
SWCD Election Designee Responsibilities 
 

Note: The 2023 SWCD Supervisor election forms are on the DSWC Website. They can be found: ODA DSWC Website- 

Resources for SWCDs-Forms and Guidance Documents- Board of Supervisor Elections and Appointment 

 

Notification of election- For 2023 SWCD Supervisor elections all voting will occur over a 30- day election period. The 

SWCD election designee should notify their program specialist as soon as possible with dates of when their SWCD 

election will be held. Provide as much detail as possible, including (date, time, location) of all in-person voting events 

and annual meeting if applicable. Use the SWCD Election Calculator Spreadsheet to identify important dates and 

deadlines for your SWCD election. 

60 Days prior to the beginning of the election period-The SWCD nominating committee should have identified candidates 

for the SWCD election. If the nominating committee is unsuccessful at securing the minimum number of candidates 

required, then contact your Program Specialist 60 days prior to the election to review the Due Diligence Checklist 

(included as a separate tab in the SWCD Election Calculator). The Program Specialist will determine if an uncontested 

election is feasible based on the information provided by the SWCD and the nominating committee. 

If the nominating committee has secured the minimum number of candidates for the SWCD election, then move 

forward with completing the EL-3 Candidate Submission Form and have it ready to be submitted 34 days prior to the 

start of the 30-day election period. Make sure the nominating committee members sign the EL-3 form and remember 

the EL-3 cannot be submitted in advance because of potential petition candidates. Finally, make sure each SWCD 

Supervisor candidate completes and signs the EL-1 Statement of Candidacy Form. The EL-1 form is to be kept on file in 

the District office and does not need to be submitted with other forms. You will need to provide copies of the EL-1 Form 

to the Program Specialist at the end of the election period. 

45 Days prior to the beginning of the election period- This is the final deadline date for your nominating committee to 

have identified candidates for the SWCD election. The EL-1 and EL-3 election forms should be completed, signed, and 

turned in to the SWCD election designee. 

Creating the Ballot Application/Election Ballot: Once you have the EL-1 and EL-3 form completed you can move ahead 

by creating the ballot you will use for the SWCD election. Note: If you have any petition candidates that are turned in 35 

days prior to the beginning of the 30-day election period you will have to add them to the ballot at that time. The 

election ballot is available on the ODA-DSWC website and is set up to create 200 prenumbered ballots. If you need more 

than 200 numbered ballots, contact your program specialist for additional ballots. Download it from the Website and 

enter specific information for your SWCD Election. To create the election ballot, you will need to enter the following 

information: 

✓ SWCD name. 

✓ Number of candidates being elected (1 or 2) 

✓ Names of each candidate as listed on the EL-3 Form (Enter these in alphabetical order by last name) 

 

Once you complete the election ballot it will then be ready for submission to your program specialist for review on day 
34 prior to the election start date. Do not send it for approval until the candidate petition deadline has past, which is 
day 35 prior to the election start date. 

 
Completing the election notice EL-4 form: The election notice is an Ohio Administrative Code Requirement. Public notice 

must be done no more than 30 days and no less than 7 days prior to the beginning of the election period. The EL-4 form 

contains all the information you need for a proper public notice. You can simply fill in the applicable blanks and remove 

anything that is not applicable to your SWCD election. We recommend having this completed and ready to go once you 

have the names of supervisor candidates and have dates and times for SWCD Annual Meetings and Voting Events. To 

provide public notice either post the information on your SWCD’s Website or  within one or more newspapers of 

general circulation within the boundaries of the SWCD. It is perfectly acceptable to do both. The public notice is a 



SWCD Election Designee Responsibilities 
 

requirement; however, we encourage you to take any opportunity to promote your supervisor election. Once 

completed email a copy to your program specialist and robert.hamilton@agri.ohio.gov 

34 days prior to the beginning of the election period: The SWCD election designee should email the completed EL-3 form, 

EL-2 petition candidate form (if applicable) and completed election ballot to be used for the SWCD election to their 

program specialist and robert.hamilton@agri.ohio.gov.  If you have petition candidates and need assistance, contact 

your program specialist for further guidance. 

Once you email the form(s) and election ballot to your program specialist they will review the information and double 

check the election ballot. The Program Specialist will send back the SWCD election ballot via email for any immediate 

changes that need to be made. If the election ballot is correct as submitted the Program Specialist will send an email 

letting you know the ballot is approved. 

Printing Ballots: The election ballot is set up to print 200 numbered ballots. You should only print what you think you will 

need for your election. When you are ready to print the ballot simply select the range of pages to print. Also print voter 

verification forms (EL-7), for absentee or nonresident eligible voters requesting an election ballot. 

The start of the election period: Voting begins. You should not send or hand out any election ballots until the first day 

voting starts. 

Election Registry: Once voting begins you will need to use the election registry (EL-5) to track all election ballots. Each 

ballot has a number, and it is important that the election ballot number matches the number on the registry. Example: 

John Smith requests a ballot. John Smith is number 5 on the registry and should receive ballot number 5. 

The election registry should include, ballot number, voter’s signature, first and last name, mailing address and County 

residency, for each in-person eligible voter and should be printed on legal, or larger, paper size to allow room to 

complete the information. Non-resident voters, LLCs, corporations, partnerships, must complete the voter verification 

form (EL-7) before voting, absentee or in-person. Voters that are required to complete the voter verification form 

should also have their first and last name listed on the election registry.  Districts are also encouraged to populate their 

2023 registry from previous year, 2022 election registry.  This will allow you to process eligible voters quicker for larger 

expected annual meeting attendance. 

For your SWCD election you will want to keep one master registry for all voting. However, during the 30-day voting 

period it is possible you could have voting taking place at two locations at the same time. Example: In office voting and 

voting at an SWCD event. In this case, it is recommended that you print the number of ballots you will need for the 

event and use a separate registry for this event. Keep the master registry in the office. The registry you print off to use 

for the SWCD event should have the same numbers as the ballots you print. Example: For the SWCD event you need no 

more than 50 ballots. You have already accepted 25 votes in office on the master registry. Print off ballots 26-75 to use 

for the SWCD event and print off a separate registry for the event that has the numbers 26-75. The SWCD can use this 

separate registry for the SWCD event. At the end of the event enter the names from this registry on to the master 

registry. 

Ballot envelopes: All election ballots (in-person and absentee) should be in a sealed envelope. DSWC will provide these 

envelopes prior to the start of your SWCD election. These envelopes will be small envelopes that are to be used to 

secure each ballot. If you run out of the small envelopes during the election you can use your own envelopes or if time 

allows request additional smaller envelopes from your program specialist. 

For all absentee ballot requests, you will need to provide a return envelope for voters that mail in their ballot, voter  

verification form (EL-7), election ballot and ballot envelop. An envelope template is available on ODA’s website. You 

may use and modify this template to create return envelopes for your election. . If you use something different from 

this template, be sure to put some identification, such as “SWCD Election ” on the outside of the envelope so it will be 

easily identified when it’s returned to the office. 
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The 30-day election period: This is the period all voting occurs. This includes absentee voting, office voting and voting at 

SWCD events, such as annual meetings.In office voting: In office voting shall take place during the business hours listed 

in the public notice over the 30-day period. The SWCD office should do their best to keep the office open during this 

time. If for some reason the office needs to close temporarily, a sign should be posted on the office door with 

instructions on where to call to receive an election ballot. The phone number given should be one that a person can call 

and leave a message. 

When a person votes in the office during the 30-day voting period you will need to record their first name, last name, 

address, and county residency on the election registry, making sure that the number on the ballot matches the number 

on the election registry. You will provide each person voting in-person an election ballot, an envelope to place the 

completed ballot in, and any instructions on where to vote and where to place the ballot when completed. 

In office voting location: It is recommended that you designate an area to vote in the office if possible. Consider having 

a small table or a designated area where someone can fill out, if needed a voter verification form and election ballot. At 

this location have information on each candidate, pens, and a box to collect ballots or instructions on where to return 

ballots once they are completed. 

Voting at SWCD events and annual meetings:  You will need to consider what items you need for voting at the annual 
meeting or event. Below is a checklist of items to help get prepared: 

✓ Arrive early prior to start time listed in the public notice to allow ample time for set up 

✓ Set up a table to register voters 

✓ Set up a voting station or a place where ballots can be dropped in a box 

✓ Bring: Pens, ballot box, candidate descriptions, election registry, voter verification forms, election ballots, and ballot 

envelopes 

✓ You may also want to consider creating some signs to help direct voters on how and where to vote and who is 

eligible to vote. 
 

Each person voting at an SWCD annual meeting or event will need to be recorded on the registry, first and last name, 

mailing address, County residency and signature, if not on the election registry. If the eligible voter is on the election 

registry have them verify address information and a signature is required. Provide a numbered ballot that will 

correspond to the number on the election registry to each eligible voter. Provide each voter with a ballot envelope. 

Supply voter verification forms (EL-7) to all non-resident, LLC, corporations, that vote in-person during an event as they 

must complete it to be an eligible voter. Maintain all voter verification forms in a folder and provide to your program 

specialist at the end of your election. At your annual meeting or event an SWCD staff person should maintain the 

registry and register voters upon arrival. Program specialists may assist if they are at the event or annual meeting. 
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Absentee voting: Absentee voting occurs over a 30-day election period. Refer to the SWCD Election Calculator 

Spreadsheet for the specific dates. 

Requests to vote absentee can come in several different ways. In-person, by phone, by mail, and e-mail are all 

acceptable methods. When you receive a request for an absentee ballot, you will want to record the first and last name 

and voting method on the registry. Make sure the ballot number matches the number on the registry. You will provide 

a voter verification form, election ballot, envelop for the ballot and an “SWCD Election” envelope for each request you 

receive. You can mail multiple ballots to the same household in one packet. If you are mailing more than one ballot to 

the same household, it is recommended that you label each ballot with the person’s name on a sticky note and attach it 

to their ballot. This will     help minimize confusion on who gets which ballot and should help match the appropriate name 

back to the election registry. 

 

When you receive a completed voter verification form and election ballot back from a voter it should be in an envelope 

marked “SWCD Election”. If it is not in a marked envelope, write SWCD Election on the front of the envelope. All 

completed   voter verification forms and election ballots should be kept in a secure location that can be locked during 

non-business hours. 

The end of the election period: As the SWCD election designee you will need to provide the election registry, all voter    

verification forms, EL-1 forms and election ballots that you received during the 30-day voting periods to your Program 

Specialist or DSWC staff member that is the designated OSWCC election official for your SWCDs election. This person is 

responsible for verifying the results of the SWCD election. This includes checking the number of ballots, voter 

verification form, and the election registry. They will determine which ballots can be counted and which ballots are 

considered invalid. They will check the following information on the voter verification form and election ballot as 

applicable: 

For the voter verification form: 

✓ Question number 1 needs marked yes 

✓ Question number 2 needs marked yes, or question number 3 needs one of the appropriate boxes checked. 

✓ The name and address information need to be completed. For LLC, partnerships, etc. this address should be the 

person’s mailing address who is voting. Not the address of the LLC or Partnership. 

✓ The voter verification form must be signed 
 

A ballot will be considered invalid if any of the above are missing from the ballot application. 
It is the responsibility of the OSWCC election official (program specialist) to complete the EL-6 election results form. Once 

completed, program specialist will remove ballot number associated with the election ballot and maintain all election 

forms and ballots for 60 days. Your program specialist will provide a copy of the EL-6 form to the SWCD for their records. 
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Providing election results:  If the election period ends at an annual meeting or SWCD event, Program Specialist or OSWCC 
election official can plan to announce the results or provide you with the election results at the annual meeting or event. 
If it is not possible to verify and count all election ballots during the time given at the meeting or event than the election 
results will be provided later when all votes have been verified. If there is no annual meeting or event at the end of the 
election period, the Program Specialist will provide the election results within 2 business days of the end of the election.   
If results are not announced at a meeting or event, the Program Specialist will contact each candidate and share the 
outcome of the SWCD election. The SWCD will be notified when all candidates have been contacted. 

 
Newly elected Supervisors:  Each newly elected supervisor will receive information on the “New Supervisor Training” that 
is available on-line prior to taking office. We anticipate providing this follow up information to all newly elected 
supervisors in the fall prior to them taking office in 2024. To help us be efficient in providing this information, we need to 
have the newly elected supervisors e-mail address. We understand that not everyone has an e-mail but for those who do 
it is helpful. SWCD administrators will be copied on all correspondence we send to the newly elected supervisor about 
training. 


