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[bookmark: _Toc230410740]INTRODUCTION


The Election Guide has been prepared to assist candidates for the General Municipal on November 8, 2016.  This guide summarizes the major provisions related to candidates running for office within the City of Palo Alto.  Candidates interested in elective office should not rely solely on this booklet but should contact the Office of the City Clerk at (650) 329‑2379 for more detailed information or seek legal counsel. 
 
The Office of the City Clerk is open from 7:30 a.m. to 5:30 p.m., Monday through Thursday, and 8 a.m. to 5 p.m. on Fridays, excluding holidays. 

All information in this guide is subject to change.  This guide is intended to provide general information concerning the nomination and election of candidates, and does not have the force and effect of law, regulation or rule.  This information is not to be a substitute for legal counsel for the individual, organization or candidate using it.  

[bookmark: _Toc326326938][bookmark: _Toc326831794]FUNCTIONS OF THE CITY CLERK AND THE SANTA CLARA COUNTY REGISTRAR OF VOTERS
  
The City of Palo Alto has requested that the Santa Clara County Registrar of Voters assist in the conduct of the City of Palo Alto elections.  The City Clerk is responsible for issuing and accepting nomination papers, publishing necessary legal notices, filing campaign disclosure statements. The Santa Clara County Registrar of Voters verifies signatures on petitions, arranges for the printing and mailing of all necessary voter information, and locates and staffs all polling places.  The City Clerk publishes a list of the precinct officers and polling places in a newspaper of general circulation within the City of Palo Alto.  Additionally, the Santa Clara County Registrar of Voters is responsible on Election Day for counting the votes cast and conducting post‑election activities such as canvassing the returns and certifying election results





	Beth D. Minor
	City Clerk



Election Guide

[bookmark: _Toc230410741][bookmark: _Toc326326939][bookmark: _Toc326831795]COUNCIL SEATS
As of the date of the preparation of this guide, election for the following City of Palo Alto offices is scheduled on November 8, 2016: 

	Full-Term Office (4 years)
	Term Expires/Incumbent

	City Council
	Marc Berman

	City Council
	Patrick Burt(Termed Out) 

	City Council
	Liz Kniss

	City Council

	Greg Schmid (Termed Out)
 



[bookmark: _Toc326326940][bookmark: _Toc326831796]GENERAL INFORMATION 
Palo Alto City Council meetings usually occur on the first three Mondays of the month beginning at 6:00 P.M.  Council Members receive $600 per month.  This monthly stipend will increase to $1,000 per month effective January 1, 2017. The Mayor receives an additional $150 per month expense allowance and the Vice-Mayor an additional $100 per month expense allowance. 
 
[bookmark: _Toc326326941][bookmark: _Toc326831797]QUALIFICATIONS 
A candidate in the 2016 General Municipal Election must reside in Palo Alto as of Wednesday, July 13, 2016, which is 30 days preceding the final filing date (August 12) for nomination papers.

The City Clerk will verify candidate voter registration with the Register of Voters.  Unless otherwise specifically provided, no person is eligible to be elected or appointed to an elective office unless that person is a registered voter and otherwise qualified to vote for that office at the time that nomination papers are issued to the person or at the time of the person's appointment (EC Section 201).

[bookmark: _Toc230410742][bookmark: _Toc326326943][bookmark: _Toc326831800]NOMINATION PAPERS AND NOMINATION PERIOD
Nomination papers and complete information packets will be available from the City Clerk commencing Monday, July 18, 2016.  All forms shall be issued by the City Clerk, shall be stamped "Official Filing Form," and shall be signed by the City Clerk when issued.  Nomination papers may not be duplicated.

The nomination period will close at 5 p.m. on Friday, August 12, 2016, except if an incumbent officer does not file within the period above, the voters shall have until 5:00 p.m. on Wednesday, August 17, 2016, to nominate non-incumbents only.  
It is recommended that nomination papers be filed as early as possible in order to allow sufficient time for verification of signatures.  Twenty‑five (25) valid signatures are required. 

[bookmark: _Toc326326944][bookmark: _Toc326831802]FILING FEE
Palo Alto charges candidates a fee of $25 for filing nomination papers.  In order to waive the $25 filing fee, a candidate would need to file petitions signed by 100 valid registered voters.

Nomination papers filed on the final day will not be checked before close of the nomination period. If the signatures are incomplete, there will be no opportunity for the candidate to gather new signatures in order to qualify. 

[bookmark: _Toc230410743][bookmark: _Toc326326946][bookmark: _Toc326831804]CANDIDATE'S STATEMENT
Each candidate for a nonpartisan elective office may submit a candidate statement for the Voter Information portion of the Sample Ballot at the time that he or she files nomination papers.  The purpose of the voluntary candidate statement is to acquaint voters with the candidate’s qualifications for the office he or she is seeking.  The candidate statement is incorporated into the Voter Information portion of the Sample Ballot pamphlet and is mailed to all registered voters eligible to vote for the candidate.  

[bookmark: _Toc326831805]Content
A candidate’s statement may contain the candidate’s name, occupation, age, and a brief description of their education and qualifications as expressed by the candidate.  Statements shall not, in any way, make reference to other candidates for office or to another candidate’s qualifications, character, or activities.  Statements are limited in length to not more than 200 words.

The candidate statement may not include any party affiliation of the candidate, nor include membership or activity in partisan political organizations.
The use of jargon, colloquialisms, slang, or other such expressions is strongly discouraged.  Phrases such as “monster home” are difficult to translate appropriately into other languages and the meanings are often misinterpreted or lost.  Candidates are encouraged to keep the translation process in mind when developing their statements and to use unambiguous and straightforward vocabulary.

[bookmark: _Toc326831806]Format
Candidate statements are printed in the Voter Information portion of the Sample Ballot in block paragraph format with standard indents at the beginning of each paragraph.  In order to insure uniformity of candidate statements, the candidate must prepare the statement as follows:

•	The statement should be in single spaced paragraph format and upper and lower case letters.  Each paragraph must begin with a standard indent.  Statement must be typewritten or computer printed. 

•	Typeface of statement must be of uniform size and darkness with no unusual spacing.  This means no bullets, NO CAPITALS used for emphasis, underlining, bold face or italics will be permitted.

•	Check the statement for errors in spelling, punctuation and grammar.  Statements will appear in the Voter Information portion of the Sample Ballot exactly as submitted by the candidate.  NO corrections or changes to content, format or spacing will be allowed after the statement has been filed.

•	Statements must be confined to the maximum number of words, the maximum lines allowed and the maximum character positions in a line.  If blank lines between paragraphs are contained in the statement, the blank lines will be included in the line maximum count.  Punctuation and spaces are included in the character position maximum count.  A 200-word statement has a maximum of 22 lines with approximately 72 character positions per line.  If your occupation requires more than one line, each additional line will be counted in the maximum line count for the statement.  Using a computer to determine a statement’s word count is not recommended.  Please refer to “Rules for Counting Words” for guidelines on computing word counts.

FOLLOW THE GUIDELINES!  STATEMENTS MUST BE IN PARAGRAPH FORMAT WITH INDENTS BEGINNING EACH PARAGRAPH!  

When candidate statements are translated into other languages, the amount of text increases.  Some of the translated candidate statements grow about 30 percent in size from the size of the original statement.  The 22 lines limit per 200 words candidate statement is an estimated number and may vary depending on the length of words and characters in a line. Therefore, it may be necessary for the Office of the Registrar of Voters to contact a candidate so that they reduce the number of lines in their candidate statement; which is usually complied with by combining paragraphs.  

Statements will NOT be accepted unless they conform to these uniform guidelines.  

[bookmark: _Toc326831807]Restrictions
The candidate statement shall not include the party affiliation of the candidate, nor membership or activity in partisan political organizations.  Photographs of candidates are not permitted in the sample ballot.

Liability
Nothing in this section shall be deemed to make any such statement or the authors thereof free or exempt from any civil or criminal action or penalty because of any false, slanderous or libelous statements offered for printing or contained in the Voter Information portion of the Sample Ballot.

Any candidate who knowingly makes a false statement of material fact in a candidate statement, prepared pursuant to Elections Code Section 13307, with the intent to mislead the voters in connection with his or her campaign for nomination of election to a nonpartisan office is punishable by a fine not to exceed $1,000.

[bookmark: _Toc326831808]Confidentiality
The candidate statements shall remain confidential through the close of the nomination period for the office sought.  You may view or purchase copies of any candidate’s statement beginning the business day after the close of the nomination period.  

[bookmark: _Toc326831809]Withdrawal
The statement may be withdrawn, but NOT changed, until 5:00 p.m. of the next business day after the close of the nomination period for the office sought.  If a candidate statement is withdrawn, a new one cannot be filed.

Translations of Statements
The candidate statements will be translated in the Chinese, Spanish, Tagalog and Vietnamese languages, and will appear in the Voter Information portion of the Sample Ballot.



[bookmark: _Toc326831810]RULES FOR COUNTING WORDS

The following guidelines are for computing the word count for candidate statements.  The title, occupation and age are not included in the word count, only the text of the statement is counted.  The Office of the Registrar of Voters will make final determination of the word count.  
	Word(s)

Punctuation	Free
Dictionary words	One
	"I", "the", "and", etc. are counted as individual words.
Abbreviations/Acronyms	One
	Examples: 	SJSU, PTA, U.S.M.C., S.J.P.D.
Geographical name……	One
	Only State of California, City, County and District names
	Examples:	Palo Alto - 1 word 
		County of Santa Clara - 1 word	
		College Terrace - 2 words

Numbers/Numerical Combinations/E-Mail Addresses:
	Digits (1, 10, or 100, etc.)	One
	Spelled out (one, ten, or one hundred)	One for each word
	50%, 1/2, etc.	One
	Internet/E-mail addresses (www.sccvote.org/johndoe@vote.com) ……….....……One

Number or letter used to identify a portion of text	One
	Examples: 	(1), (a) will be counted as one word

Dates:
		All digits (01/01/14)	One
		Words and digits (January 1, 2014)	Two

Characters used in place of word or number (& or #)	One

Hyphenated words that appear in any generally available dictionary, printed in the United States within the past 10 years, shall be considered as one word.  Each part of all other hyphenated words shall be counted as separate words.

	Example:  	mother-in-law = 1 word	one-half = 2 words 


[bookmark: _Toc230410744][bookmark: _Toc326326947][bookmark: _Toc326831811]STATEMENT OF ECONOMIC INTERESTS
All candidates for public office are required to file a Statement of Economic Interests (FPPC Form 700), which discloses financial interests held within the City of Palo Alto.  The disclosure is intended to disclose financial interests, which could foreseeably cause conflict.  In addition, a public official may be required to disqualify him or herself from making, participating in, or attempting to influence any governmental decision which could affect his or her financial interests. 

All candidates are required to electronically file their Fair Political Practices Commission paperwork with the exception of Form 497 and Form 510. 

[bookmark: _Toc230410745][bookmark: _Toc326326948][bookmark: _Toc326831812]CANDIDATE'S CHECKLIST OF DOCUMENTS REQUIRED TO BE FILED
Listed below is an informal checklist of the various executed forms to be filed for candidacy.  These documents must be filed at the same time.  It is the obligation of the candidate to ensure that he/she meets all filing requirements and deadlines. All candidates are urged to file the necessary papers as early as possible.  Additionally, the candidate must personally file all papers involved with his/her candidacy. 
 
Forms are to be filed by 5 p.m., Friday, August 12, 2016, or 5:00 p.m., Wednesday, August 17, 2016 if extended period applies. 

Nomination Papers, consisting of: 
Official filing form (requiring 25 valid signatures) 
Affidavit of Circulator
Declaration of Nominee 
Oath of Allegiance 
(Elections Code 10220, 10221, 10222)
Candidate's Statement (voluntary)
(Elections Code 13307)
Statement of Economic Interests (Form 700)- ELECTRONICALLY FILED
Code of Fair Campaign Practices (voluntary) 
Chinese Given Name/Preferred Transliteration Form (required)
Request for Vietnamese Name Accents (optional)
Candidate Information Request Form
FPPC Campaign Disclosure Statements 
Form 501 (Required)
Form 410- ELECTRONIC
Form 460- ELECTRONIC
Form 470- ELECTRONIC

Candidates will receive all necessary forms in their nomination packets, and will be required to sign a receipt indicating they received the necessary papers at the time the nomination papers are issued.  

[bookmark: _Toc230410748][bookmark: _Toc326326949][bookmark: _Toc326831813]CAMPAIGN DISCLOSURE STATEMENTS
All candidates for public office are required to file campaign disclosure statements.  Additionally, any committee formed to support or oppose a candidate or ballot measure is required to file campaign disclosure statements as required by the Political Reform Act (Act) of 1974.  The Fair Political Practices Commission (FPPC) has primary responsibility to interpret and administer the Act. 

Any individual who plans to be a candidate for local office in California and intends to solicit or receive campaign contributions for any purpose, or who intends to spend funds for campaign purposes MUST:

File with the City Clerk’s Office a Candidate Intention Statement (Form 501), before soliciting or receiving any contributions (including loans) or expending any funds.  To form a committee, use Form 410.  Note:  Forms 501, which are postmarked no later than the filing deadline, are deemed filed on time.  FPPC Forms 470 and 460, are filed electronically and the City Clerk’s Office will set up your access to the system.  

[bookmark: _Toc230410749][bookmark: _Toc326326954][bookmark: _Toc326831821]It is the responsibility of candidates and/or committees to be aware of and to file the required campaign disclosure statements in a timely manner.  With the inception of threshold filing periods/requirements, however, only candidates or committees can ascertain whether they do or do not have a threshold-filing requirement.  Failure to file the appropriate statements and reports in compliance with the Act can result in criminal and civil penalties.  Failure to file by the prescribed deadlines can also lead to late filing penalties of $10 per day up to $100. 

CAMPAIGN CONTRIBUTIONS

[bookmark: _Toc326326955][bookmark: _Toc326831822]CONTRIBUTIONS AND CONTRIBUTORS
The Palo Alto Municipal Code Section 2.40.040 states:

“The city clerk shall post online on the city's public website within five days of the date on which campaign statements are required to be filed in accordance with applicable California and local laws, rules and regulations, including the rules and regulations of the California Fair Political Practices Commission, the name of each person and committee from whom a contribution or contributions totaling $50.00 or more have been received, the amounts each person or committee contributed, and the candidates or committees which received such amounts, as such information appear on the campaign statements filed within the six-month period prior to the election pursuant to Article 2, (commencing with Section 84200) of the Government Code.”

Statements, which do not comply with PAMC Section 2.40.040 in disclosing contributors and contributions of $50 or more, will not be accepted. 

[bookmark: _Toc326326956][bookmark: _Toc326831823]ANONYMOUS CONTRIBUTIONS
The Palo Alto Municipal Code Section 2.40.050 states:

"No person shall make an anonymous contribution or contributions to a candidate, committee, or any other person totaling $50.00 or more in a calendar year.  An anonymous contribution between $50.00 and $100.00 shall not be kept by the intended recipient, but instead shall be promptly paid to the city clerk for deposit in the general fund of this city."

[bookmark: _Toc326326957][bookmark: _Toc326831824]DISCLOSURE IN CAMPAIGN STATEMENTS
The Palo Alto Municipal Code Section 2.40.060 states:

"Each campaign statement required to be filed by Article 2 of Chapter 4 of the Political Reform Act of 1974, shall contain, in addition to any other required information:

a) The total amount of contributions received during the period covered by the campaign statement from persons who have given less than $50.00. 

b) The full name of each person from whom a contribution or contributions totaling between $50.0) and $100.00 has been received, together with the contributor's street address, occupation, and the name of the contributor's employer, if any, or the principal place of business if the contributor is self‑employed, the amount of the contribution, and the date the contribution was received.

[bookmark: _Toc230408979][bookmark: _Toc230410746][bookmark: _Toc326326960][bookmark: _Toc326831827]CODE OF FAIR CAMPAIGN PRACTICES
At the time an individual files his or her nomination papers evidencing an intention to be a candidate for public office, the clerk shall inform each candidate for public office that subscription to the Code of Fair Campaign Practices is voluntary.  The Code of Fair Campaign Practices also applies to proponents/opponents of ballot measures.

[bookmark: _Toc230410752][bookmark: _Toc326831829]POLITICAL ADVERTISING

[bookmark: _Toc326326963][bookmark: _Toc326831831]POLITICAL SIGNS
As a candidate or campaign worker for either office or a ballot measure, this reminder about State law governing campaign signs should be helpful to you.
Section 5405.3 of the State Outdoor Advertising Act exempts the placing of Temporary Political Signs from normal outdoor advertising display requirements.
A Temporary Political Sign meets the following criteria:
1. Encourages a particular vote in a schedule election.
2. Is placed not sooner than 90 days prior to the schedule election and is removed within 10 days after that election.
3. Is no larger than 32 square feet.
4. Has had a Statement of Responsibility filed with the California State Department certifying a person who will be responsible for removing the sign.
A completed Statement of Responsibility  must be submitted to:
Division of Traffic Operations+
Outdoor Advertising Program
P.O. Box 942874, MS-36
Sacramento, CA 94274-0001.
The Palo Alto Municipal Code Section 16.20.160(b)(2) states:
"Political signs may be erected in conformity with this Chapter including 16.20.100 which prohibits signs on public property.  In addition, an election sign must be completely removed no later than six days following the day of the election to which it relates.  Any election sign not removed within six days shall be considered abandoned and shall be removed by the building division."  (See Appendix VI). 

[bookmark: _Toc230410755][bookmark: _Toc326326968][bookmark: _Toc326831836]ELECTION DAY
On November 8, 2016, the polls will be open from 7 a.m. to 8 p.m.  The deadline for the Registrar of Voters to receive ballots cast by absent voters by mail or in person is 8 p.m. on November 8, 2016.

Absent voter ballots may also be received at any polling place in the city by the close of the polls on Election Day.  Those absent voter ballots received at the polls are counted during the official canvass because the voters' signatures must be verified before counting.  
(Elections Code 3017, 3019)


[bookmark: _Toc326326969][bookmark: _Toc326831837]OFFICIAL CANVASS OF THE RETURNS
The Registrar of Voters shall conduct the official canvass of the returns commencing not later than the first Thursday following each election.  The Registrar of Voters shall prepare a certified statement of the results and submit it to the City Clerk. (Elections Code 15301 and Charter)

[bookmark: _Toc326326970][bookmark: _Toc326831838]DECLARATION OF ELECTED CANDIDATES
At the time that the City Clerk submits the official canvass to the City Council, a declaration of elected candidates will be made through the adoption of a resolution of the Palo Alto City Council. 

[bookmark: _Toc326326971][bookmark: _Toc326831839]CERTIFICATES OF ELECTION
As part of the swearing‑in ceremony, the City Clerk shall issue the certificates of election.  
[bookmark: _Toc230408984][bookmark: _Toc230410759][bookmark: _Toc326326974][bookmark: _Toc326831842]
QUESTIONS FREQUENTLY ASKED BY CANDIDATES
1.	Is there a filing fee involved in my candidacy? 
A filing fee for municipal office is at the discretion of the governing body.  The City of Palo Alto City Council has set the filing fee at $25.

The Palo Alto Municipal Code Section 2.40.030 states:  
"Filing of nomination petitions.  Any person otherwise qualified may be a candidate for an elective office at any election, regular or special, by filing with the clerk within the time prescribed in the Elections Code of California a petition signed by at least twenty-five qualified and registered voters.  Any duly established candidacy filing fee shall be waived for each candidate who files a petition signed by at least four qualified or registered voters for each dollar of such filing fee."

2.	Is the City Clerk's Office open during the lunch hour? 
Yes.  Office hours are 7:30 a.m. to 5:30 p.m., Monday through Thursday, and 8 a.m. to 5 p.m. on Fridays, excluding holidays. 

3.	What do I do if I change my mind about being a candidate after filing nomination papers? 
You may withdraw as a candidate at any time prior to the close of the nomination period, which is August 12, 2016, or August 17, 2016 (whichever date is applicable.) You are not permitted to officially withdraw after that date and your name will appear on the ballot. 

4.	What happens if some of the signatures I obtain on my nomination papers for an office are not registered voters, or are those who do not live within the jurisdiction I seek to represent? 
File your nomination papers early to avoid the consequences of a problem of this type.  The Registrar of Voters must certify the signatures on nomination papers.  If you wait until the last day to file, and your sponsors' signatures are insufficient for any reason, you will not have qualified to be a candidate.  If you file early, there will be time to check the signatures and notify you of any insufficiencies and you will be issued a supplemental petition to allow you the opportunity to submit supplemental signatures. 

5.	How soon will a list of qualified candidates be available after the close of the nomination period? 
The nomination period ends August 12, 2016, and if an incumbent does not file, the nomination period is extended until August 17, 2016 for non-incumbents.  

6.	May I change or correct the wording/spelling on my candidate's statement after submission? 
No, you may not.  Check your candidate's statement carefully before submittal. 

7.	If I submit a voluntary candidate's statement and I change my mind, may I withdraw the statement? 
The candidate's statement may be withdrawn, but not changed, during the period of filing nomination papers and until 5:30 p.m. of the next working day after the close of the nomination period. 
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