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10/6/2023 Texas Secretary of State 1 



 

All primary funding  
must be deposited 

into  the party’s  
Primary Fund. 

Funds  must be kept 
separate from  party  

contributions. 

If the  party does not 
have a Primary  Fund,  
one must be set up. 

If the party is unable  to  
open a Primary Fund,  
the state  party can act  

as fiscal agent. 

The  state  party  
may, upon 

request of the  
chair,  accept  

funding and act  
as  fiscal  agent.  
(TAC  §81.136) 
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Banks  may  require a letter  of appointment  from the  state chair. 

Use the  EIN number to  set up  the account,  not your social  security  number. 

The  bank account should  be styled: “_______  County Democratic/Republican  
Primary Fund”. 

Checks should  be issued from the  Primary  Fund to  pay non-contracted primary  
expenses. 

All  checks  must be  printed or  stamped  with the statement  “Void After 180 Days”. 
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Cycle begins November 1st preceding the year of the primary election through the last day of the 
month of the primary election, or the last day of the month of the runoff election, if applicable. 

Primary Estimate payments can be issued beginning November 1st for county parties that submit 
a primary estimate through the online system – 75% of estimated costs issued ahead of election. 

A Runoff Estimate may be submitted, if applicable. The deadline to submit primary estimates is 
not later than the 45th day before the general primary election, and for a runoff estimate, the 
10th day after the general primary election. 

Final  Cost  Reports  and supporting  documents must be  submitted by  August 31st. 
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Candidates  submit application for place on ballot with  filing fees  to chair. 

SOS sends estimate payments to  chair  once  estimate  statements are approved. 

Filing  fees and  estimate payments shall  be deposited  into the  party’s Primary  Fund. 

County  chair  will  pay for non-contracted services and  items from Primary Fund. 

Reimbursable services and items are limited to legally necessary  expenses. 
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Estimate  payments may be  requested through online  system beginning  November 1st. 

SOS will  provide “pre-populated” figures in  the Primary  Estimate  Statement. 

Chairs may edit figures  based  on expected  turnout or change  in costs. 

It is crucial  that supporting documentation  is kept organized. 

10/6/2023 Texas Secretary of State 6 



 

Voting system vendors, ES&S and  Hart,  will  be paid directly  by  SOS. 

County Election  Offices  will  be  paid directly  by SOS. 

Contracts  with  County Election  Offices  should be executed  as soon  as possible. 

Final  Cost Reports  will include costs  from both  Primary and  Runoff  (if applicable). 

Final Cost  Reports must be  submitted by August  31st, 2024. 
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Meet  with  County to discuss  
contract  as soon as  possible. 

Contract shall  stipulate which  
entity will  pay for  each  election  

cost,  e.g. election workers. 
For costs not  legally  

reimbursable,  contract shall  
identify  which  entity will absorb  

the cost.  
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Any duties  required by law  
for chair to  perform will be  

reimbursed.  

Parties will also  be  
reimbursed  for 

administrative  costs  up to 
cap. 
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B1  – Ballot  Printing 

B2  – Programming 

B3  – Logic/Accuracy Test  Notice 

B4  – Tech Support 
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B5  – Election  Kits 

B6  – Rental  of County-Owned Equipment 

B7  – Non-County-Owned Equipment 

B8  – Equipment  Preparation, Delivery and Receiving 

B9  – Polling  Location Rental 
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B10 – Precinct Workers 

B11 – Polling  Location Delivery  Fee 

B12 – Central  Count Manager 

B13 – Tabulation Supervisor 

B14 – Assistant  Tabulation  Supervisor 
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B15 – Central  Count Judges  and  Clerks 

B16 – Early  Voting Ballot Board  Judges  and  Clerks 

B17 – Provisional/Late  Ballot  Board Judges and  Clerks 

B18 – Supplies 
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B19 – Communication 

B20 – Postage 

B21 – Legal Fees (Party Only) 

B22 – Security 

B23 – Other  Primary  Costs 
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C1  – Office Rent 

C2  – Office Personnel 

C3  – Telephone  &  Utilities 

C4  – Office Supplies 

C5  - Printing 
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C6  - Computer 

C7  – Bank Fees 

E1 – Beginning Bank Balance 

E2 – Candidate Filing Fees 

F1 – Contributions 
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Public Buildings: 
No rental fees. 

Public Buildings: 
No  custodial/utility fees. 

Documentation: 
List of locations with amounts 

or  written agreements. 
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A Delivery Fee is reimbursable up to 
Workers are paid for actual time at $25 per polling location. 

polling place. 
(Must be split if joint.) 

May be compensated for two hours before 
polls open and two hours after polls close – 

training hours may not be included. 

Compensation Sheets/Spreadsheet 
must include  the date and hours  

worked. 

Precinct workers may 
be reimbursed up to  

$12 per hour. 
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SOS may only reimburse  
30% of rent for  an  office  

held longer  than the  
duration  of the  Primary. 

Only  
reimbursed up  

to party’s  
administrative  

cost cap. 

SOS  will not reimburse for 
an office  space where the  
party chair, chair’s spouse,  

or chair’s family has 
financial interest. 

A primary office in 
addition to an  existing  

party  office is not  eligible  
for reimbursement  by  

SOS. 

Lease agreement  must  be 
provided in order for  

party  to  receive 
reimbursement  from  SOS. 

Telephone &  
Utilities will  also  
be reimbursed at  

30% for year 
round office  

rental. 
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Only  
reimbursed up  

to party’s  
administrative  

cost cap. 

SOS will reimburse 100% 
of an office lease held 

only from November to 
the final month of the 
Primary or Runoff (if 

applicable). 

SOS will not reimburse for 
an office space where the 
party chair, chair’s spouse, 

or chair’s family has 
financial interest. 

If the office is  only held  
for  the duration  of the  
Primary,  3 competitive  
bids  must  be  acquired. 

Lease agreement  must  be 
provided in order for  

party  to  receive 
reimbursement  from  SOS. 

Telephone &  
Utilities will  also  
be reimbursed at  
100%  for offices  
leased solely for  

the primary. 
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May  only be  reimbursed  
every  other Primary cycle.  

(Every 4 years.) 

Computer  is property  of  
county executive  

committee,  not chair. 

Invoice  with  serial number  
must be  submitted  to SOS  

to be reimbursed. 
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Party-Related  
Expenses 

Notice  of 
Election 

Pay  to county  
chair’s family  

members 

Personnel  hours  
spent on party-
related  duties 

Food or  Drink 

Expenses related  
to a political  
convention 
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Statutorily  
required duties  

and election 
officer pay 

Early Voting  
Expenses 

Everyday 
Supplies 

Employee time  
during normal  
business  hours 

Ballot Boxes &  
Booths 

Postage  for  Mail  
Ballots 

Purchase of 
removable  

media devices 
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EMR Registration 

• Previous links to various systems, such as Primary Finance, County 
and Precinct Chair Candidate Filing, and County and Precinct Chair 
Contact Information, have been replaced with the new single sign-
on interface. 

• Once a user logs in successfully, that user will see links to all 
applications to which they have access. 
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   Hover your cursor over “Elections & Voting” and select “Conducting Elections” 
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Click  here to access Laws 
and Procedures  

Pertaining to County  
Chairs. 
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Click  here to access  
County and  Precinct  

Chair Data Entry  
Applications. 

Click  here to access  
the  Primary Finance  
page of our  website. 2710/6/2023 Texas Secretary of State 



 

Click  here to  
access the 

Online Primary  
Finance System. 

Prescribed  
spreadsheets may  

be  used to  
organize and  
report costs. 
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If you get the following 
error message when 

registering as a new user, 
contact the EFM staff at: 

EFMadmin@sos.Texas.gov 
512-463-5966 

Login Interface - emr.sos.texas.gov 

Click  on “Register  as a new  user” if it’s 
your initial setup  or “Forgot your 
password”  if you’ve  already registered  
and don’t know your password. 
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Once Logged In  (example)… 

Click  this link  
at anytime to  
return  to this  
home screen. 

Click  here to  
submit your  

Primary &  Runoff  
Estimates and  

Final  Cost Report. 

Click  here to  
submit request  

for seminar travel 
reimbursement. 

Click  here to  
download the  
Direct Deposit 
Authorization  

Form. 
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Reports must  be submitted through the Online  Primary  
Finance System. 

Reports must  be submitted by August  31,  2024. 

Supporting documentation must  be  submitted with 
report. 

Surplus  funds  must be  returned to  Secretary of State  
after approval  of report. 
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Requires County Chairs to submit a Final Cost Report through the Online 
Primary Finance System even if the party did not incur any costs. 

Requires County Election Officers who contract with parties to submit 
actual costs through the Online Primary Finance System. 

Provides for direct payment from SOS to a County Election Officer who 
conducts a primary election under an Election Services Contract. 

Requires voting  system vendors  (ES&S and Hart)  to invoice  SOS directly  for  
primary services and  materials. 
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County Chair 

• Reports non-
contracted election  
day costs, if any. 

• Reports  
administrative costs, if  
any. 

 • Reports candidate 
filing fees, if any.  

• Reports statistical 
information (obtain  

 from CEO if  
necessary). 

 Voting System 
Vendors 

  • Election Systems & 
 Software and Hart 

Intercivic 
 • Reports all allowable  

services and items 
   ordered by Chair or 

  CEO and indicates 
  who ordered the 

service or item. 

 

 County Election 
Officer (CEO) 

 • Reports all expenses 
  for duties or services 

 performed under an 
 Election Services 

Contract. 
• May also report 

statistical information. 
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Entity  that 
reports  cost is  
responsible  for 

providing 
supporting 

documentation. 

CEO  responsible f or 
providing supporting 

documents for  
contracted costs. 

Party chair responsible  
for  providing supporting 

documents for  non-
contracted costs. 
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Supporting documentation includes, but  is  not  limited  to: 

Invoices,  Bills and Receipts  for each Item  or Service 

Lease Agreement  for Office  Rental 

Competitive  Bids  for Office Rental 

Utility Invoices  associated with Office Rental 
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Supporting documentation includes, but  is  not  limited  to: 

Election Workers’ Compensation Sheets  or  Prescribed 
Spreadsheet 

Job Description and Wages of Administrative  Office  Personnel 

Electronic  Bookkeeping Records such  as  Quickbooks  and  
Quicken (if available) 

Primary  Account  Bank Statements  from November 2023  
through  March  2024  (if no  runoff)  or June 2024 (if runoff) 
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Through the  Online  Primary Finance System Upload: 

EFMAdmin@sos.texas.gov Email: 

512-463-7552 Fax: 

Mail: 
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Election  Funds Management 
P.O.  Box 12060 

Austin, TX 78711-2060 
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5. Reports  
forwarded to  
Manager and  

Director  for final  
approval. 

6. Final payment  
issued or  

surplus due  
returned. 

Financing  Sources  >  Costs  
= Surplus Due 

Financing  Sources  <  Costs  
= Final  Payment 

1. Submit  
Report through  
Online System 

by 8/31/24. 2. Submit  
supporting  
documents. 

3.  Staff reviews 
completed  

reports in order 
submitted. 

Report not  
complete without  

documents. 

Texas Secretary of State 

4. Staff adjusts  
reports, if 
necessary. 

10/6/2023 

Must comply  with 
rules and 

regulations. 38 



 

Primary  account  should be kept  open to  be used for  next primary,  if  feasible. 

Primary  account may  be kept open  with  minimum balance. 

Surplus funds  must be  returned after report  is approved. 

Chair compensation  is paid after report is approved. 

Email  notification  sent  indicating surplus is due  or final payment  will  be issued. 
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Payment  will not be  
authorized until report  

has  been approved. 

Shall be paid  with a   
check  drawn on t he  

party’s  primary account. 

Chair compensation m ay  
be  denied  for chairs who  
file delinquent reports. 
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Primary records, including financial records, must be 
transferred to new chair not later than 30 days after new 

chair takes office. 

All  bank accounts  must be  transferred to  new chair  not  
later than 30 days  after new chair  takes  office. 

Outgoing chair is authorized to make copies  of all  records  
being transferred and  to maintain  materials  prior  to  

transferring. 

If final cost report has not been finalized, incoming chair & 
outgoing chair are responsible for determining how best 

to submit report. 
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SOS shall  reimburse  county chair  or  county chair’s designee  
for  travel  to  attend  seminar. 

Travel Reimbursement requests must  be su bmitted  within 60  
days.  

Hotel  for two nights  is  approved for  counties more  than 200  
miles from Austin. 

SOS  will not reimburse for gratuities or meals. 
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Mileage for Personal Vehicle: 
GSA Reimbursable Rate is  $0.655 per mile 

Airfare  (Coach Only) - Receipt Required 

Airport Transfers &  Parking - Receipts Required 

Hotel:  Not to  exceed GSA max  rate  of  $158 per  night.  Receipt  
with $0.00 balance required. 
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Submitting  Travel  Request Online 

Click  here to  
submit request  

for seminar travel 
reimbursement. 
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Submitting  Travel  Request Online 
Click here  
to upload  
receipts.  

Enter  number of  
round trip miles  here. 

(Reimbursable  
amount will  be auto-
calculated  after you  

click “Continue“). When all  
expenditures  

have been  
entered, click  

here. 

Confirm Contact  
Information: 

Information can  be  
updated through  the  
“County and Precinct  

Chair Contact  
Information System”. 
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Submitting  Travel  Request Online 

Click  here to  
submit travel  
expenditures. 

Completed Direct Deposit Forms  should 
be returned to  our  Accounts Payable  
Team  at: 

Sospay@sos.texas.gov or 
Secretary  of State 
Accounts Payable/Direct  Deposit Program 
1019 Brazos #431 
Austin, TX 78701-2413 

If  a Direct  Deposit  Account  has not been 
set  up, payment will  be  issued  by  Warrant  
payable to “_________County Democratic  
or  Republican Party  Chair”. 
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Submitting  Travel  Request Online 

Check the  
appropriate  

box. 

Click  here to  
submit travel  
expenditures  
to our  office. 
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Dan Glotzer  
Dglotzer@sos.texas.gov 

Mary Eliasen 
Meliasen@sos.texas.gov 

Clay Wilson 
Cwilson@sos.texas.gov 

Jake Salisbury 
Jsalisbury@sos.texas.gov 

EFMAdmin@sos.texas.gov   512-463-5966 
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