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The waning dayy of summer signal the beguuning of o busy season
resporsibUlities as local election officlals.  These nine tiyps wlll help
derks keep their offices out of Hhe middle of Local controversies:.

1. Comsider gwing o pre—fling notiee. Municipal clerks oo not
howve any officiol election responsihilities prior to- the flirst dote for the
fling of petitions, but Hie State Boowd of Elections strongly encourages
derks to- gwe a pre—filing notice. The notice iy generally un the form
of a pressy release ssuned to- o local newspaper, undicating the tume and
location for the fling of nominating petitlons.  This simple step coudd

2. Confiurm thot ony nformaetion yow distribute Ly proper, ano sune
o discloimer. Many cerks choose to- assist condidates by making
also- gwe owt nformation regarding other aspects of Hhe petution process,
e ag the nmumber of signatres requined for candidates to- appear on
the ballot: At tumes, clerks have guwen out ncorrect information or
Adstributed improper forms -- sometumes relying on umproper forms or
wnformation provided to- them by tHre State Bowvd of Elections. Any
derks wio voluntarily makes petittons and forms oavaidable, or wirvo
provides othver information, showld only do so after reviewing the
attorney who practices election law:  Even then, clerksy shhouwlo only
Bsue the formy or information withv a strong, writtenw disclaimer, suciv
oy “Thiy nformation B provided oy a public service. The Village of
Lovejoy and Uy clerk make no- representoations regording tive accnracy or
valldity of these forms.  Be sure to- covusudt witiv aw attorney before
taking action based upon these forms. Anyone wio- uses tihew doey so- at
his/ her oww risks”




3. Maintoin cmstomory office howry duwring the pefifion-filing
period:.  Candidates are requined to- flle their nominating petitlons un
the cerk’s customary office and within cstomary office howrs:  If
yowr customary office howry are ondy part time, ify okay to- maintain
port tme howrs. At least one cowrt hay held Hiat a candidate’s
ottempt to- present nominating petulons to- a ety derk ot iy lhome after
office houry wasy not tumely.  If your mundeipality doey not hawve an
official office, tie clevk (ov s/ Iher designee) should receive petitions at
o lotation and during tumes designated by the cerk:  Notice of Hre
fume and location showld be gwen wun a newspaper of general
cirendation and posted. i a comsplenouns public location.  The location
designated. for petitlon flling muwst remaiin open until 5 pane o Hae last
day of petitlon flling, even Uf your customary closing tume s earlier.

4. Issne receipty for, and keep track of, tive docwmenty yow receine.
The derk must accept ol nomination papersy wirich are unv apporent
conformity withv the Election Code and ssune a receipt for tHhem. The
receipt shouwld, indicate the ttme and. date of Hre flling. The clerk must
olso- daote-stomp and tume-stamp Hie nomination popers, widcih must
and. copying. Becawnse petiflons are governed by the Election Codle,
mumnieipal derksy showld wnot reguire Freedom of Information Act
requests to- review- copies of nomwunotion popers.  Coplesy of nomination
papers showld be provided immediately or as soow as possiple, so- that
objections con be prepoved during the requived time frame.  The
mundcipolity comn charge the wmal copying cost, but F showld charge
Hie cost equally to- all requestery, including incumbents who may be
wsed to- receiving free copies of municipal documents.

5. Remember to- distribute Form D-5. The derk wmwst notify all
other campaign funance ducloswre obligations: Thas v generally
accomplished by distributing a Notice of Obligation (SBE Form D-5) at
the Hime of flling. If the candidate flles her petitlons v person, the
derk conm deliver Hre Form D-5 over the couwntfer and have e




condidate sign a receipt:  If someone else fles the petiflons on the
candidate’s behalf, or f the candidate fuesy by mail, He clerk must
send the candidate the notice by furst classy mail within two- days:  If
the clerk receives petitlons for o public question, Hie State Boawd of
Electiony suggests clerks also- provide a Form D-5 to- tHhe proponent

6. Do not notorize any candidetely docmmentation. To anvoud the
appLaronce of umpropriety, and to- assure four electoral boowod hearings,
we recommend that clerks and their employees refraun from notorizing
oy nomination papery fued witiv the clerk’y office.

7.  Review tihve proceduwrey for sinmuwdtoneouns-filing lofteries:  Clevks
opening howr ow the furst day of fling as being flled ay of the opening
howr, no- matter what tume Hiose papery are processed. Petuflons that
the clerk receives n Hhe furst mall delivery of the day are also
considered filed asy of tHhe opening howr of filing. AW petitions
received thereafter are deemed flled un the order of actual receipt:  If
two- or move petiflons are fuled sinmudtoneowsly, tive clerk shhall “break
the e’ by conducting a lottery, or by some otiver foir and mpartial
method. approved by the State Boowrd of Elections: A copy of the
Sumumdtaneownsy Fling Lottery proceduwres from tHie State Boowrod of
Electiony Rules and Regulationsy b avaidable from thie [Winolsy State
Boowrd of Elections

8.  Cerfify tihe candidates nowmesy on tume. The cerk wmuwst certify
fled to- e election antivority not less than 61 days before tire election.
If & mundcipality B sitnated Un two or more counties, He clerk must
there are wno votery un a gwen county. If a cty v wier the
Jursdiction of a city board of election commissioners, the certification
W sent to- Hhe boowd of election commissionery. If a candidates name
hasy been held vuwalid by an electoral board, tire clerk shhould not




the certification b due, the clerk shoudd nclude the name on tre
condidacy by unclunding o asterisk next to- the candidate’'s name witiv
o explonotion.  If the primary & portisan, the derkls certificotion
st Lndli the party affiliation of all Vi dates,

9.  Take adwantoge of free unformation that iy avaidable to- yow: The
State Bowwrd of Elections has many publicationsy avaidable free of
charge, suehv as e Locol Election Officiolsy Handbook and Hie 2009
Condidatt’s Guide. In addition, yow con learn more about Hre
mundcipol  cerkls  resporsibilities as  local election official by
contocting wy divectly by calling (312) 782-7606 or visiting owr web




