
1

Clerk Duties:  Candidate Filings, Appointing Election 
Inspectors and Training Compliance



2

Agenda



3

Candidate Filings



4



CANDIDATE FILINGS 

Election officials at each level of government are responsible for determining 

ballot access for candidates seeking office for that level of government.  For 

example, town or village board candidates file with the municipal clerk, while 

county board candidates file with the county clerk and state and federal candidates 

file with the WEC.   

Ballot Access Documents:  In addition to nomination papers, all candidates for a 

municipal office must file two documents with the municipal clerk:

1. Campaign Registration Statement, which must be filed with the filing
officer.

2. Declaration of Candidacy (EL-162).  This document can be provided via fax

or email, but the original hard copy must be filed as well.

3. Statement of economic interests may also be required depending on the

office sought.

It is recommended that clerks create candidate packets that include the Campaign 

Registration Statement, Declaration of Candidacy, nomination paper template EL-

169 and the appropriate ballot access checklist.   

Ballot access checklists for the 2020 election cycle have been updated and can be 

found on the WEC website. 

Filing deadlines and circulation period:  for the spring 2020 elections (nonpartisan 

offices), the filing deadline is 5:00 p.m. on January 7, 2020.  The circulation period 

for nomination papers begins on December 1, 2019, so no signatures should be 

counted if they were collected before that date. 

For fall 2020 elections (partisan offices), the filing deadline is 5:00 p.m. on June 1, 

2020 and the circulation period begins on April 15, 2020. 

Filing officers should issue a receipt when nomination papers are filed with your 

office.  There is a sample receipt posted on the WEC website (EL-151) that 

provides space to document the number of pages and estimated number of 

signatures filed. 

Notification of Noncandidacy:  An incumbent officeholder who does not intend 

to run again for the position he or she currently holds should file a Notification of 
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Noncandidacy (EL-163). This alerts the public and potential candidates that the 

incumbent does not intend to run for re-election. 

The Notification of Noncandidacy (EL-163) is due the second Friday before the 

deadline for filing nomination papers. 

If an incumbent candidate fails to file a Notification of Noncandidacy (EL-163) on 

time and does not file the appropriate documents to qualify for the ballot on time, 

the deadline for filing ballot access documents is extended 72 hours for that office. 

This means that anyone, except the incumbent, can file the required ballot access 

documents and sufficient nomination papers within the extension period and 

qualify for placement on the ballot. 

If a candidate files a El-163, that does not mean that they cannot file ballot access 

documents or later register as a write-in candidate.   

Public Records: Nomination papers and other candidate filings are public record 

and access to those documents should be provided upon request.   

Ballot Access Challenges: The Common Nomination Paper Challenges Manual is 

posted on the WEC website.  This manual is a good resource for the challenge 

filing timelines and outlines the challenge process and timelines for filing 

challenges and rebuttals.  It also contains examples of common challenges and 

identifies how the Commission and courts have previously addressed these issues. 
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FOR OFFICE USE ONLY  

NOTIFICATION OF NONCANDIDACY

I, ________________________________________________, state that I am currently the
     (please print name)

incumbent officeholder for the office listed below. 

I will not be a candidate for this office at the next election.  I understand that the 
timely receipt* of this notice will avoid an extension of the deadline for filing ballot 
access documents. 

TITLE OF OFFICE: _________________________________________________________ 
 (print current office, including district #, if any)

NEXT ELECTION DATE: ___________________________________________________ 

SIGNATURE: _________________________________ 

DATE OF SIGNING: __________________________ 

*Notification must be received by the proper filing officer no later than 5:00 p.m. on
the 2nd Friday preceding the deadline for filing ballot access documents to avoid an
extension of time for filing such papers.

The information on this form is filed in accordance with §§.8.05(1)(j), 8.10(2)(a), 8.15(1), 8.20(8)(a), 120.06(6)(b), Wis. Stats. 
This form is prescribed by the Wisconsin Elections Commission, 212 East Washington Avenue, 3rd Floor, P.O. Box 7984, 
Madison, WI 53707-7984, (608) 266-8005, FAX (608)267-0500, http://elections.wi.gov  Email:  elections@wi.gov. 

EL-163 (4/2009) 
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BALLOT ACCESS CHECKLIST

FOR 2020 MUNICIPAL CANDIDATES 

WHERE NOMINATION PAPERS ARE USED 

Each of the following forms must be completed and filed on time by a candidate for municipal office in order for the 
candidate’s name to be placed on the ballot at the February 18, 2020 Spring Primary and the April 7, 2020 
Spring Election. 

In the City of Milwaukee, the filing officer is the Milwaukee City Election Commission.  In all other municipalities, the 
filing officer is the municipal clerk.  Candidates should contact their filing officer for further information or to obtain 
any of the necessary forms. 

 Complete and Submit a Registration Statement (Form CF-1) to the filing officer no later than
5 p.m. on Tuesday, January 7, 2020 or the candidate’s name will not be placed on the ballot. If the
form is faxed or emailed, the original document must follow postmarked no later than January 7, 2020.
Wis. Stat. §§ 8.10(5), 8.30(2), Wis. Admin. Code EL § 6.04.

➢ New Candidates
File a campaign registration statement before campaign funds are collected or spent or before submitting
nomination papers.  Wis. Stat. §§ 11.0202(1)(a),11.0101(1).

➢ Continuing Candidates
Amend your current registration, indicating the office sought and the new primary and election dates
before funds are collected or spent or before submitting nomination papers. Wis. Stat. §§11.0202(1)(a),
11.0101(1).


Complete and Submit a Declaration of Candidacy (Form EL-162) to the filing officer no later than 5 p.m.
on Tuesday, January 7, 2020 or the candidate’s name will not be placed on the ballot.  If the form is faxed
or emailed, the original document must follow, postmarked no later than January 7, 2020.
Wis. Stat. §§ 8.10(5), 8.21, 8.30(4), Wis. Admin. Code EL § 6.04.


Circulate and Submit Nomination Papers for Nonpartisan Office (Form EL-169) to the filing officer no
later than 5 p.m. on Tuesday, January 7, 2020 or the candidate’s name will not be placed on the ballot.
Only original nomination papers (no photocopies, faxes, or emailed documents) will be accepted.
Nomination papers may not be circulated before December 1, 2019. Wis. Stat. § 8.10(2),
Wis. Admin. Code EL § 6.04(2).

The number of signatures required is as follows:

All village and town offices:  20  -  100 

1st Class Cities: Citywide offices 1,500 - 3,000 
Alderperson elected to district  200  -  400 

2nd and 3rd Class Cities: Citywide offices  200  -  400 
Alderperson elected at large  100  -  200 
Alderperson elected to district  20 -  40 

4th Class Cities: Citywide offices  50  -  100 
Alderperson elected to district  20 -  40 

 Municipal Judge Candidates:

Complete and submit a Statement of Economic Interests (SEI) to the Ethics Commission using the

website (https://sei.wi.gov).  Faxed or emailed forms are also acceptable. The SEI must be received no

later than 4:30 p.m. on Friday, January 10, 2020, or the candidate’s name will not appear on the ballot.

Wis. Stat. §§ 8.10(5), 8.30(3), 19.43(4). Candidates may print the Statement of Economic Interests form

and instructions from the Ethics Commission website (https://sei.wi.gov).  For more information regarding

Statements of Economic Interests, please contact the Ethics Commission at 608-266-8123 or

ethics@wi.gov.

Important Note Regarding Statements of Economic Interests:

A municipality may enact an ordinance establishing a code of ethics for public officials that may require a

candidate for municipal office, in addition to the office of Municipal Judge, to file a Statement of Economic

Interests (SEI).  The ordinance may also provide that failure to timely file a Statement of Economic Interests

will prevent the candidate’s name from being placed on the ballot.  Wis. Stat. § 19.59(1m),(3)(b).  Please

contact the filing officer to learn if this requirement applies to you.

ELIS-7 | Rev 2019-06 | Wisconsin Elections Commission, 212 E. Washington Ave., 3rd Floor, P.O. Box 7984, Madison, WI  53707-7984 | 608-261-2028 | web: elections.wi.gov | email: elections@wi.gov 
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BALLOT ACCESS CHECKLIST  

FOR 2020 MUNICIPAL CANDIDATES 

WHERE NOMINATION IS BY CAUCUS 

Each of the following forms must be completed and filed by all candidates nominated at the 
caucus for municipal office for the April 7, 2020 Spring Election.  If the forms are not filed by 
the deadline, the candidate's name will not be placed on the ballot. Wis. Stat. §§ 8.05(1)(j), 
8.30(2),(3),(4). 

For municipal elections, the filing officer is the municipal clerk. Candidates should 
contact their filing officer for further information or to obtain any of the necessary forms. 







Complete and submit a Registration Statement (Form CF-1) to the filing officer 
no later than 5:00 p.m. on the 5th day after receipt of written notification of 
nomination at the caucus.  If a current registration statement is not filed by the 5th 
day after receipt of written notification, the candidate's name will not be placed on 
the ballot. If the form is faxed or emailed, the original document must follow, 
postmarked no later than the 5th day after receipt of written notification.  
Wis. Stat. §§ 8.05(1)(j), 8.30(2), Wis. Admin. Code EL § 6.04.   

Complete and submit a Declaration of Candidacy (Form EL-162) to the filing 
officer no later than 5:00 p.m. on the 5th day after receipt of written notification 
of nomination at the caucus.  If this form is not filed by the 5th day after notification, 
the candidate's name will not be placed on the ballot.  If the form is faxed or emailed, 
the original document must follow, postmarked no later than the 5th day after receipt 
of written notification. Wis. Stat. §§ 8.05(1)(j), 8.21, 8.30(4),  
Wis. Admin. Code EL § 6.04. 

Municipal judge candidates: 

Complete and submit a Statement of Economic Interests (SEI) to the Ethics 
Commission using the website https://sei.wi.gov.  Faxed or emailed forms are also 

acceptable. The SEI must be received no later than 4:30 p.m. on Friday, January 10, 
2019, or the candidate’s name will not appear on the ballot.  Wis. Stat. §§ 8.10(5), 
8.30(3), 19.43(4). Candidates may print the Statement of Economic Interests form and 

instructions from the Ethics Commission website (https://ethics.wi.gov). 

For more information regarding Statements of Economic Interests, please contact the Ethics 
Commission at 608-266-8123 or ethics@.wi.gov. 

IMPORTANT NOTE REGARDING STATEMENTS OF ECONOMIC INTERESTS:   
A municipality may enact an ordinance establishing a code of ethics for public officials that 
may require a candidate for municipal office, in addition to the office of Municipal Judge, to file 

a Statement of Economic Interests (SEI).  The ordinance may also provide that failure to 
timely file an SEI will prevent the candidate’s name from being placed on the ballot.  Wis. Stat. 
§ 19.59(1m),(3)(b). Please contact the filing officer to learn if this requirement applies to you.

    ELIS-6 | Rev 2019-06 | Wisconsin Elections Commission, P.O. Box 7984, Madison, WI  53707-7984 | 608-261-2028 | web: elections.wi.gov | email: elections@wi.gov 
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 Declaration of Candidacy 
 (See instructions for preparation on back) 

Is this an amendment? 

� Yes (if you have already filed a DOC for this election) � No (if this is the first DOC you have filed for this election)

I, ______________________________________________________________, being duly sworn, state that 
Candidate's name 

I am a candidate for the office of ________________________________________________________________ 
Official name of office - Include district, branch or seat number 

representing ________________________________________________________________________________ 
 If partisan election, name of political party or statement of principle - five words or less (Candidates for nonpartisan office may leave blank.)

and I meet or will meet at the time I assume office the applicable age, citizenship, residency and voting qualification 
requirements, if any, prescribed by the constitutions and laws of the United States and the State of Wisconsin, and that 
I will otherwise qualify for office, if nominated and elected. 

I have not been convicted of a felony in any court within the United States for which I have not been pardoned.1 

My present address, including my municipality of residence for voting purposes is: 

Town of    � 

Village of  � 
City of    � 

 House or fire no. Street Name  Mailing Municipality and State  Zip code   Municipality of Residence for Voting 

My name as I wish it to appear on the official ballot is as follows: 

______________________________________________________________________________________________ 
 (Any combination of first name, middle name or initials with surname.  A nickname may replace a legal name.) 

  (Signature of candidate) 
STATE OF WISCONSIN  

 

County of  

 (County where oath administered) 

Subscribed and sworn to before me this ______day of ___________________, ________. 

_________________________________________________________________ 
  (Signature of person authorized to administer oaths) 

� Notary Public or  � other official___________________________________________ 
 (Official title, if not a notary) 

If Notary Public:  My commission expires  or � is permanent.

__________________________________________________________________________________________________________________________ 

The information on this form is required by Wis. Stat. § 8.21, Art. XIII, Sec. 3, Wis. Const., and must be filed with the filing officer in 
order to have a candidate's name placed on the ballot.  Wis. Stats. §§ 8.05 (1)(j), 8.10 (5), 8.15 (4)(b), 8.20 (6), 120.06 (6)(b), 887.01. 

EL-162 | Rev. 2018-04 | Wisconsin Elections Commission, P.O. Box 7984, Madison, WI 53707-7984 
608-266-8005 | web: elections.wi.gov | email: elections@wi.gov

1 A 1996 constitutional amendment bars any candidate convicted of a misdemeanor which violates the public trust from running for or 

holding a public office.  However, the legislature has not defined which misdemeanors violate the public trust.  A candidate convicted of any 

misdemeanor is not barred from running for or holding a public office until the legislature defines which misdemeanors apply.

FOR OFFICE USE ONLY 

NOTARY SEAL 
REQUIRED, IF OATH 

ADMINISTERED BY 

NOTARY PUBLIC  

ss.

-43- 11



Instructions for Completing the Declaration of Candidacy 

All candidates seeking ballot status for election to any office in the State of Wisconsin must properly complete and 
file a Declaration of Candidacy.  This form must be ON FILE with the proper filing officer no later than the deadline 
for filing nomination papers or the candidate's name will not appear on the ballot.  A facsimile will be accepted if the 
FAX copy is received by the filing officer no later than the filing deadline and the signed original declaration is 
received by the filing officer with a postmark no later than the filing deadline. 

Information to be provided by the candidate: 

� Type or print your name on the first line.

� The title of the office and any district, branch, or seat number for which you are seeking election must be
inserted on the second line.  For legislative offices insert the title and district number, for district attorneys
insert the title and the county, for circuit court offices insert the title, county and branch number, and for
municipal and school board offices insert the title and any district or seat number.

� Type or print the political party affiliation or principle supported by you in five words or less on the third line.
Nonpartisan candidates may leave this line blank.

� Felony convictions:  Your name cannot appear on the ballot if you have been convicted of a felony
in any court in the United States for which you have not been pardoned.  Please see footnote on page
1 for further information with respect to convictions for misdemeanors involving a violation of public
trust.  These restrictions only apply to candidates for state and local office.

� Your current address, including your municipality of residence for voting purposes, must be inserted on the
fourth line.  This must include your entire mailing address (street and number, municipality where you
receive mail) and the name of the municipality in which you reside and vote (town, village, or city of __).
If your address changes before the election, an amended Declaration of Candidacy must be filed with the filing
officer. Wis. Stat. § 8.21.  Federal candidates are not required to provide this information, however an address
for contact purposes is helpful.

� Type or print your name on the fifth line as you want it to be printed on the official ballot.  You may use your
full legal name, or any combination of first name, middle name, and initials, or nickname with last name.

Note: The Wisconsin Elections Commission has determined that, absent any evidence of an 
attempt to manipulate the electoral process, candidates are permitted to choose any form 
of their name, including nicknames, by which they want to appear on the ballot. 

No titles are permitted.  In addition, names such as “Red” or “Skip” are permitted, but 
names which have an apparent electoral purpose or benefit, such as “Lower taxes,” 
“None of the above” or “Lower Spending” are not permitted.  It is also not permissible 
to add nicknames in quotes or parentheses.  For example, John “Jack” Jones or John 
(Jack) Jones are not acceptable, but John Jones, Jack Jones or John Jack Jones are 
acceptable. 

This form must be sworn to and signed in the presence of a notary public or other person authorized to 
administer oaths, such as a county or municipal clerk.  Wis. Stat. §§ 8.21(2), 887.01(1). 

Information to be provided by the person administering the oath: 

� The county where the oath was administered.

� The date the Declaration of Candidacy was signed and the oath administered.

� The signature and title of the person administering the oath.  If signed by a notary public, the notary seal is
required and the date the notary’s commission expires must be listed.

All candidates for offices using the nomination paper process and all school district candidates must file this form 
with the appropriate filing officer no later than the deadline for filing nomination papers.  Wis. Stats. §§ 8.10 (5), 
8.15 (4)(b), 8.20 (6), 8.21, 8.50 (3)(a), 120.06 (6)(b). 

Candidates nominated for local office at a caucus must file this form with their municipal clerk within 5 days of 
receiving notice of nomination.  Wis. Stat. § 8.05 (l)(j). 

-44- 12
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Wisconsin Elections Commissioners 

Dean Knudson, chair | Marge Bostelmann | Julie M. Glancey | Ann S. Jacobs | Jodi Jensen | Mark L. Thomsen 

_________________________________________________________________________________________________________ 

Administrator 

Meagan Wolfe 

   Wisconsin Elections Commission 
212 East Washington Avenue | Third Floor | P.O. Box 7984 | Madison, WI  53707-7984 

(608) 266-8005 | elections@wi.gov | elections.wi.gov

MEMORANDUM 

TO: Wisconsin Municipal Clerks 

City of Milwaukee Election Commission 

Wisconsin County Clerks 

Milwaukee County Election Commission 

FROM: Meagan Wolfe Diane Lowe 

Elections Division Administrator Lead Elections Specialist 

DATE: August 12, 2019 

SUBJECT: Appointment of Election Inspectors from Lists Submitted by Political Parties 

Appointment of Election Inspectors 

December 31, 2019 marks the end of the current term of election inspectors.  Unless your current 

inspectors are reappointed by your governing body, they will no longer be election inspectors after the 

end of this year.  At a meeting in December, not later than December 31, 2019, the municipal governing 

body shall appoint election inspectors for a two-year term which begins January 1, 2020 and ends 

December 31, 2021.  Wis. Stat.  §§ 7.30(4)(a), 7.30(6).   

At the time your governing body makes appointments for the coming term, all 2018-2019 inspector 

positions are considered vacant and available for appointment.  There are no automatic carry-overs. 

Submission of Inspector Nominee Lists by Political Parties 

• No later than November 30, 2019*, the two major political parties (generally, the Democratic and

Republican parties) whose candidates for governor or president at the last general election received

the largest number of votes at an individual polling place  may submit a certified list of election

inspector nominees to the municipal governing body.  Wis. Stat. §7.30(4)(b), (c).

*November 30, 2019 falls on a Saturday.  If the clerk does not have office hours on Saturday, the

deadline is moves to Monday, December 2, 2019.  Wis. Stat. § 990.01(4)(c).

• Each party may submit names of nominees equal to at least the number of inspectors to which the

party is entitled.  The party must certify that each nominee has been contacted by the party and has

agreed to serve.   Wis. Stat. §7.30(4)(b).

-47-
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• The party whose candidate received the largest number of votes at each polling place is entitled to

one more inspector than the party whose candidate received the next largest number of votes at that

polling place.  Wis. Stat. § 7.30(2)(a)

• For inspector appointments made this December, the election used to determine the two dominant

parties and which party is entitled to the extra poll worker at each polling place is the November 6,

2018 Gubernatorial Election.  Wis. Stat. § 7.30(2)(a).

Example:

o Five election inspectors are to be placed at a polling place.  Tony Evers received the most

votes at the polling place at the November 2018 election.  Therefore, the Democratic Party

is entitled to one more inspector than the Republican Party.

o The Democratic Party may nominate three inspectors and the Republican Party may

nominate two inspectors.

Note:  It is possible for the party whose candidate for Governor received the most votes to differ between 

polling places in the same municipality. 

Qualifications 

In addition to being able to read and write the English language and being capable and of good 

understanding, 

• Election inspectors must be qualified electors of the county in which they serve.  Wis. Stat. § 7.30(2(a).

• Each party may establish additional criteria that a prospective nominee must meet in order to be

included on the list submitted by the party.  This may include a requirement to be a member of the

party or to belong to an organization affiliated with the party.

Public Records Requests by Parties 

The Democratic and Republican Parties are working to assemble and submit lists of election inspector 

nominees to as many municipalities as possible.  You may receive a public records request from one or 

both parties asking you to provide the names of your current inspectors and their party affiliations.   

• Your list of current inspectors is an open record and subject to open records law.  Wis. Stat. § 19.35.

• Any current inspectors who were appointed from a party list in 2017 must have their party affiliation

listed by their name.

• Current inspectors who were not appointed from party lists must be indicated by the word

“unaffiliated” by their name.
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• Providing a list of your current inspectors and their party affiliations, if any, may encourage the

parties to nominate experienced inspectors.

No inspector on your list should be listed with a party affiliation unless that inspector was 

appointed from a party-submitted list.  Do not insist that inspectors who were not nominated by a party 

disclose their political party leanings to you. 

Delivery/Transmission of Lists 

Wis. Stat. § 7.30(4), provides that the lists are to be submitted to the Mayor, Village President or Town 

Board Chairperson.  (In the City of Milwaukee, the lists are to be submitted to the City of Milwaukee 

Board of Election Commissioners.)  Though not required, the parties have been advised to also provide a 

copy to the municipal clerk in order to facilitate the process.   

• It is a good practice for the chief elected official (Mayor, Village President or Town Board

Chairperson) to share the list with the Clerk upon receipt.  In addition, if the party submits its list to

the Clerk’s office, the Clerk should forward it to the chief elected official or notify the party that it is

required to do so.

• Letters have been sent to the Democratic and Republican state parties reminding them of the local

parties’ responsibility to submit lists of poll worker nominees.  Copies of the letters accompany this

correspondence.

The statutory deadline for submission of lists by the Parties is Saturday, November 30, 2019.  If the 

municipal clerk’s office is not open on Saturday, the deadline is pushed to Monday, December 2nd.  Wis. 

Stat. § 990.01(4)(c). 

• Lists of inspector nominees may be submitted by personal delivery or electronically (by fax or email)

no later than close of business on the deadline.  Wis. Stat. § 7.30(4)(c).

• If the list is submitted electronically, the list containing the original signature(s) of the appropriate

party affiliate must follow, postmarked no later than the deadline.  Wis. Admin. Code EL § 6.04.

Appointments Must be Made from the Lists. 

If Lists are Received from One or Both Parties 

• When lists of election inspector nominees are submitted by one or both Parties, appointments must be

made from the lists submitted by the Party for as long as election inspector positions are available.

Wis. Stat. § 7.30(4)(c).

• Current inspectors may not be reappointed unless their name appears on a party list, the party list is

insufficient, or no party list is received.
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• If party lists have been timely received, positions must be filled from the lists until the names on

those lists have been depleted.

• The lists may designate individuals as “first-choice” nominees, who must be appointed if they

qualify and so long as positions are available.  Wis. Stat. §7.30(4)(b)2.c.

• If the governing body has good cause not to appoint an individual whose name is submitted as a

“first-choice” nominee, it may request the WEC authorize non-appointment, and may not decline to

appoint such individual until receiving the WEC’s authorization.  Wis. Stat. §7.30(4)(e).

If Lists are Received but are Insufficient 

• If a Party’s list is insufficient to fill the positions available for that party’s nominees, the remaining

positions may be filled without regard to party affiliation (unaffiliated inspectors).  Wis. Stat.

§7.30(4)(c).

Example:  

o Seven inspectors are to be placed at a polling place.  Scott Walker (Republican) received the

most votes at the polling place in November 2018.  Therefore, the Republican Party is

entitled to one more inspector than the Democratic Party.

o If sufficient lists from both parties are submitted, four names would be appointed from the

Republican list and three names would be appointed from the Democratic list.

o If there are only three names on the Republican list and no Democratic list was submitted,

the governing body appoints the three Republican names.  The Mayor, Village President or

Town Board Chairperson nominates other qualified individuals, regardless of party

affiliation, and submits the names to the governing body for appointment to the remaining

four “unaffiliated” positions.

o If the Democratic Party submitted a list with two names in addition to the Republican Party

list containing three names, only two unaffiliated positions would be appointed.

If No Lists are Received 

• If no lists are submitted, the Mayor, Village President or Town Board Chairperson nominates other

qualified individuals, regardless of party affiliation, and submits the names to the governing body for

appointment.  All appointments are made without regard to party affiliation (unaffiliated).

• While qualified electors of the county may be nominated and appointed, qualified electors of the

municipality are to be given preference when the governing body appoints without regard to party

affiliation.  Wis. Stat. §7.30(4)(c).
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• Municipalities may require appointed individuals to comply with standard personnel policies and

requirements, such as the submission of contact information and documents necessary to process

compensation.  If you are unsure whether such a requirement adds an impermissible qualification for

nominated individuals, you may seek guidance from WEC staff.

Please refer to the Election Official section of the Election Administration Manual for additional 

information.  If you have questions, please contact the WEC Help Desk at (608) 261-2028, or 

elections@wi.gov.  Thank you. 

-51- 21

http://elections.wi.gov/clerks/education-training/election-administration-manual
mailto:elections@wi.gov


22

Training Compliance



23

Election Officials Training Requirements



24

Reporting Training - using the reporting form



25

Reporting Training - entering in WisVote



Training Schedule

26



WEC Learning Center

27



Municipal Clerk Core Training

28



Baseline Chief Inspector Training

29



Elections Security Training

30



Additional Resources

31



EL
EC

TI
O

N
 O

FF
IC

IA
LS
’ T

R
A

IN
IN

G
 R

EQ
U

IR
EM

EN
TS

 

El
e

ct
io

n
 

O
ff

ic
ia

l 
C

u
rr

e
n

t 
te

rm
 

R
e

q
u

ir
e

d
 t

ra
in

in
g 

fo
r 

n
e

w
 o

ff
ic

ia
l t

o
 

b
e

 c
e

rt
if

ie
d

 t
o

 
co

n
d

u
ct

 e
le

ct
io

n
s 

fo
r 

th
e

 t
e

rm
. 

R
e

q
u

ir
e

d
 t

ra
in

in
g 

fo
r 

n
e

w
 o

ff
ic

ia
l t

o
 

b
e

 r
e

ce
rt

if
ie

d
 f

o
r 

th
e

 n
e

xt
 t

e
rm

. 

R
e

q
u

ir
e

d
 t

ra
in

in
g 

fo
r 

cu
rr

e
n

tl
y-

 
ce

rt
if

ie
d

 o
ff

ic
ia

l 
to

 r
e

ce
rt

if
y 

fo
r 

th
e

 n
e

xt
 t

e
rm

 

N
e

xt
 

te
rm

 
D

o
cu

m
e

n
ts

 t
o

 
b

e
 s

u
b

m
it

te
d

 t
o

 
th

e
 W

EC
 

R
e

q
u

ir
e

d
 t

ra
in

in
g 

if
 

ce
rt

if
ic

at
io

n
 is

 lo
st

 b
y 

n
o

t 
ac

cu
m

u
la

ti
n

g 
th

e
 

re
q

u
ir

e
d

 n
u

m
b

er
 o

f 
h

o
u

rs
 b

y 
th

e 
e

n
d

 o
f 

th
e

 t
e

rm
 

Ex
am

p
le

s 
o

f 
ac

ti
vi

ti
e

s 
th

at
 

co
u

n
t 

to
w

ar
d

 r
ec

e
rt

if
ic

at
io

n
 

(p
le

as
e

 v
is

it
 t

h
e

 W
EC

 w
e

b
si

te
 

fo
r 

a 
co

m
p

le
te

 li
st

) 

M
u

n
ic

ip
al

 
C

le
rk

 
1

/0
1

/1
8

-
1

2
/3

1
/1

9
 

3
-h

o
u

r 
m

u
n

ic
ip

al
cl

er
k 

co
re

 t
ra

in
in

g
cl

as
s 

b
y 

fi
rs

t
el

ec
ti

o
n

 o
r 

in
 t

h
e

cu
rr

en
t 

te
rm

 if
th

er
e 

ar
e 

n
o

re
m

ai
n

in
g

sc
h

ed
u

le
d

 e
le

ct
io

n
s

M
C

T 
C

o
re

 p
lu

s 
th

re
e 

h
o

u
rs

 o
f 

el
ec

ti
o

n
-r

el
at

ed
 

tr
ai

n
in

g 
– 

fo
r 

a 
to

ta
l 

o
f 

si
x 

h
o

u
rs

 -
 b

y 
th

e 
en

d
 o

f 
th

e 
te

rm
 

Si
x 

h
o

u
rs

 o
f 

ap
p

ro
ve

d
 

el
ec

ti
o

n
-r

el
at

ed
 

tr
ai

n
in

g 

1
/0

1
/2

0
-

1
2

/3
1

/2
1

 
R

ec
er

ti
fi

ca
ti

o
n

 
re

p
o

rt
in

g 
fo

rm
 

3
-h

o
u

r 
M

C
T 

C
o

re
 p

lu
s

th
re

e 
h

o
u

rs
 o

f
el

ec
ti

o
n

-r
el

at
ed

tr
ai

n
in

g 
b

y 
th

e 
fi

rs
t

el
ec

ti
o

n

•
B

as
el

in
e 

C
h

ie
f 

In
sp

e
ct

o
r

tr
ai

n
in

g

•
W

EC
 s

ta
ff

 p
re

se
n

ta
ti

o
n

s

•
W

is
V

o
te

 t
ra

in
in

g

•
W

eb
in

ar
 e

le
ct

io
n

ad
m

in
is

tr
at

io
n

 s
e

ss
io

n
s

•
Tr

ai
n

in
g 

co
n

d
u

ct
ed

 b
y 

a
co

u
n

ty
 o

r 
m

u
n

ic
ip

al
 c

le
rk

C
h

ie
f 

 
In

sp
e

ct
o

r 
1

/0
1

/1
8

- 
 

1
2

/3
1

/1
9

 
3

-h
o

u
r 

b
as

el
in

e
ch

ie
f 

in
sp

ec
to

r
tr

ai
n

in
g 

cl
as

s 
b

y
fi

rs
t 

e
le

ct
io

n

C
IT

 B
as

el
in

e 
p

lu
s 

th
re

e 
h

o
u

rs
 o

f 
ap

p
ro

ve
d

 e
le

ct
io

n
-

re
la

te
d

 t
ra

in
in

g 
– 

fo
r 

a 
to

ta
l o

f 
si

x 
h

o
u

rs
 -

 b
y 

th
e 

en
d

 
o

f 
th

e 
te

rm
 

Si
x 

h
o

u
rs

 o
f 

ap
p

ro
ve

d
 

el
ec

ti
o

n
-r

el
at

ed
 

tr
ai

n
in

g 

1
/0

1
/2

0
-

1
2

/3
1

/2
1

 
A

ge
n

d
a 

fo
r 

 
re

ce
rt

if
ic

at
io

n
 

tr
ai

n
in

g 
as

 
ad

m
in

is
te

re
d

 b
y 

cl
er

k 
an

d
 

ap
p

ro
ve

d
 b

y 
W

EC
 

3
-h

o
u

r 
C

IT
 B

as
el

in
e

p
lu

s 
th

re
e 

h
o

u
rs

 o
f

el
ec

ti
o

n
-r

el
at

ed
tr

ai
n

in
g 

b
y 

th
e 

fi
rs

t
el

ec
ti

o
n

•
Tr

ai
n

in
g 

co
n

d
u

ct
ed

 b
y 

a
co

u
n

ty
 o

r 
m

u
n

ic
ip

al
 c

le
rk

•
W

eb
in

ar
 e

le
ct

io
n

ad
m

in
is

tr
at

io
n

 s
e

ss
io

n
s

•
V

o
ti

n
g 

eq
u

ip
m

en
t 

tr
ai

n
in

g
o

r 
p

re
-e

le
ct

io
n

 t
e

st
in

g 
(1

h
o

u
r 

p
er

 2
-y

ea
r 

te
rm

)

R
e

gu
la

r 
El

e
ct

io
n

 
In

sp
e

ct
o

rs
 

ER
O

s/
SV

D
s 

1
/0

1
/1

8
-

1
2

/3
1

/1
9

 
C

le
rk

 is
 r

eq
u

ir
ed

 t
o

 
co

n
d

u
ct

 e
le

ct
io

n
 

tr
ai

n
in

g 
ev

er
y 

tw
o

 
ye

ar
s.

 

N
o

 r
ec

er
ti

fi
ca

ti
o

n
 

N
o

 r
ec

er
ti

fi
ca

ti
o

n
 

1
/0

1
/2

0
-

1
2

/3
1

/2
1

 
N

o
n

e 
N

o
n

e 
•

Tr
ai

n
in

g 
co

n
d

u
ct

ed
 b

y 
a

co
u

n
ty

 o
r 

m
u

n
ic

ip
al

 c
le

rk

•
W

eb
in

ar
 e

le
ct

io
n

ad
m

in
is

tr
at

io
n

 s
e

ss
io

n
s

32



N
am

e:
Ti

tle
:

M
un

ic
ip

al
ity

:
C

ou
nt

y:

H
IN

D
I #

:
Ph

on
e:

Em
ai

l:

In
s
tr

u
c
ti

o
n

s
: 

 P
le

as
e 

fil
l o

ut
 th

e 
hi

gh
lig

ht
ed

 fi
el

ds
.  

H
ou

r t
ot

al
s 

w
ill 

re
ad

ju
st

 if
 y

ou
 a

re
 e

nt
er

in
g 

m
ul

tip
le

 a
ct

iv
iti

es
. 

Yo
u 

m
ay

 s
ub

m
it 

th
is

 fo
rm

 b
y 

em
ai

l, 
fa

x 
or

 m
ai

l.
To

 e
m

ai
l t

hi
s 

fo
rm

:  
S

av
e 

th
e 

fo
rm

, f
ill 

it 
ou

t e
le

ct
ro

ni
ca

lly
, a

tta
ch

 it
 to

 a
n 

em
ai

l a
nd

 s
en

d 
to

 e
le

ct
io

ns
.tr

ai
ni

ng
@

w
i.g

ov
To

 fa
x 

th
is

 fo
rm

:  
S

av
e 

th
e 

fo
rm

, f
ill 

it 
ou

t b
y 

co
m

pu
te

r o
r b

y 
ha

nd
, p

rin
t i

t o
ut

 a
nd

 fa
x 

to
 : 

 M
C

T 
Tr

ai
ni

ng
, 6

08
-2

67
-0

50
0.

To
 m

ai
l t

hi
s 

fo
rm

:  
S

av
e 

th
e 

fo
rm

, f
ill 

it 
ou

t b
y 

co
m

pu
te

r o
r b

y 
ha

nd
, p

rin
t i

t o
ut

 a
nd

 m
ai

l t
o:

  W
is

co
ns

in
 E

le
ct

io
ns

 C
om

m
is

si
on

, P
.O

. B
ox

 7
98

4,
 

M
ad

is
on

, W
I  

53
70

7-
79

84

Si
gn

at
ur

e:
 

Si
gn

at
ur

e 
(o

r t
yp

ed
 n

am
e 

if 
su

bm
itt

ed
 b

y 
em

ai
l) 

I 
c

e
rt

if
y
 t

h
e
 a

b
o

v
e

 i
s

 t
ru

e
 a

n
d

 c
o

rr
e

c
t.

To
ta

l:

(m
m

/d
d/

yy
yy

)

(e
.g

. 1
01

01
)

[e
.g

. (
55

5)
 5

55
-5

55
5]

C
la

ss
 D

es
cr

ip
tio

n 
(e

.g
. M

C
T 

C
or

e,
 W

eb
in

ar
s,

 W
is

V
ot

e,
 C

ou
nt

y 
C

le
rk

 tr
ai

ni
ng

, e
tc

.):
N

um
be

r o
f h

ou
rs

:

M
C

T
 C

e
rt

if
ic

a
ti

o
n

 H
o

u
rs

 R
e
p

o
rt

in
g

 F
o

rm

D
at

e 
(m

m
/d

d/
yy

yy
)

- 33

mailto:elections.training@wi.gov

	Clerk Duties materials.pdf
	WMCA 8 21 19
	I. Legislative Update June 2019
	Managed Hardware Proposal
	Communications Procurement Memo for 8-13-19 Commission Meeting
	Clerk Communication EVS 5240 and 5340 - Final
	Recount procedures FINAL
	Badger Book Purchase &amp; Borrow Survey Clerk Communication 2020
	E.  ERIC Memo Combined 6_11_19
	MEMORANDUM
	FROM: Meagan Wolfe, Administrator

	E.1 ERIC Attachment Movers List Flow Chart
	E.2 ERIC Attachment Poll worker Instructions
	Advisory Committee Concept 2019
	Candidate Filings
	ELIS-6 Ballot Access Checklist-Spring 2020-Municipal-Caucus (Rev. 2019-06)
	CF-1_Registration_Statement
	EL-162 Declaration of Candidacy (Rev. 2018-04)Fillable
	el_169_nomination_paper_for_nonpartisan_office_fil_31957
	Candidate’s municipality for voting purposes (required)
	( Town
	Branch, district or seat number (required if applicable)
	( Branch 
	Residential Address (No P.O. Box Addresses)
	Street and Number or Rural Route
	(Rural address must also include box or fire no.)
	Municipality of Residence

	( Town
	( Town
	( Town
	( Town
	( Town
	( Town
	( Town
	( Town
	( Town
	( Town
	Instructions for Preparing Nomination Papers for Nonpartisan Office

	Appointing
	Counting Write-ins worksheet-CURRENT
	Election Officials 1 1 2018
	MCT Certification Form 2018-2019
	New Clerk Checklist 2019 3
	Voter Registration Agenda Draft
	2019-2020 EA Webinar Schedule Draft final
	2019-2020 WisVote webinar draft schedule - committee version
	E.  ERIC Memo Combined 6_11_19.pdf
	MEMORANDUM
	FROM: Meagan Wolfe, Administrator





