç Unpack Blue Security Cart (For security, LEAVE all Ballots in cart when not in use) 

Ç Unpack Orange Printed Materials Bag.  

Ç Set-up ballots and ballot issue stubs at ballot issue table. 

Ç Place alphabet stands on the registration table. They are in blue bags. 

Ç CLEAR VOTING AREA OF ANY CANDIDATE ADVERTISING. 

Ç Establish no solicitation area 4 - 10 ft from the entrance/exit. 
 

Door 

OUT   

IN  

Registration Table Ballot Issue Table 

Voting Booths or Touch Screen Voting Booths with 

3ft spacing between each Booth. 

Blue 

Security 

Cart 

All voters wait 

here until 

M100 is clear 

to insert 

ballot... 

Deputy 
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SET-UP COMPLETE 

 

__________________________________________________________________________

______ 
Assistant Clerk Signature                                                                       Date                             
  Time 
 

________________________________________________________________________________ 

Clerk Signature                                                                                        Date                           
    Time 

      (Please continue to next step once verified completed) 
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 STEP 6 - Official Precinct Opening 

PRECINCT MUST BE OPEN 

(even if M100 is not functional) 

1. The YES Clerk must verbally 

declare polls OPEN. 

"Ladies and Gentleman, the polls are officially 

open". 

2.  IMPORTANT: Tour and 

inspect booths after each 

voter has left the voting 

booth area.  

Tour voting booths for written messages, ink pens 

or candidate campaign materials. Remove all 

campaign materials from sight. 

 Only ONE person is allowed in a privacy booth.  UNLESS, Someone needs 

assistance with the voting process. 

 You must remember to check each and every booth frequently after each voter 

has left the voting booth area. 

Very important: 

If for some reason the M100 is not ready for use, voting MUST begin. NO 

MATTER WHAT!  Voting will start by placing the ballot in the “E” (Red “E” 

emergency ballot area) in the Gray ballot box until the problem is solved.    
 

Once the problem is solved and the M100 is working the clerk and assistant 

clerk shall remove the voted ballots directly from the “E” emergency bin and 

place them into the M100.  (If a ballot is rejected accept the ballot as is by 

pressing the “ACCEPT” button on the M100).  If this does occur the Supervisor 

of Elections office MUST be contacted immediately! 784-6100. 
 

 

_____________________________________________________________________ 

YES Clerk Signature  
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 STEP 7 - PRECINCT CLOSING 

 

CLOSE POLLS ONLY after the  last voter in line has voted. 
 

 

1.  The Clerk must verbally 

declare polls CLOSED. 

"Ladies and Gentleman, the polls are officially 

closed". 

2.  Deputy Position 
Position Deputy behind last voter in line at the time of the 

closing announcement. 

3.  Last Voter 

Only voters in front of deputy will be allowed to 

vote. PLEASE STRICTLY ENFORCE this by 

following your school guidelines. 

4.  Time of last ballot cast. Enter Time ____________  

 

 

 

____________________________________________________________________________________ 

Clerk Signature 

 

 

(Please continue to next step once completed) 
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 STEP 8 RESULTS AND CLOSING CONT. 

BEGIN TASK ORDER BELOW AFTER LAST VOTER HAS VOTED!!!!! 

TASK ORDER  
RECORD 

INFO 

CLERK 

INITIALS 

DIRECTION/TROUBLE SHOOTING 

REFERENCE 

1. Using the BLUE key, OPEN the Gray Ballot Box 

Emergency Door marked with a RED “E” to verify that it is 

EMPTY. 

 
Located on front of the Gray Ballot Box.  Lock is 

on the right side. (blue dot) 

2. If there are ballots, REMOVE them, 

COUNT and ENTER total number 

of ballots.  Proceed to Step 3.  If 

there aren’t any ballots, skip Step 3. 

 

# of Ballots  

 

   ________ 
 

OR 
 

Ç Empty  

 

An INCIDENT REPORT should be completed if 

bin is not empty.  If one has not been completed and 

ballots are in the bin, document reason. 

3. FEED ALL of the ballots from step 2 into the M100.  

IMPORTANT 

Press ACCEPT BUTTON key to accept any 

problem ballots AND document with INCIDENT 

REPORT. 

4. VERIFY that the Emergency Bin is EMPTY.  Close and 

lock Emergency Bin Door using the BLUE key. 
 

WARNING: 

ENSURE ALL BALLOTS ARE COUNTED 

AND VOTED BEFORE GOING TO NEXT 

STEP 

5. Enter TOTAL NUMBER OF 

VOTERS displayed on M100 

window. 

(This # will be needed on page 20 Ballot 

Accounting) 

TOTAL 

NUMBER OF 

VOTERS 

DISPLAYED 

 

#_________ 

 

IMPORTANT: 

Please ensure properly entered number of total 

ballots displayed on M100 window. 

6. Open M100 Key Access Panel  

Ç INSERT GREEN Key 

 

Ç TURN GREEN Key (one click) to CLOSE 

POLLS position.  

 

 

 

WARNING: 

ONCE YOU CLOSE THE POLLS YOU WILL 

HAVE TO CALL OUR OFFICE IN ORDER TO 

RE-OPEN THE POLLS. 
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TASK ORDER  
RECORD 

INFO 

CLERK 

INITIALS 

DIRECTION/TROUBLE SHOOTING 

REFERENCE 

7. Press the button below the “CLOSE POLLS” button.   

Ç WAIT, the M100 will print Election results. 

Ç 2 copies of election results will print. 

NOTE:  the tape will consist of the zeros tape and the 2 copies 

of election results. 

 

**ELECTION RESULTS will begin to print.  Two 

complete election results totals will be printed. 

 

8. SIGN the results tape.       

 

The YES Clerk and 3 other election officials (Inspectors) must 

sign the tape. 

  

9. Separate the 2 election results tape by cutting or tearing in 

between them.  You should have a long tape consisting of 

the zeros tape and one results tape.  The other will only 

consist of results.  Post this tape on a door, window, or 

wall as directed by the election staff.     

  

10.  Lift M100 Access Panel 
 

Ç INSERT GREEN Key 

Ç TURN GREEN Key (one click) to the OFF position. 

Ç REMOVE GREEN Key and CLOSE M100 Access 

Panel. 

 
CLERK MUST MAINTAIN CUSTODY OF 

THE KEYS. 

11.  UNPLUG the M100 

 
  

12. Verify that all removed seals are placed in the CLEAR 

BALLOT BAG and ZIP UP. 
 These items are very important for audit purposes. 

13. Install small RED seal through zipper tab hole and then 

through metal ring in CLEAR BALLOT BAG AND 

SEAL to properly secure. RECORD SEAL NUMBER 

RECORD 

   SEAL  

 

#________ 

Seal must go through the metal ring in the 

CLEAR Ballot Bag AND Through Zipper tab 

hole to properly secure materials. 

ALL TASKS ARE COMPLETE AND ELECTION 

RESULTS ARE POSTED.  
(GO TO NEXT STEP) 

 

Clerk Initials___________ 

 



Page 21 of 48 

S0004 Rev 101207 

 

 STEP 9 - Ballot Stubs & Issue Slips 

TASK ORDER  
CLERK 

INITIALS 

1. ENSURE THAT ALL ISSUED BALLOT STUBS ARE PROPERLY 

PLACED IN THE “BALLOT STUBS” BOX labeled with the blue 

circle. 

 

2. SEAL THE “BALLOT STUBS” BOX WITH  

     ONE Light-BLUE seal. 

 

Record 

SEAL  # 

 

 

 

 

3. ENSURE THAT ALL “BALLOT ISSUE SLIPS” ARE PROPERLY 

PLACED IN THE “BALLOT ISSUE SLIP” BOX labeled with the blue 

square.   

 

 

 

4. SEAL THE “BALLOT ISSUE SLIP” BOX WITH 

     ONE Light-BLUE seal. 

 

Record 

SEAL  # 
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 STEP 10 - COUNT SPOILED BALLOT ENVELOPES 

TASK ORDER 
CLERK 

INITIALS 
DIRECTION 

1. COUNT and VERIFY ALL COMPLETED  SPOILED 

BALLOT ENVELOPES (BLUE STARS):  

 

 

 

RECORD 

# of 

spoiled 

ballots 

_______ 

 

 

 

 

 

2. PLACE Spoiled Ballot Envelopes into the “Write-In and Spoiled/Provisional 

Ballot Box.” 

3. SEAL the Box with the Orange Seal and RECORD the 

number. 
 

 

 

 

 

RECORD 

SEAL 

#________ 
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 STEP 11 - REMOVE VOTED BALLOTS 

TASK ORDER 
CLERK 

INITIALS 

1. Using the BLUE key, OPEN both side doors on the Gray Ballot Box. 

2. REMOVE all of the VOTED ballots 

3. PLACE the voted ballots into the “VOTED BALLOT” box with the GREEN labels. 

4. FILL each box before beginning another. 

 

DO NOT WRITE ANYWHERE OTHER THAN IN THE AREAS ON THE 

BOX PROVIDED. 

 

 

3. SEAL each Voted Ballot Box with one small GREEN Seal and RECORD each seal 

number in the boxes below OR enter N/A in blank areas as required. 

4. RECORD SEAL NUMBERS (USE ONLY THE BOXES REQUIRED) 

Seal # Seal # Seal # Seal # Seal # 

5. Verify that there are no ballots remaining in Gray Ballot Box (Check both 

sides). 
 

6. Using the BLUE key, CLOSE AND LOCK both side doors on the Gray 

Ballot Box. 

  

 

All ballots (voted and non-voted), 

ballot issue slips, ballot stubs, and 

results tape are the SCHOOLôS 

property.  Store them as directed by 

the electionôs advisor. 

 

 

_______________________________________ 

Assistant Clerk Signature                                      

                  

 

________________________________________ 

Clerk Signature                                                      
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 STEP 12 - Election Ballot Accounting 

TOTAL BALLOTS CAST #______________ 
Enter a TOTAL number of ballots cast as 

indicated on Tabulation Tape OR  

See Page 14, # 5. 

NOTE:  If more than one pad of ballots is partially used, you will have to calculate the 

totals for each partially used pad. 

INSTRUCTION 
SCHOOL 

ELECTION 

A.  Enter number of next ballot to be issued.  

B.  Beginning ballot number 0001 

C.  Subtract Line B from Line A above to 

 obtain Subtotal. 

 

D.  Enter number of spoiled ballots & Subtract 

number. (Blue Stars Envelope) 

Page 17, Step 10 #1  

 

E.  Subtract Line D from Line E above to 

 obtain Subtotal 

 

TOTAL OF  ALL BALLOTS CAST =  

LINE E 

 

We, the Election Board signed below, do hereby certify that this post election ballot accounting of the 

ballots issued is true and correct. 

TITLE SIGNATURE TITLE SIGNATURE 

Clerk  Assistant 

Clerk 

 

Bailiff  Inspector   
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 STEP 16 -  Packing Up & Securing Equipment 

TASK ORDER 
CLERK 

INITIALS  
DIRECTION 

1. PACK all supplies in original bags and pouches. 

SEE section C. Page 22 ñPrecinct Inventoryò for Details if 

needed. 

KEEP YELLOW SEAL IN SUPPLIES BAG OUT FOR 

USE. 

 

Place all supplies in original bags or pouches. 

YELLOW seal is the Last to be used election  

Close-out. 

2. RECORD the YELLOW seal. 

Yellow Seal  

 

#________ 

This yellow seal will be used to lock the Blue 

Security Cart in a later step. 

3. NEATLY Pack supplies in Black 

Security Tub 

Ç Two RED pouches 

Ç Unused empty boxes  

Ç Alphabet Signs (Blue Bags) 

Ç Printed supplies bag with all printed 

materials. 

Ç Clear Ballot Bag 

Ç Key on WHITE wrist coil : 

1 BLUE, 1 GREEN, 1 RED 

 

 

*Pack all supplies.  Check all surrounding areas 

for loose or misplaced election supplies. 

 

 

 

We hereby certify that the above items are ready for pick-up by the 

Supervisor of Elections or School Election Officer. 
 

Signature of 

Clerk and 

Assistant Clerk 

Performing 

Election. 

 

_________________________________________ 

Assistant Clerk Signature                    Date 
 

 

_________________________________________ 

Clerk Signature                                    Date 

 

 

(Please continue to next step once completed) 
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Securing the Black Security Tub 

1.  PLACE THIS BOOK IN THE LARGE BLUE BAG AFTER SIGNING and Place into the Blue  

     Security Cart 

 

2.  CLOSE and SEAL Blue Security Cart with large YELLOW seal 

 

3.  VERY IMPORTANT** 

Install RED Lock on the Blue Security Cart with the Retaining Cable attached to Gray Ballot Box AS IT WAS UPON ARRIVAL 

using RED key.  Put Retaining Cable through Gray Ballot Box Handles aligning with RED Lock on the Blue Security Cart. Secure 

RED Lock to the Blue Security Cart. 

 

THANK YOU FOR WORKING SO HARD FOR DEMOCRACY 
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B.  INVENTORY Pre-election/During Election/Post Election Seal Placement 

*PRE-ELECTION* 

GRAY BALLOT BOX 

Sides of GRAY BALLOT BOX BLUE Key Access locked (blue dot) 

M100 

Open polls /Close Polls  or Vote GREEN Key Access 

Modem Access Door (DO NOT REMOVE) Small BLACK Seal  

LARGE BLUE SECURITY CART 

Ballots and election materials Large BLUE Seal  

Security Cart SILVER KEY locked 

PRIVACY BOOTHS 

Unopened  Large ORANGE  Seal 
*DURING ELECTION 

GRAY BALLOT BOX 

Sides of GRAY BALLOT BOX BLUE Key Access Locked  

M100 

Open polls/Close Polls  or Vote 

GREEN Key Access 

Modem Access Door  (DO NOT REMOVE)  Small BLACK Small 

LARGE BLUE SECURITY CART 

Ballots and Election materials in custody of the 

Clerk in Blue Security Cart 

RED Key Locked and under the control of 

precinct clerk 
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*POST ELECTION  

GRAY BALLOT BOX 

Sides of GRAY BALLOT BOX BLUE Key Access locked 

M100 

Open polls/Close Polls  or Vote GREEN Key Access 

LARGE BLUE SECURITY CART 

Security Cart( All materials for A.M. morning (Pick-up) 

Large  YELLOW Seal & RED KEY 

locked 

TRANSFER CASES 

Voted Ballots in Transfer Case with GREEN Label. Small GREEN Seal  

“WRITE-IN AND SPOILED/PROVISIONAL BALLOT BOX”  Small ORANGE Seal 

BALLOT STUB BOX (Blue DOT) 

BALLOT ISSUE SLIP BOX (Blue SQUARE) 
Small Light- BLUE Seal 

CLEAR BALLOT BAG  

All seals removed during election Small RED Seal sealing zipper and bag together 

Large BLUE BAG 

CLERK DOCUMENT (This Book) with All 

COMPLETED other forms 

Place clerk document in LARGE BLUE BAG 

 

PRIVACY BOOTHS 

Closed and Packed up Large  ORANGE Seal 

 
THIS DOCUMENT MUST BE RETURNED. 
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C.   PRECINCT SUPPLY INVENTORY 
REQUIREMENTS 

TITLE OF ITEMS  DESCRIPTION QTY 
Office. 

Initials 

Office 

Initials 

PVC STAND TO DISPLAY ALL REQUIRED NOTICES 

Required Notices and PVC Stand  

Voter Fraud/Sample Ballots/Voter Right & Responsibilities 

Instructions/Picture I.D. Requirements 

1   

 

(LARGE RED BAG) Ballot issue to Elector Slips 

*Ballot issue to Elector Slips General election (WHITE) 

   

 

 CLEAR PLASTIC PACKING BAGS 

Spoiled Ballot Envelope  BLUE STARS Envelopes    100    

Spoiled Ballot RE-ISSUE 

SLIPS  

BLUE STARS  Re-Issue Issue 

Slips 
100    
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TITLE OF ITEMS  DESCRIPTION QTY 
Office. 

Initials 

Office 

Initials 

ORANGE BAG Printed Material Bag 

Privacy Sleeve 
Secrecy (Blue Sleeve) 

SHORT or LONG 

30 

approx. 

3.5lbs 

  

Ballot Transfer Case Inst. 
Box Assembly 

Instructions 
1   

Voting Booth Assembly Instructions 1   

Polling Place Behavior Flip Chart 
E111 Instructions and Form 

1 Set 

(8 pgs) 
  

Under Over Vote Example E115 Reference Sheets 5   

Poll worker Quick Reference Guide 
E150 Quick Reference Guide 6   

Election Question and Answer E200 Flip Chart Type 6   

Alphabet Table Stands 
(And NON PERMANENT MARKER)(4) 

Stands to assembly and 

ONLY use a dry erase 

marker to label. 

4 Blue 

bag sets 
  

State Division Provided Poll worker Manual 1   

Magnifying Sheet Clear  (packaged) 1   
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TITLE OF ITEMS  DESCRIPTION QTY 
Office 

Initials 

Office 

Initials 
 

SMALL RED BAG SUPPLIES 

Small LIGHT BLUE  Seals (2 for  box return) (1 extra for errors) 3   

Small GREEN Seals ( 5 for Ballot box return)( 1 extra for errors) 6   

Small RED Seals( 1 for Ballot box return)( 1 extra for errors) 2   

Small Orange Seals( 1 for Provisional Ballot box return)( 1 extra) 2   

Large YELLOW Seal( 1 Black secrecy Tub post election)(1 extra) 2   

REPLACEMENT BALLOT PENS  Ballot Pens (packaged) 10   

Election Official Badges I.D. Badges(Packaged) 15   

TAPE 

 

Scotch (packaged) 1   

Masking (packaged) 1   

PAPER CLIPS Box (jumbo size) (packaged) 1 box   

EMERGNCY INK PENS (YELLOW casing)(packaged) 10   

Regular INK PENS  (BLACK casing) (packaged) 20   

TACKY FINGERS 
For Registration 

Table(packaged) 
5   

I VOTED STICKERS 1,000/ROLL (packaged) 2 Rolls   

SCISSORS Small 1   
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LARGE BLACK SECURITY TUB QTY 
Office 

Initials 

Office 

Initials 

*BALLOT STUB BOX BLUE DOT 1   

*BALLOT ISSUE SLIP BOX BLUE SQUARE 1   

BALLOT TRANSFER CASE 

with GREEN  Print label 

TO RETURN VOTED 

BALLOTS 

(standard for all precincts) 

1 For 

every 300 

ballots 

ordered 

  

ñWRITE-IN AND 

SPOILED/PROVISIONAL 

BALLOT BOXò 

With ORANGE  label 

TO RETURN ALL SPOILED 

BALLOT ENVELOPES 
1   

Ç Election Card Plastic Case 

Used to return AUDIT election 

material to Supervisor of 

Elections 

Ç CLEAR BALLOT BAG -  1 

  Ç ELECTION CARD 

PLASTIC CASE MUST BE IN 

CLEAR BALLOT BAG 

1 

Ç AFTER SIGNING PLACE IN 

THE BLUE SECURITY CART. 

Ç THIS BOOK IN THE 

CLEAR BALLOT BAG. 
   

 

I,       and      do hereby confirm quantities as shown 

above have been packed in the Precinct Large Black Security Tub. 

 

(SIGNATURE)____________________________________________ Date:        /        /         . 

 

(SIGNATURE)____________________________________________ Date:        /         /        . 

  THE END 
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PAGE INTENTIONALLY LEFT BLANK  
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PROJECT DEMOCRACY PARTNERSHIP 
 

 

Project Democracy is a non partisan election process for voter registration and student government elections in 

Bay County High Schools.  The primary goals and objectives are listed below. 

 provide early voter registration for students 17 years of age  

 provide voter registration for students 18 years of age or older  

 standard candidate qualifying requirements 

 standard candidate financial limits and standards  

 education on election equipment and planning for elections in a standardized manner  

Voter Registration Program 
In an effort to register our young residents to vote, the Bay County Supervisor of Elections recommends a “Voter 

Registration Day.”  This program gives high school students who are at least 17 years of age the opportunity to 

register to vote, obtain voter information material, and discuss with an election staff member voting laws in Bay 

County and the State of Florida. 

There are several ways that a “Student Voter Registration Program” can be designed.  For ease of operation and 

organizational purposes, it is recommended that the schools work in a standardized manner.  This will save time and 

money while accomplishing our goal of voter education. 

The students and staff who will be conducting the registration drive need to arrange an instruction 

period of 30 minutes with the supervisor of elections to ensure that  proper registration is achieved. 
Time Line & Distribution: Specify a time period for student voter registration.  Schools may designate a week for 

voter registration or a “Voter Registration Day”.  When choosing a one-day registration, determine in advance how 

you will accommodate students who were absent. 

Project Democracy is a One-week Event: Designate several locations where voter registration applications can be 

obtained (e.g., Media Center, campus office, home room/study hall, English or History classes).  Students can  pick 

up, complete, and return the application to a designated drop-off site before the end of the voting week and/or the 

registration period. 

Voter Registration Day: Setting up a day-long event requires additional promotion through fliers, posters and 

announcements.  To set up a “Voter Registration Day” please contact our Voter Education Department.  Several 

schools have conducted “Voter Registration Day” on the same day as student elections, while other schools have set 

aside 30 minutes to 1 hour in a history or government class to conduct voter registrations.  The Supervisor of 

Elections will be happy to provide all the necessary materials and staff for a “Voter Registration Day.” 

 

In the State of Florida, newly registered voters can vote in an election in which they are eligible, as long as they 
registered to vote in that county 29 days before the election is held.  Voters who move to another county after 
the registration book closing may request a special absentee ballot containing Federal Elections only from their 
former county of residence.    

1S-2.033 Standards for Nonpartisan Voter Education - (3) At least once a year in each 
public high school in the county, the supervisor shall conduct a high school voter 
registration/education program. The program must be developed in cooperation with the 
local school board and be designed for maximum effectiveness in reaching and 
educating high school students. 
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REGISTRATION 

WHO, WHEN & HOW 
 

WHO CAN REGISTER TO VOTE? 

 

To register to vote, you must be 18 years of age.  However, you may pre-register at 17 years of age.  When pre-

registering, you will not be issued a voter’s identification card or be allowed to vote until your eighteenth birthday.  

You must be a U.S. citizen and a legal resident of Florida and the county where you intend to vote (Florida Statute 

97.041). 

 

WHO IS NOT ELIGIBLE TO VOTE? 
 

 Persons who have been found by a court in any state to be mentally incapacitated with respect to 

voting and who have not had their right to vote restored. 

 

 Persons who have been convicted of a felony in any court and who have not had their rights restored. 

A person convicted of a felony who wants the right to vote restored must apply to the State of Florida 

Office of Executive Clemency. 

 

 Voters who have not voted or updated their voter registration in two years will be sent a notice.  If the 

notice is returned by the Post Office as “undeliverable” or reporting a new address that is not within 

the county the voter is registered in, the voter will be sent a final notice.  If the final notice is not 

returned within 30 days, the voter will be placed on an inactive list.  All inactive voters who do not 

vote by the second federal general election or update their voter registration will be removed from the 

registration records and must re-register to regain their voting privilege. 

 

WHEN CAN YOU REGISTER TO VOTE? 

 

A person who meets the age and citizenship requirements, can register at any time; however, registration books 

will be closed on the 29th day before each election and will remain closed until after that election.  Book Closing 

is where the Supervisor of Elections cannot process any new voter registration applications or changes in party 

affiliation. 

 

HOW CAN YOU REGISTER TO VOTE? 

 
You can become a registered voter by completing a Florida Voter Registration Application Form.  The forms are 

available at government offices, public assistance offices, libraries, Department of Motor Vehicles or a printable 

version can be obtained through our web site at www.bayvotes.org. 

http://www.bayvotes.org/
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DID YOU KNOW? 
 

 Florida Voter Registration Applications are universal for any county in Florida. 

 

 Florida Voter Registration Applications are available in English and Spanish. 

 

 Falsifying information on a Voter Registration Application is punishable by law.  A 

person found guilty of falsifying information can be convicted of a felony of the third 

degree and fined up to $5,000 and/or imprisoned for up to five years. 

 

 A valid Voter Registration Application must have the following sections filled out: U.S. 

citizenship question, felony question, mentally incapacitated with respect to voting 

question, the voterôs full legal name, date of birth, last four digits of their social security 

number or Drivers License number, legal residence address, and the voterôs signature.  If 

a voter has left the ñParty Affiliationò section blank, the voter will be listed as NPA (No 

Party Affiliation) and a letter will be sent to the voter explaining the Florida closed 

primaries. 

 

 Registered voters may change their party affiliation as many times as they wish. 

 

National Voter Registration Act 

(NVRA) 
 
Implemented in Florida on January 1, 1995, NVRA provides for a national and statewide mail-in 
voter registration form and makes registering available at drivers license offices, libraries, and 
recruiting offices.  The act was signed into law by President Clinton in 1993 and the Florida 
Legislature passed conforming legislation in 1994.  NVRA is sometimes referred to as the motor 
voter bill, since the State Department of Highway Safety and Motor Vehicles, Division of Driverôs 
Licenses is one of the offices which now automatically offers voter registration. 
 
NVRA did not change the eligibility requirements to become a registered voter.  An individual must 
be 18 years of age, a resident of the State of Florida, a United States citizen, and in possession of 
their voting rights.  NVRA did increase the number of voter registration sites to make registering to 
vote more convenient.  Persons wishing to register to vote no longer have to complete the Voter 
Registration Application in the presence of a Deputy Registrar.  Furthermore, NVRA standardized 
the Voter Registration Application used statewide and lifted the ban on registering voters on 
Sunday.  The Florida Division of Elections has created voter registration forms in English and 
Spanish that are available in every county. 
 
The Florida Legislature also changed the book closing.  The book closing date for voter registration 
has been changed from 30 days before the election to 29 days before the election. 
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BECOMING A RESPONSIBLE VOTER 
 

KNOWING THE CANDIDATES AND THE ISSUES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are many ways to obtain information on political candidates and issues.  Several sources of information are 

local newspapers, websites, radio and television talk shows, League of Women Voters, and especially the candidates. 

 

Before an election, many newspapers will print profiles and reviews on each candidate. Also, the League of Women 

Voters regularly sponsors candidate debates before an election.   

 

 

 

Voting can be overwhelming if you do not 
know who the candidates are or what 
issues are going to be on the ballot.  The 
Bay County Supervisor of Elections mails  
sample ballots to every voter 30 days prior 
to federal, state and county elections and 
prints sample ballots in the newspaper the 
Sunday before all municipal elections.  
Voters who want to see a sample ballot 
before it is printed in the newspaper may 
obtain one from the Bay County Election 
Center at 205 Mosley Drive, Lynn Haven, or 
view it on our website www.bayvotes.org. 

Did You Know? 
 

In a Presidential or Gubernatorial Election there can be more than 100 names and issues on the 
ballot.  Many people mark their preferences on a sample ballot ahead of time.   Then, they can 
bring the sample ballot into the voting privacy booth to help them remember how they wanted to 
vote. 
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School Election Candidate Criteria 
 
Ã Voters must be enrolled as a student of the school and be in the grade range holding the election. 

Ã Voters must be a student in good standing with the school and passing all classes. 

Ã Properly complete all qualification papers in a timely manner. 

Ã Properly submit candidate petition for name to be placed on the ballot. 

Ã Signed agreement to abide by Campaign Finance Rules $5.00 maximum donation of any type 

(cash, in-kind, check, etc…)  Violation by the candidate or by supporter of the candidate could 

result in removal from ballot or office. 

Ã Voluntary maximum contribution by a candidate of no more than $50.00 

 

RUNNING FOR OFFICE 

On a local and state level, candidates running for political office are required to abide by a “Code of Ethics.”  Many 

student governments already have bylaws in place.  This section offers some additional ideas for student candidates. 

 

Students can participate by signing a Loyalty Oath as a part of the candidate qualifying procedure.  They also are 

encouraged to sign a  Project Democracy Voluntary Code of Fair Campaign Practices.  These forms provide 

students with an understanding of the seriousness of running for office. 

 

Today, many candidates are choosing the petition process in lieu of paying a qualifying fee to have their name placed 

on the ballot.  The petition process requires that a candidate sign the “Loyalty Oath” and obtain a designated number 

of registered voters’ signatures within their district or county.  The voter’s signature represents the voter’s support of 

that candidate. 

 
 

Schools may adopt the “Candidate Petition Process.”  Students wishing to have their names placed on the ballot are 

required to pick up a “Candidate Petition Form” and obtain signatures from fellow students supporting their 

candidacies.  Student candidates are required to obtain signatures only from students within the grade for which they 

are running for office.  Each school may determine candidate criteria. 

 

The State of Florida has been a leader among other states in establishing ethics and standards for 
public officials, to protect the publicôs trust.  Adopted in 1976, the Florida Sunshine Amendment was 
the first successful constitutional initiative that provided additional guarantees concerning ethics in 
government.  The main objective of the ñCode of Ethicsò is to promote the public interest and 
maintain the respect of the people for their government. 

Florida Statute 99.092 Qualifying fee of a candidate, notification of Department of State 
Each person seeking to qualify for nomination or election to any state or county level office, except a person seeking to 
qualify pursuant to s.99.095 and except a person seeking to qualify as a write-in candidate, shall pay a qualifying fee, 
which shall consist of a filing fee and election assessment...and any party assessment levied...(The amount of the filing fee 
is 3 percent of the annual salary of the office; the assessment is 1 percent and party assessment, if levied, is 2 percent.) 
 
Florida Statute 99.093 Municipal candidates; election assessment 
Each person seeking to qualify for nomination or election to a municipal office shall pay, at the time of qualifying for office, 
an election assessment.  The election assessment shall be an amount equal to 1 percent of the salary of the office sought. 
 
Florida Statute 99.095 Alternative method of qualifying 
A person seeking to qualify for nomination to any office may qualify to have his name placed on the ballot for the first 
primary election by means of the petitioning process...A person qualifying by this alternative method shall not be required 
to pay the qualifying fee or party assessment required...When a candidate has filed the oath prescribed in subsection (1), 
and after the first Tuesday following the first Monday in January of the election year, they may begin to seek signatures on 
petitions supporting their candidacy. 
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STUDENT ELECTION DAY 
 

The Supervisor of Elections recommends the following procedures when it conducts a student election.  The 

Supervisor will provide, free of charge: a ballot box, Model 100 voting equipment, sufficient privacy booths to 

accommodate student voters, ballots, and pens. 

 

Voter Precinct Lists: In a Bay County election, eligible voters are listed in a ñPrecinct Register.ò  A Poll Worker 

confirms a voter’s eligibility through the voter’s listing in the Precinct Register.  Once the voter has shown proof of 

identification and his or her name is located in the Precinct Register, the voter is given a ballot. 

 

A Student Voter Precinct List would include the names of students who meet the school’s eligibility requirements to 

vote in the election.  This list could be developed several ways.  Probably one of the easiest ways would be to print an 

alphabetized precinct register by grade level.  A possible requirement could be for students to produce their school 

I.D. Tags, if available, in order to vote. 

 

Polling Place: Designate a common area as a polling place (e.g. an auditorium, media center).  The polling place must 

be inside an air-conditioned building and accessible to electricity.  

If the students are required to show identification and/or be checked off on a list, a table would be needed for each 

grade voting.  A student poll worker or adviser for each grade would distribute ballots and confirm student voters on 

the “precinct lists.” 

Students need to be informed of the opening and closing times of the polls.  Upon election morning, the YES 

members will set up the election equipment and prepare the designated area as a polling place.  Once the polls have 

closed, a YES member will follow the proper steps to officially close the election equipment and print out a results 

tape. 

 

Ballots and Supplies: The Supervisor of Elections Project Democracy staff will deliver election supplies before the 

election, including the Model 100 voting equipment, privacy booths, ballots, etc...  Immediately after the election, the 

school will be able to print  a detailed tape of the election results.  That tape and all voted and unvoted ballots will 

remain with the school election staff.  All of the equipment will be picked up by the Supervisor of Elections Project 

Democracy Staff either after school on Election Day or the next day. 

 
 

If you are an eligible registered voter in Bay County, you are required to provide a photo and signature ID. 
(Acceptable IDôs, approved by the Department of Justice, can be a Florida Driverôs License, Florida ID Card, U.S. 
Passport, Employee Badge or ID, Buyersô Club IDôs such as Samôs Club, Costco, or Price Club, Debit/Credit Cards 
with photo, Military ID, Student ID, Retirement Center ID, Neighborhood Association ID, Entertainment IDôs such 
as theme park annual passes and bingo).  There are times when a voter has no identification.  In those instances, 
the poll worker has the voter sign an ñAffirmation Formò swearing that they are who they say, and then the voter 
is given a ballot. 
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ELECTION TIME LINE 
For Teachers and Election Coordinators 

 

Time Table:  Begin planning your student elections as soon as possible.  Please see the election time line example 

below.  During a major election year, there are several times when the Election Supervisorôs staff and 

equipment are unavailable.  The following is an example of a student election time line.  You will want to adjust 

your time line to fit your school’s calendar.  Keep in mind, you need to submit your request form as soon as possible 

to secure your election date.  It is best to have a backup date in case your first choice is unavailable. Also, we must 

have the candidates names no later than four weeks prior to the election date.   

 

 
 

To Do List 
 
Week 1:  4Contact the Bay County Election Center Project Democracy 

Coordinator by completing the attached request form to schedule 
your schoolôs election day 
4Schedule guest speaker(s) (optional) 

 

Week 2:  4Set criteria to become a candidate 
4Begin setting parameters of election 
4Register students to vote 

 

Week 3:  4Qualify candidates 
4Candidates can begin campaigning 

 

Week 4:  4Notify the Bay County Election Center Project Democracy  
  Coordinator via e-mail or fax (baysuper@bayvotes.org or  
  784-6141) with: 

a) A list of names, in alphabetical order, of the 
candidates who are to be placed on the 
ballot 
b) Number of ballots needed 

 

Week 5:  4Proof student ballot 
4Compile list of registered voters (optional) 

 

Week 6:  4Select student poll workers 
4Stage candidate forums (optional) 

 

Week 7:  4Election Day 
 

mailto:baysuper@bayvotes.org
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BAY COUNTY ELECTION DAY FACTS 
 

On Election Day, the polls are open from 7 a.m. until 7 p.m.  The people who work at the polls are called Precinct 

Election Officials.  A Precinct Election Official is an employee of the Supervisor of Elections and is responsible for 

verifying voters, distributing ballots, and making sure that the election in that precinct follows the letter of the law.  A 

precinct will have between 5 and 8 Precinct Election Officials for each election.  A Precinct Election Official’s day 

begins at 6 a.m. and lasts until the election is over, the election results have been transmitted, and the ballots have 

been delivered to the Supervisor of Elections.  A Precinct Election Official is not allowed to leave the polling place 

during Election Day.   

 

Precincts: In Bay County there are more than 100,000 registered voters.  Because of the large number of voters, the 

Supervisor of Elections divides the county into small areas called precincts.  In Bay County there are approximately 

55 voting precincts.  

 

Registered voters are assigned a precinct according to the location of their residence address.  In Bay County, there are 

usually fewer that 3,000 registered voters assigned to a precinct.  Voters are required to vote in the precinct assigned 

to them.  If they are unable to vote at that specific precinct on election day, they can vote by absentee ballot or they 

can participate in the early voting process prior to election day. 

 

Absentee Voting: When registered voters are not going to be in their voting precinct on election day, they can vote by 

absentee ballot.  The most frequent absentee ballot voters are students away at college, persons serving in the military, 

and persons who are ill or physically unable to go to the polls.  A registered voter or immediate family members may 

request an absentee ballot from the office of the Supervisor of Elections in person, by mail, fax, or by telephone.  They 

can also download an absentee ballot request form from our website, www.bayvotes.org.  One request can cover all 

elections covering two general elections.  In order to be counted, all voted absentee ballots must reach the Supervisor 

of Elections office before 7 p.m. on election day.   

 

Voting at the Polls: When voters arrive at the polls, they are asked to produce a photo ID along with a signature.  If 

the voter does not have any of the acceptable forms of  ID approved by the Department of Justice, they will be asked 

to complete and sign an “Affirmation Form”.  All eligible registered voters will have their names printed on a voter’s 

registration list at their precinct.  Once they have shown identification, they will be asked to sign their name on the 

registration list.  After completing this process, they will be given a ballot in a secrecy sleeve and directed to a privacy 

booth to mark the ballot.  Once they have marked their ballot, they will return the ballot to the secrecy sleeve and 

carry it to the ballot box.  The voter will then place the secrecy sleeve with the ballot inside into the Model 100 (M-

100).  The M-100 will pull the ballot from the secrecy sleeve.    The ballot will be read as it  passes through the optical 

scan system and the votes will be recorded onto a memory disk.  After the ballot is read, it will  drop into the ballot 

box and remain in the ballot box until the polls close.  At this time, it will be delivered to the Supervisor of Elections. 

http://www.bayvotes.org/
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PROJECT DEMOCRACY --  School Election Request Form  
Please complete this form and fax to the Election Center, Attn:  Project Democracy. 

Fax #:  (850) 784-6141 

Candidate names must be received no later than 4 weeks prior to the election date in order for ballots to be 
created, proofed by this office and the school, sent to the printers, and tested. 
 
School:  __________________________________________ Date of Your Request:  ____________________ 

 

Contact Person:  __________________________________ Telephone #:  __________________  

Fax #:  ________________________Alternate Contact:  _______________________________ 

Email:  _______________________________________________________________________________ 
 
Students will be voting for: __________________________________________________________ 

                                                                     (Election Title - example:  SGA, Class Officers, etc…) 

 

Election Date:  ___________  ___________ Election Times:  _________________________ 
                                     (1

st
 Choice)           (2

nd
 Choice)                                           (Start & End Times for Voting) 

 
Location on Campus:  _____________________________________________________ 

(indoor location where elections will be held, such as media center, multi-purpose room, etc…) 

 
Amount of Ballots To Order:  ________  Young Election Staff Student Helpers:  __________ 
           (# of students participating in this election)      (# of students helpers (Poll Workers) to assist with 
         the elections – usually SGA members) 

Additional Notes:  ______________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

To Be Completed By The Elections Office – Project Democracy Coordinator. 
 

Date Request Received:  _____________ Election Staff Contact Name:  _______________________ 
 

Names for Ballot Due On:  _______________ 
 
Equipment Delivery Date/Time:  ________________________________________________ 

Set-Up Date/Time:  ___________________________________________________________ 

Equipment Pick-Up Date/Time:  ________________________________________________ 

Ballot Boxes Needed:  ________ Privacy Booths Needed:  ________ 

Confirmation Signature:  _________________________  Date Confirmed:  __________ 

Approval of this request is not final until you have received this request back from our office 

with confirmation signature and date. 
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LOYALTY OATH 
For Student Candidates Running for Office 

All SCHOOL OFFICES ARE NON PARTISAN 

 
 

STATE OF FLORIDA                                                                BAY COUNTY 
 

I __________________________________________________, a student of  
 
_______________________________________ school  in Bay County, Florida .and a  
 
candidate for student government, ______ grade do solemnly swear or affirm that I will support 
 
 the Constitution of the United States, of the State of Florida and  of  
 
___________________________________________________. 
   (Print Name of School) 

*********************************************** 

OATH OF CANDIDATE 
 

Before me, an officer authorized to administer oaths, personally appeared,  

____________________________________________________, to me well known, who, 

being sworn, says he/she is a candidate for the office of ___________________________, that 

he/she is a qualified elector of ___________________________________ school, Bay County, 

Florida; that he/she is qualified under the regulations of 

__________________________________________ school to hold the office to which he/she 

desires to be nominated or elected.   

UNDER PENALTIES OF PERJURY, I DECLARE THAT I HAVE READ THE FOREGOING LOYALTY 

OATH AND OATH OF CANDIDATE AND THAT THE FACTS STATED IN EACH ARE TRUE.   

 

 

 

SIGN HERE ______________________________________________________________________ 
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Official Candidateôs Petition 

 
 
We, the undersigned, students of  __________________________________ High School  

do hereby present the name of _________________________________ _____ _(name  will appear on 

the ballot exactly as written)  _____    grade, for the non partisan office of 

_______ _____ ___________________  , commencing immediately upon canvassing of the 

ballots, and we respectively petition that the name of the above candidate by placed on the ballot for the 

election to be held on ______ _______________ _______ , 200___.  

 
Print Name 

 
Grade 

 
Signature 

 
1.  

 
 

 
 

 
2.  

 
 

 
 

 
3.  

 
 

 
 

 
4.  

 
 

 
 

 
5.  

 
 

 
 

 
6.  

 
 

 
 

 
7.  

 
 

 
 

 
8.  

 
 

 
 

 
9.  

 
 

 
 

 
10.  

 
 

 
 

 
11.  

 
 

 
 

 
12.  

 
 

 
 

 
13.  

 
 

 
 

 
14.  

 
 

 
 

 
15.  

 
 

 
 

 

Candidate Signature________________________Date ___/___/___ 
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Project Democracy Voluntary Code of Fair Campaign Practices 
 

Political campaigns are meant to expose candidates’ views on issues in your school.  Many campaigns are 

sidetracked by disputes over relatively insignificant issues and unfounded attacks on candidates. 
 

The goal of the Project Democracy Voluntary Code of Fair Campaign Practices is to persuade candidates to 

be accountable to the student body that they represent.  Ethical campaign standards must be maintained. 
 

Your involvement with changing campus campaign tactics is important .  These are some things you can do 

to help get things started: 
 

ü Spread the word to your school about the code. 

ü Withhold support of candidates who do not sign and adhere to the code. 
ü Encourage candidates to sign and adhere to the code. 

 
As I, ____________________________________________, seek student office, I honor the following 
principles as a guide to conduct which the student body is entitled to expect of me: 
 
 
1. I will address valid issues in my campaign, will tell the truth as to my intentions if I am elected and 

will defend myself fairly in any contest with my opponent(s). 
 
2. I will limit my attacks on an opponent to legitimate challenges to that person’s record, qualifications 

and positions. 
 
3. I will neither use nor permit the use of malicious untruths or scurrilous innuendos about an opponent, 

nor will I make or condone unfounded accusations discrediting that person’s integrity. 
 
4. I will take personal responsibility for attacks on my opponent that may come from third parties 

supporting my candidacy. 
 
5. I will not use or permit the use of campaign material that falsifies, distorts or misrepresents facts. 
 
6. I will neither use nor permit the use of appeals to bigotry of any form, and specifically to prejudice 

based on race, sex, sexual orientation, religion or national origin. 
 
7. I will neither use nor permit the use of last-minute changes made without giving any opponent 

reasonable time in which to respond before Election Day. 
 
8. I will demand that persons or organizations supporting me maintain these standards of fairness. 
 
9. I will confront any abuses of this code by my supporters. 
 
 
 
               Signature of Candidate ___________________________________Date ____/____/_____       


