Voter navigator Job Description:
This is a limited term employment position, which is grant-funded. The voter navigator helps guide
voters to cast a ballot successfully, and works to overcome obstacles, especially due to the
pandemic. The navigator will educate voters about their rights and voting options. A successful
voter navigator will quickly learn the details of the voting process. Voter navigators will also train to
become poll workers, and will work at the polls on Election Day. Voter navigators will work as a
group, with city staff and with existing volunteer organizations to create and conduct community
events that increase voter awareness and the number of registered voters.
Voter navigator responsibilities:
• Become certified election inspectors, possibly chief inspectors
• Ensure voters are fully informed about the voting process
• Help voters navigate forms, including registration and absentee-by-mail
• Review forms submitted by voters to ensure they are accurate and complete
• Assist voters, potentially at their front doors, to answer questions about interacting with
myvote.wi.gov and witnessing absentee ballot signatures
• Work with the team of voter navigators, city staff and existing volunteer organizations to
create voter awareness, information and registration events
• Serve as an essential link between the community and the city (clerk’s office)
Voter navigator requirements:
• Associate, Bachelor or working towards Bachelor, preferred
• Spanish-language fluency, preferred
• Successful completion of poll worker training (after hire)
• Successful background check
• Computer skills (Microsoft word, excel, etc)
• Able to life 25 pounds

Patient Navigator Job Description Template
We are looking for a dedicated Patient Navigator to help guide patients
through all the various complexities of the healthcare system. You will be
responsible for educating patients about their rights, insurance coverage, and

payment options, as well as addressing any queries or complaints. Your
ultimate duty is to ensure patients receive the best care available to them.
To be a successful Patient Navigator, you should have extensive knowledge
of the healthcare system, and an ability to communicate complex information
effectively. The best candidate will also be an excellent listener with a highly
empathetic mindset.

Patient Navigator Responsibilities:
•
•
•
•
•
•

Ensuring patients are fully informed about their legal rights.
Helping patients navigate insurance claims, and working to create
payment plans where necessary.
Documenting and resolving any complaints lodged by the patient or
their loved ones.
Reviewing paperwork for the patient to ensure it is accurate and
complete.
Explaining test results, diagnoses, and available treatments to the
patient and their loved ones.
Communicating all the information patients need to make informed
decisions about their healthcare.

Patient Navigator Requirements:
•
•
•
•
•
•
•

High-school diploma.
Bachelor's Degree in a healthcare-related field preferred.
BCPA Certification.
Experience and knowledge of all aspects of the healthcare system.
Excellent listening and communication skills.
Empathetic attitude, with an ability to offer emotional support.
Passion for the proper care and well-being of patients.
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AGENDA OF THE AD HOC COMMITTEE
ON ELECTIONS
THURSDAY, AUGUST 13, 2020, 5:00 PM
Virtual Meeting

A.

Zoom Meeting Information.
1. This item contains information and instructions regarding the Zoom (virtual) meeting.

B.

Roll Call.
1. Alder Barbara Dorff; Alder Chris Wery; Clerk Teske; Chief of Staff Jeffreys; Terri Racine;
Karen Schley, Susan Smith; H. Smet; Prof. Alison Staudinger.

C.

Approval of the Agenda.
1. Approval of the Agenda for August 13, 2020.

D.

Approval of Minutes.
1. Approval of the minutes from July 23, 2020.

E.

Informational.
1. Update on August 11, 2020 election day.
2. Update on grant activities (Center for Tech and Civic Life).
3. Update on November calendar of election activities.

F.

Adjournment.

1) THIS MEETING IS RECORDED: THE VIDEO OF THIS MEETING AND MINUTES ARE AVAILABLE ONLINE
AT www.greenbaywi.gov

Agenda of the Ad Hoc Committee on Elections
August 13, 2020
Page 1

2) ACCESSIBILITY: Any person wishing to attend who requires special accommodation because of a disability,
should contact the City Safety Manager at 920-448-3125 at least 48 hours before the scheduled meeting time so
that arrangements can be made.
3) QUORUM: Please take notice that a majority or quorum of the Common Council will attend this Ad Hoc
Committee meeting and will constitute a meeting of the Common Council for purposes of discussion and
information gathering relative to this agenda.
4) REPRESENTATION: The party requesting the communication, or their representative, should be present at this
meeting.

Agenda of the Ad Hoc Committee on Elections
August 13, 2020
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Absentee voting instructions
2020 General Election
Green Bay, Wisconsin

We want your vote to count! Our
goal is to have all absentee ballots
counted. Use this guide to
prepare.

City of Green Bay Clerk’s Office
100 N. Jefferson, room 201
Green Bay, WI 54301

Your materials for the 11/3/2020 election are
enclosed.

Phone: 920-448-3010

They include the following:
• your official ballot
• these instructions
• your return envelope

clerkinquiries@greenbaywi.gov
Fax:

Before you begin – get your witness.
You must vote your ballot in the presence of a witness:
Anyone who is a US citizen can be
a witness (except a candidate on the ballot).
If you’re living outside the US, your witness
does not need to be a citizen.

Mark, seal, sign and return your ballot by Election Day
1

Check your information

5

Witness, address and sign

2

Mark your ballot

6

Return your ballot

3

Seal your ballot

4

Sign the back of the envelope

• Make sure your address on the envelope label is
correct. If it isn’t, call us immediately using the
number above.

• Show your witness that your ballot is not marked.
• Use a blue or black ink pen to mark your ballot in the
presence of your witness.

• Put your ballot into the enclosed envelope.
• Seal the envelope.
Don’t put anything else into the envelope.

• Read the statement on your absentee envelope and
sign your name in the space marked Signature of
Voter.

• Have your witness read the witness certification statement,
sign at the bottom of the envelope, and write their address
beneath their signature (house number, street name and
municipality are required).

• Please allow 4-5 days to be sure that your ballot is received by
Election Day. For more information, turn the page over.

Turn this page over for information
about returning your ballot, making a
correction, and checklist to review
before you return your ballot.

Return your ballot by 8:00pm on
Election Day
There are two ways to return your ballot

Other information
•

Mail your ballot
No postage is required to mail your
ballot. Your ballot must be received by
11/3/2020.

•

Return your ballot to a drop box.
You can return your ballot drop box.
Here is a list of drop boxes and times.

•
•

Check your absentee ballots and return
envelope to make sure they include the correct
information and signatures.
Voting twice is against the law. If you have
returned your absentee ballot, do not vote at
your voting site on Election Day. If you do not
return your absentee ballot, you may vote at
your polling place on Election Day.
[Other info here]
[Other info here]

You can return your ballot on election
day, but only to the city hall drop box
at 100 N. Jefferson. We must receive
by 8 pm on 11/3/2020.

Review checklist
Use this checklist to ensure that your ballot will be
counted:
 Did you sign Step 2 on the back of the envelope?
 Did your witness sign and write their address
on Step 3 on the back of the envelope?
 Are you returning your ballot by the deadline?
If you are mailing your ballot close to the ballotreturn deadline, which is on Election Day, are
you going to mail your ballot from a post office
and ask a postal official to postmark the
envelope?

Track your ballot

To check the status of your returned absentee ballot, use the
Voter Lookup tool at myvote.wi.gov

Making a correction
•

•

If you make an error or need a replacement
ballot, contact our office using the information
on the front of this page. We’ll send you a new
ballot.
While a request for a new ballot must be
received no later than 5:00 p.m. on the
Thursday before Election Day, this isn’t much
time. If you make a mistake, contact us
immediately to ensure your vote counts.

Uniform Instructions for Wisconsin Absentee Voters
Confirm the envelope from your clerk contains your ballot and the envelope you’ll use to return your ballot.

1

Read and follow the instructions on your ballot. Mistakes may prevent your votes from being
counted.

2

You must vote your ballot in the presence of an adult witness:
• Start by showing the witness your unmarked ballot.
• Mark your ballot in the presence of your witness.
• Your witness must confirm that you are the one completing your ballot but, because
voting is a private activity, your witness cannot tell you who or what to vote for and
cannot see the choices you make on your ballot.

Who can be a witness?
• A witness must be a U.S. Citizen who is at
least 18 years old.
• A witness can be a friend, spouse, family
member, neighbor, etc.

Who cannot be a witness?
• A candidate on the ballot for this election.

If you’re having trouble finding a witness or have questions about the witness requirement, please contact your municipal clerk or
the Wisconsin Elections Commission for assistance. Contact information can be found on the back of this page.

3

Refold your voted ballot and place it inside of the return envelope.

4

Seal the envelope in the presence of your witness.

5

Fill out the required sections of the form on the absentee return envelope.
To make sure your ballot is counted, double check the following before you return it:
• Your voter information: this section is usually completed by your clerk and includes the
date of the election, the county and municipality in which you are registered, your name, the
address where you are registered, city, and zip code.
• Voter Signature: you (or your assistant) must sign in the Certification of Voter section.
• Witness Signature and Address: your witness must sign and provide their full address
(street number, street name, city) in the Certification of Witness section.
• Make sure your ballot is in your envelope and make sure the envelope is sealed properly.
If any of the required information above is missing, your ballot will not be counted.

6 Return your ballot.
• Your ballot must be received in time to be delivered to your polling place no later than
8:00 p.m. on Election Day. There are a few options for returning your ballot.
You can:
• Mail it back
• Drop it off at your municipal clerk’s office
• Drop it off at your polling place or central count location
• Drop it off in an absentee ballot drop box (if available)
• The United States Postal Service recommends mailing your ballot at least one week
before Election Day. Returning a ballot from overseas may take longer.
• Absentee ballots may not be returned by email or fax.

Getting Assistance
If you need help reading or filling out your ballot or absentee return envelope, you may ask for assistance from
anyone who is not your employer or a representative of your labor union. Your assistant may also serve as
your witness. Explaining how to fill out your ballot or return envelope is not “assistance.”

With your ballot
• Your assistant must sign in the Certification of
Voter Assistance section.
• Your assistant can read your ballot to you or fill out
your ballot under your direction, but cannot tell you
how to vote.

With your absentee return envelope
• If someone signs your absentee return envelope
on your behalf, make sure they also sign in the
Certification of Assistant section.
• Your assistant may also serve as your witness.

Correcting Ballot Mistakes
• If you make a mistake while marking your ballot or otherwise require a replacement ballot, contact your
municipal clerk. Your municipal clerk’s contact information is listed below.
• If there is not enough time to request a replacement ballot and you have not returned your ballot, you may
still vote in-person at the polls on Election Day.
• Different types of voters have different deadlines for requesting a replacement ballot. Please see below for
additional details.

5:00 p.m. on the Thursday before the election
• Regular absentee voters
• Permanent overseas voters
• Temporary overseas voters

5:00 p.m. on the Friday before the election
• Military voters*
• Indefinitely confined voters

*If the ballot contains federal offices, military voters away from home may request replacement ballots until 5:00 p.m. on Election Day

Voter Photo Identification Information
• If you have received your ballot, then a copy of your photo ID is already on file or you are exempt from the
requirement. You do not need to provide another copy of photo ID unless instructed by your clerk.
• If you have questions about the photo ID requirement, please contact your municipal clerk.

If you have any questions, please contact your municipal clerk for assistance.
Municipal Clerk Contact Information
(Name of Municipal Clerk)

(Name of Municipality)

Phone:
Email:

State Election Official Contact Information

Wisconsin Elections Commission
Help Desk: (608) 261-2028
Email: elections@wi.gov
For voter information, check out MyVote.wi.gov

Fax:
Uniform Instructions for Wisconsin Absentee Voters

| Rev 8-2020 | Wisconsin Elections Commission, P.O. Box 7984, Madison, WI 5377-7984 | (608) 261-2028 | web: elections.wi.gov | email: elections@wi.gov
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Overview
Ballot drop boxes offer a secure, convenient alternative for voters to cast their completed mail
ballots. They save money for voters in jurisdictions where return postage is not prepaid, and they
can reduce costs for election authorities where postage is paid.
Voters like ballot drop boxes. In jurisdictions where vote-by-mail is prevalent, as many as 80
percent of voters choose to return their ballot at a ballot drop box.
A ballot drop box program can help build public trust in the election process. Ballot drop boxes
can reassure voters who mistrust the postal system because of lost or delayed mail, or who worry
about someone potentially tampering with their ballot. Ballot drop boxes also provide a solution
for voters who are concerned about their signature being exposed to anyone outside of their local
election office.
For election officials, ballot drop boxes ensure ballots are received in time to be processed. This is
critical since many voters wait until Election Day to return their ballots.
This guide is divided into three sections.

• Planning will help election officials decide the type, location, equipment and staffing for
three types of ballot drop boxes.

• Voter Outreach and Communication contains suggestions for promoting ballot drop box
convenience and availability, and to publicize your request and return deadlines.

• Execution includes sample forms that can be used separate from this guide to train
temporary staff and used as a daily checklists and chain of custody logs, including a section
for Election Night.
As you review this guide, keep in mind accommodations for COVID-19 and social distancing
requirements. For example, asking two unrelated workers to share a car ride may be a challenge.
COVID-related considerations are addressed in the Planning section.
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Planning
How Many Ballot Drop Boxes Do I Need?
Estimating an adequate number of ballot drop boxes can be challenging when you don’t know
how many voters will use them. And determining how many to obtain will be constrained by your
budget, purchasing process, and ability to deploy multiple boxes before Election Day.
Hiring enough temporary workers to staff ballot security teams is another critical factor. To
maintain public trust you should have bipartisan, two-person teams picking up ballots from each
drop box on a daily basis. You will need more frequent pick-ups in the days leading up to and
including Election Day. Early on, some busy locations may also require frequent pick -ups, perhaps
multiple times a day.
The benefits to deploying as many ballot drop boxes as possible include:

• Providing greater access to the election process
• Keeping voters out of busy and stressful polling places on Election Day
• Receiving voted ballots back faster than USPS delivery
A rule of thumb to consider is one drop box for every 10,000-15,000 voters; that is a common
requirement in states where mail ballots are the primary voting method. Your geography should
also inform how many drop boxes to place. For example, rural, sparsely populated areas may
require more drop boxes per capita than densely populated urban areas.
Fewer drop boxes will yield fewer benefits. An overflowing, unstaffed 24-hour ballot drop box can
become a serious public relations and voter trust issue. If mailing out ballots is a temporary
pandemic alternative, or if you don’t have an adequate budget, temporary indoor ballot drop
boxes at staffed locations can provide an adequate solution.

Scaling Up
Ballot drop boxes should be available to voters as soon as ballots are mailed and remain available
through the close of polls on Election Day (or as the statute in your state provides). Unstaffed
drop boxes are usually available 24 hours per day. Staffed drop boxes or drive -up options are

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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typically offered on a more limited schedule, such as during business hours and full polling hours
on Election Day.
If adequate staffing is a problem, consider starting with fewer drop boxes and scaling up to the
full number you need closer to Election Day. Note that scaling up over time presents P.R.
challenges. You will need to clearly publicize drop box locations, plus the dates and times that
each location is available.

Where Do I Place Them?
To choose ballot drop box locations, election officials should consider these factors at a minimum:

• Concentrations of population
• Concentrations of historically higher mail-voting populations
• Geographic distance and features
• Voter convenience
• Proximity to public transportation
• Community-based locations
• Security, including lighting, visibility, and security cameras
The Center for Tech and Civic Life (CTCL) created a Ballot Drop-off Location Criteria Planner
to help jurisdictions evaluate potential ballot drop-off locations. The planner is located in
Appendix B.
Unless prohibited by law, a staffed ballot drop box should be provided at every polling location.
This will require separate drop boxes for mail ballots and in-person paper ballots (when not
scanned at the polling location).
Additional locations for staffed drop boxes may include, but are not limited to: city offices, public
libraries, county offices, assisted living facilities, senior living communities, college campuses,
local businesses and shopping centers, and offices of community organizations. At t hese locations,
the voter may need to leave their vehicle and enter the building. A drive -up option could allow
voters to deposit their ballots and remain in their vehicles.
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ADA Accessibility
Election officials should ensure that ballot drop box locations are accessible to voters with
disabilities. Consider the following when implementing drop box plans.
1. If a location has only one drop box, the design and placement of that drop box should meet
accessibility requirements.
2. If a location has more than one drop box, at least one of the drop boxes should meet
accessibility requirements. Any inaccessible drop box at a facility should have a sign with
directions to the nearest accessible drop box.
3. A drop box should be placed along an accessible path connected to the nearest ADA
parking space, or nearest the passenger drop-off zone, and if applicable, the nearest public
transportation stop.
4. If there is no accessible pathway from the parking lot, there should be signs directing the
voter to the nearest accessible drop box.
5. Drop box locations inside of buildings should be assessed for accessibility as if they were
polling places. For more information, please see the ADA Checklist for Polling Places.

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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Purchasing Considerations
The type of ballot drop box(es) you use will depend on your plan and b udget. Drop boxes come in
several sizes, types, and different construction materials to with stand vandalism and inclement
weather and to prevent removal. The following section will cover three types of ballot boxes: a
24-hour permanent box, a temporary indoor box and a temporary drive-through ballot drop-off.

24-Hour Unstaffed Ballot Drop Box
A 24-hour ballot drop box mimics a USPS blue mailbox. It is a permanent metal structure
accessible by vehicle or on foot in the public right-of-way, and should be well-secured to the
ground. Styles vary. These can be installed on your jurisdiction’s property, or you can arrange to
install one at a partnering public agency (see list in previous section.) This usually means securing
a written agreement with property owners to locate and secure these drop boxes on their
property before you purchase them. A list of drop box vendors is located in Appendix A.
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Some things to consider when purchasing 24-hour, unstaffed ballot drop boxes:

• The drop box should be a permanent fixture or a temporary structure that is secured in
place to prevent removal or tampering.

• Ensure that the ballot drop box has robust locking mechanisms for both the ballot slot(s)
and storage compartment. Ensure that ballots cannot be tampered with while in the drop
box, nor removed by anyone other than your authorized ballot retrieval team.

• The opening slot should be large enough to deposit ballot envelopes and designed to keep
anyone from pouring liquid into the drop box, or for rainwater to seep into it.

• Drop boxes should be easily recognizable by voters. Plan to purchase or produce
permanent, large, weather-proof decals to label the drop boxes with at least your agency
name, logo, phone number and the words Official Ballot Drop Box. Use consistent decals
on all 24-hour boxes. Additional language may include:
o No Postage Required
o Closes at 7 p.m. on Election Day (or relevant time)
o This Box Under Video Surveillance (if applicable)
o If required, list any statutory language, such as the number of ballots that can be
dropped off by one person in any election.

• Find out how many ballot envelopes each different brand or style of drop box can hold.
Ballot return projections will help you to determine the drop box size you will need.

• Consider whether your jurisdiction can or must monitor the ballot drop box with 24/7
video surveillance, where the camera will be mounted, and how footage will be stored. If
the drop box is located at another agency’s facility, include mounting and access
requirements in the agreement.

• If the ballot drop box is accessible by vehicle, consider whether you can safely locate it on
the driver’s side. This can ensure safety by letting the driver cast their ballot without
exiting the vehicle. “One-Way” streets/thoroughfares are ideal for installing a box on the
driver’s side.

• When planning to receive a shipment of drop boxes, consider multiple important factors.
o These drop boxes will arrive on pallets and are large and heavy.
o They should be shipped to a warehouse.

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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o Installation may not take place immediately and you may need space to store them.
o A forklift may be needed to move them.
o While drop boxes have few moving parts, it is crucial that you verify the locks and
doors are functioning properly and that all ballot slots are unobstructed before
acceptance.
To install drop boxes you may need an agreement or permit from the local governing body before
installing a drop box. Once an agreement and/or permit is secured, you may need to coordinate
work with other offices to complete installation. Some items to consider:

• New concrete may need to be poured, which may extend the timeline for the boxes to be
safe and fully functional.

• Consider drop box weight and bulk before shipping them out for installation. Consider
which staff and vehicles are appropriate, and how the boxes will move in and out of the
vehicle cargo area.

• Securing the boxes will require tradespeople whose schedules may not be flexible if
shipment is delayed.

• Early and regular communications will help keep the team working together .
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Temporary Ballot Drop Boxes — Indoors
Temporary indoor ballot drop boxes or bags are portable and much smaller than 24 -hour drop
boxes. Smaller options have handles on the side for carrying and are small enough to rest on a
table. Larger options can hold more ballots and are on wheels. Bipartisan teams of two election
workers usually monitor these drop boxes or bags.
Ideally, these drop boxes or bags should be available inside every polling place, to offer voters the
greatest convenience for dropping off mail ballots. Ballot drop boxes placed inside the polling
location may be serviced and staffed by poll workers rather than separate ballot collection teams.
They can also be located inside government buildings, libraries, community centers, and other
high traffic areas. Your agency could secure an agreement to have staff from these partnering
agencies monitor the drop box during their business hour and during polling hours on Election
Day. The agreement should ensure access for your ballot retrieval team to pick up the ballot drop
box or bag at scheduled times.

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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Factors to consider when purchasing temporary, indoor ballot drop boxes or bags:

• Consider durability, weight and sizing options, and which would be a better solution for
your facility—a smaller, tabletop box, a bag, or a larger box on wheels.

• Determine how many ballots each drop box or bag can hold and your requirements for
replacing or emptying it. Ballot drop boxes fill up quickly, especially approaching and on
Election Day.

• Ensure that the drop box or bag cannot be opened or moved by unauthorized persons. It
should have a lock to protect ballot envelopes, and ideally should be secured to an
immovable object with a padlock or chain lock (such as a bicycle lock).

• Ensure that there is a place on the drop box or bag for a zip-tie style security seal for chain
of custody.

• The drop box or bag should be easily recognizable by voters. Plan to purchase or produce
decals to label it with your agency name, branding, the purpose of the drop box and useful
information (see the section on Voter Outreach and Communication).
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Temporary Ballot Drop Boxes — Drive Through
A drive-through ballot drop box is staffed by bipartisan teams of two election workers on a street
or in a parking lot. These workers safely approach a vehicle, accept the voted ballot envelope
from the voter, and deposit it into a ballot drop box while the voter observes. At minimum, these
workers are equipped with safety vests and badges, a canopy tent for shelter, a table and chairs
and locked ballot boxes. This option is usually only deployed on the last few days of the election,
including Election Day.
Drive-through locations can be very convenient for voters as they do not need to park or exit their
vehicles. They also offer greater operational efficiency for election administrators because they
can absorb some of the traffic from high-demand, 24-hour ballot drop boxes on Election Day.

To avoid long lines of cars potentially blocking roadways and/or parking lots, ensure that you have
enough staff and ballot drop boxes to move traffic through quickly. Also, some jurisdictions
provide “I Voted” stickers at drive-through locations. While this can be a fun idea, it has the
potential to slow the pace of cars through the process, creating longer lines. Be sure to consider
this impact in your planning.
Some things to consider for temporary, drive-through drop off locations:

• To maximize safety and efficiency, provide instructions and maps to set-up teams. These
should map out exactly where set-up should take place and how traffic should flow well in
advance of deployment.

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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• Pop-up tents, tables, chairs, safety cones, and portable space heaters can often be
borrowed from other government agencies (Sheriff's Office, Public Works, Parks &
Recreation, Facilities or Fleet) or rented from a party or restaurant supply company.
Additional supplies are necessary for staff working outdoors, such as spotlights and flashlights for
working in the dark, and apparel for inclement weather.
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What Other Resources Will I Need?
Additional Supplies and Equipment for All Types of Ballot Drop Boxes
Bipartisan ballot retrieval teams
(Enough teams to ensure each drop box is closed/locked at “close of polls” on Election Night)

Phone tree to reach bipartisan teams while in the field
(May need to provide mobile phones for those who do not want to use the ir personal phones)

Rental cars or fleet vehicles
Chain of custody logs
Security seals
Portable ballot drop boxes or bags for transport
High-visibility vests for workers
Personal protective equipment such as gloves, masks, and hand sanitizer
Accessibility, directional, and electioneering signs (if applicable)

Temporary Indoor

Temporary Drive-Through

Permanent 24-Hour

Table(s)

Table(s)

Extra keys made

Chairs

Chairs

Large mail bin placed inside

Cable or bike lock

Pop-up canopy

Flashlights

Road signs
Orange cones
Lanterns
Flashlights
Weather appropriate support such
as propane heater and rain gear

This document was created as part of the Election Superheroes Project, with the help of current and former election
officials around the country, for the benefit of all current election officials. Election officials are superheroes!
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How Do We Secure Ballot Boxes?
The location and type of drop box can affect the security measures needed to ensure both actual
and perceived security.

Locking Requirements
All drop boxes shall be secured by a lock and a tamper-evident seal. Only an election official and a
designated ballot retriever shall have access to the keys and/or combination of the lock. If your
drop box(es) are secured by a key lock, be sure to make copies of each key and store them
securely at your election facility.

Video Requirements
If feasible, both temporary and 24-hour drop boxes should be monitored by a video security
surveillance system, or an internal camera that can capture digital images and/or video.
A video security surveillance system is especially critical for unstaffed, 24 -hour boxes and can
include existing systems on county, city, or private buildings. The video system should be robust
enough to capture and store video for the full time the ballot drop box(es) are open to receive
ballots during an election. These videos may be considered an election record, and thus may need
to be retained for a certain period of time after each election, depending on your state laws.
The easiest way to provide video surveillance is to position your ballot drop box within view of an
existing video surveillance system. If you need to install your own system, work with your
city/county IT, facilities, or law enforcement division to see if there are similar systems used
throughout the city/county. Chances are your jurisdiction already has a vendor set up for this ty pe
of equipment.

Bipartisan Election Workers (drive-through locations)
Drive-through ballot drop boxes must be monitored very closely by election workers to ensure
that someone does not drive-off with a ballot drop box.
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Other Safety and Security Measures
Unstaffed drop boxes placed outdoors should be securely fastened to prevent moving or
tampering. For example, fasten the drop box to concrete or an immovable object. This will
prevent unauthorized removal of the drop box.
Staffed drop boxes have several options, but all options should take into consideration additional
security measures when the ballot drop site is not staffed. Safeguarding the drop box during
unstaffed hours could mean the drop box is inaccessible to the public when not in use. The box
should be secured in a locked room, sealed with a tamper-evident seal, and if possible, under
video surveillance. Staffed drop boxes should be securely fastened to a stationary surface or to
an immovable object, and/or placed behind a counter, and/or portable so they can be transported
to a curbside area or a mobile voting area. When in use, these drop boxes should be constantly
monitored by election officials or other designated representatives.
Work with law enforcement to include frequent patrols of unstaffed drop boxes. In some
communities, it might also be appropriate to develop a network of citizens willing to regularly
patrol unstaffed drop boxes.
Work with the public works department and law enforcement to make drive through locations
safe and secure.

Ballot Retrieval
Driving Routes, Frequency, and Staffing Needs
Once the locations of your ballot drop boxes are set, you should begin planning daily routes for
ballot retrieval. This includes sending teams to visit all ballot drop boxes - permanent and
temporary. The frequency of pickups may vary in the beginning, every other day versus every day,
and become more frequent - multiple times per day - the closer you get to Election Day.
The time it takes to retrieve ballots will depend on the type of ballot drop box used. Ballot
retrieval teams will be able to park close to most permanent, 24-hour drop boxes. They will need
to transfer the contents of the drop boxes to portable bags or boxes, seal the boxes, complete
their chain of custody paperwork, and load the portable boxes into a vehicle.
Temporary, staffed ballot drop boxes are usually located inside a building. This means ballot
retrieval teams will need to park and walk into the building to the room where the temporary
ballot drop box is located. Most often, they will switch out the full ballot drop box for an empty
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drop box, complete the chain of custody paperwork, and carry the full drop box or bag back to
their vehicle. The process for temporary drive-through locations will be similar.

Driving Routes
The process of retrieving ballots will be most efficient if retrieval teams are able to follow pre planned driving routes. This can be made easier with mapping technology. Some election offices
use commercial software such as Routific and Esri Workforce. Google Maps is a free option that
most staff will be familiar with and find easy to use.
When using Google Maps, begin by mapping out a route that you think can be completed in four
hours. Identify each location, including the starting and ending location (typically the election
office). Assume that the necessary steps at each location will take approximately 15 minutes to
complete. Adjust the number of drop boxes on the route until you are able to achieve a route that
can be completed in roughly four hours. Be sure to map it during the same times your retrieval
team members will be on the road to account for daily traffic patterns. Also consider adding in
break times as needed for your retrieval teams.
Consider using mobile phone tracking applications or GPS spot trackers as a way to ensure the
assigned route is followed without deviation and that your retrieval team is on time. This may also
help document your chain of custody.

Frequency of Retrieval
The frequency with which you retrieve ballots from each ballot drop box depends on multiple
factors, including:

• Timing (How close to Election Day is it?)
• Projected and actual voter turnout
• The number of ballot boxes you have
• How many ballots each box can hold
• The geography of your jurisdiction and distance retrieval teams have to travel
Generally, it is important to retrieve ballots at least once per day from the first day ballots may be
returned. This will ensure ballot security and the ballots can enter y our processing operation as
quickly as possible. From there, structure your retrieval plan around a slowly building stream of
ballots. Jurisdictions have seen as few as 20% of ballots cast by mail deposited in drop boxes
during the first two weeks and as many as 55%–60% of ballots deposited during the last two days
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of the election, including 40% of ballots cast on Election Day. You will need to retrieve ballots
multiple times per day from your busier ballot drop boxes the closer you get to and on Election
Day.
Other important items to consider when creating your retrieval plan:

• Your plan needs to be flexible. If voter turnout is higher than anticipated, you may need to
retrieve ballots multiple times per day sooner than you had planned to scale up.

• On the Monday evening before Election Day, you must retrieve ballots from all drop boxes
at the end of the day so they do not fill overnight and to maximize the number of ballots
you can count on Election Day.

• On Election Night, you must close all drop boxes simultaneously with closing the polls. This
will take significant staffing and coordination.

• It is important to track as much data about this process as possible. Retain it for future
planning, including how many ballots you retrieve from each drop box each day and how
many retrieval runs were needed to each drop box each day. This data can be obtained
from ballot logs and reviewed after the election.

Staffing Needs
Use the mapped driving routes and frequency of retrieval to determine how many teams and
vehicles you will need and for how long. For example, in the first few weeks after ballots are
mailed out you might only need three teams of two (six temporary workers) and three vehicles.
That number might increase significantly or even double as you start the week leading up to
Election Day.
The biggest staffing challenge for ballot retrieval will be at the close of polls on Election Night. You
will need bipartisan teams to close and seal each ballot drop box right at the close of polls (or as
the statute in your state provides). Many jurisdictions recruit staff from sister agencies, since
drop box closing teams do not require full poll worker training. Remember, these ballot retrieval
teams will need to be bipartisan, even those staff recruited from other age ncies, and may need to
be sworn in as election workers.
As mentioned in the overview, accommodations for COVID-19 and the need for social distancing
will affect your staffing decisions. Asking two unrelated workers to drive together in the same car
may be a challenge. You will need to accommodate any retrieval team member requests to travel
in separate cars in tandem. The steps for setup and the daily retrieval of ballots should also follow
the six-foot distancing requirements.
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Voter Outreach and Communication
Promoting the use and availability of ballot drop boxes is essential to their success. Use all of the
communication tools and resources at your disposal as soon as practical to publicize ballot drop
box locations, hours and notable accessibility features.
For example, use your regular print and electronic materials, website, social media, video, and
news releases to announce ballot drop box locations and share a link to a comprehensive list
and/or map of ballot drop boxes.
You can also include a list of ballot drop-off locations in your mail ballot instructions, voter
information guide and sample ballot publications. Depending on how many locations you have,
you may be able to print them on the mail ballot envelope as well. If there are too many loc ations
to fit, perhaps include a link or QR code on the envelope to direct voters to your list of locations.
Your election website will be the optimal resource for voters to find a ballot drop -off location.
Create a web page for Ballot Drop-Off Locations. Include a list of all location names, addresses,
hours and embed a link to a Google map for each. If there is a change to the ballot drop box plan,
it should be noted on your official website within 24 hours.
You can also create and embed a map of all ballot box locations using Google My Maps. First,
create a list of locations as a .csv file, with separate columns for location name, address, city,
state and zip code, hours, and type of ballot drop box. Then visit www.google.com/mymaps and
follow instructions to import the map. You’ll need to create a Google account if you don’t already
have one.
Issue a news release and photos if you have installed one or more new 24-hour ballot drop boxes
in your community. Share it with your own employee news channels, local news media, as well as
jurisdictions for newsletters and public television news shows.
Ask the clerk or communications team in your local cities and towns if you can submit a
contributed article for their newsletter, blog or website regarding the election. Be sure to request
a deadline and word count. Describe options for voters and indicate where citizens within your
jurisdiction can find their nearest ballot drop box and polling place. You can also ask them to
embed your election page link on their own webpages.
Another creative idea is to develop a ‘Find My Nearest’ web-based tool to help voters find the
ballot drop box that is closest to them. A user will type in an address or allow the tool to use their
device’s ‘location services’ to identify their current location. The tool would then populate with a
map and list of the nearest three or four ballot drop off locations. This will require knowledge of
ArcGIS or Google Maps, and will likely require support from your IT department to create.
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Execution
Opening and Setup
Whether you are setting up a temporary ballot drop box or a 24-hour location, you will need to
plan for a ballot retrieval team to set up, open, and secure the drop boxes for voters to deposit
their voted ballots.

Temporary Ballot Drop Boxes
Supplies:

• Locked and sealed ballot drop boxes or bags
• Tamper-evident seals (if replacements are needed)
• Chain of custody logs
• Phone numbers to call for support/emergencies
• Cable or bike lock
• Applicable signage
• Tables and chairs (if necessary)
• “I Voted” stickers (optional)
• Voter information sheet (optional)
• Voter Registration forms (optional)
Voter information sheets, “I Voted” stickers, and other voting related information may be placed
near the drop box.

Drive-Through Ballot Drop Boxes
Drive-through ballot drop boxes might be set up in a parking lot or on the street depending on the
location. For all street-related setups, there should be a law enforcement officer present to guide
the setup and maintain safety throughout the day.
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When setting up in a parking lot, consider the use of “no parking” signs. These signs can be left
out overnight to ensure no vehicles park in the area to be used for the drive-through location.
Supplies should be delivered, including:

• Locked and sealed ballot drop boxes or bags
• Tamper-evident seals
• Chain of custody logs
• Phone numbers to call for support/emergencies
• Set-up maps/documentation
• Pop-up tent
• Road signs
• Orange cones
• Table and chairs
• “I Voted” stickers (optional)
• Propane heater (optional during cold weather months)
• Flashlights or lanterns
Bipartisan teams should:
1. Position road signs and cones according to provided map or instructions.
2. Set up the tent and position according to the provided map or instructions.
3. Set up the folding table and chairs.
4. Place the ballot drop box on the table.
5. Set up the heater and propane tank if needed

24-Hour Ballot Drop Boxes
Permanent, 24-hour drop boxes should be available for voters to use as soon as ballots are
mailed. This requires staff or ballot retrieval teams to inspect, clean, and open the ballot drop slot
on each drop box. An assigned route for opening should be created along with a checklist or log to
ensure all ballot drop boxes have been opened.
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Each retrieval team will need:

• Slot key
• Access door key
• Phone numbers to call for support/emergencies
• Cleaning supplies
• Silicone spray (for locks)
• Flashlight
• Inspection checklist or chain of custody form
For setup and opening of 24-hour ballot drop boxes, retrieval teams will:

1
Unlock

2
Inspect
and Clean

Open the ballot slot, using the slot key.
Open the access door, using the access door key.

Visually inspect the drop box and surrounding areas.
If there is any graffiti or wrap damage, the retrieval team will clean or
repair as best they can.
If unable to clean or repair it thoroughly, use mobile phone to take pictures
and note the damage on the chain of custody form

Wipe down the exterior, top and slot area of the drop box.
Spray the locks with silicone spray and ensure they can be easily locked
and unlocked.
Both retrieval team members visually inspect the drop box interior for
ballots or any type of debris.
Use a mobile phone to take a picture as time-stamped proof the ballot
drop box is empty.

3
Seal and
Record

Close and lock the access door using the access door key.
Place a security seal on the access door and record seal number on a
chain of custody form.
Complete and sign the retrieval form or chain of custody form.
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Daily Collection of Ballot Drop Boxes
• Only designated bipartisan ballot retrieval teams should remove ballots from drop boxes.
This is done in teams of two.

• All designated ballot retrieval team members should wear badges or vests that readily
identify them as designated ballot retrievers or election officials.

• Each team of two will be provided a route each day.
• Ballots must be picked up in designated order.
• A separate chain of custody form should be completed at every stop (both for 24 -hour
drop boxes and temporary drop boxes or bags).

• The ballot retrieval log and checklist should be completed at the beginning of the route, at
each stop, and after returning to the election office.

• Visually inspect the drop box and surrounding area at each visit. If there are any signs of
tampering or vandalism, take pictures, clean or repair the drop box as best you can, and
report in the notes section of the chain of custody form.

Instructions for Completing Ballot Retrieval Log
• On the front, record the date and time and check off all supplies that have been retrieved.
• On the back, record the route number, date, and names of both ballot retrievers.
• After ballots have been retrieved at each stop, record:
o Column A: Name/ID/location of the ballot drop box
o Column B: Seal number on the door (24-hour drop box) when you arrived (should be
affixed to custody log) or the security seal on the temporary drop box you are
retrieving
o Column C: Seal number attached to each transfer box or bag (only for 24-hour drop
box)
o Column D: New seal number put on the door (24-hour drop box) or the seal number
for the replacement temporary box or bag
o Column E: Current time of day
o Column F: Initials of each ballot retrieval team member.
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• At the conclusion of each route, the bottom portion of the form should be completed.
Consider using the same visual checklist of supplies to indicate all supplies and equipment
have been returned to the election office.
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Ballot Retrieval Team Daily Log (front)
Date:

Route Departure Time:

☐ AM ☐ PM

:

Access door or
padlock keys

Empty, portable
ballot box(es)

Flashlight

High-visibility vests

Cleaning supplies

Gloves

Masks

Hand sanitizer

Chain of custody logs

Driving route and
map

Pens

Clipboard

24-hour drop box
security seals

Transfer ballot box or
bag security seals

Route Return Time:
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:

☐ AM ☐ PM

☐ Supplies

❏

Vehicle keys

Mobile phone and
charger

☐ Vehicle Keys

Ballot Retrieval Team Daily Log (back)
Route ID#
Date:

Retriever 1:

Retriever 2:

A

B

C

D

E

F

Drop Box
Name/ID

Existing
Seal ID

Transfer
Box/Bag Seal

New Seal ID

Collection
Time

Team Initials
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Ballot Retrieval Team Chain of Custody Record
Ballot Drop Box
Name/#:

Date:

Retrieval Team
Member 1:

Retrieval Team
Member 2:

Transfer Box/
Bag #:

Additional Transfer
Box/Bag #:

Time of Arrival:

Security Seal Intact:

Initials:
☐ AM

☐ PM

☐ YES

☐ NO

PLACE USED
SECURITY SEAL

Initials:

Remove security
seal and record
seal #:

☐ Inspect ballot drop box for any signs of tampering or vandalism.
☐ Unlock the access door and remove ballots.
☐ Transfer ballots to ballot transfer box or bag.
☐ Inspect inside of drop box for ballots that might be leaning against or stuck to the wall.
☐ Inspect drop box area to ensure no ballots have fallen on the ground.
☐ Seal the ballot transfer box or bag.
☐ Record the transfer box or bag seal number(s).
Seal #:

Seal #:

Seal #:

Seal #:

☐ Verify access door is closed and locked (checked by both team members).
☐ Place new security seal on door.
☐ Record new security seal placed on door:

Seal #:

☐ Load transfer containers into vehicle.
☐ Record new door security seal and transfer security seal numbers on the ballot retrieval log.
All procedures completed and recorded: ☐ YES
Service Required?
☐ YES ☐ NO
Time of Departure:
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☐ NO

Initials:

Notes:
☐ AM

☐ PM

Initials:

Election Night Closing
All ballot drop boxes, temporary and permanent, need to be collected or closed at the time the
polls close. The process outlined below is focused on permanent, 24-hour drop boxes, but the
same general principles can be applied to temporary ballot drop boxes. These instructions can be
supplemented with the Election Night Closing Checklist that follows.
Station a bipartisan retrieval team at each drop box 15 minutes before the polls close. They will
lock drop boxes as soon as the polls close and retrieve ballots.

• Consider asking other jurisdictions’ employees to assist, since this process does not require
a great deal of training. Provide each retrieval team with the necessary supplies and
checklist as detailed in this guide. In addition to those supplies, these retrieval teams will
also need the following:
o Map with driving directions and approximate time it will take to arrive at their
location. This ensures they leave the election facility with enough time to arrive 15
minutes before the close of the election.
o “Last Voter in Line” card
o Extra transfer ballot box or bag to collect ballots cast after the polls close. These
ballots will not be counted. These are ballots from voters not in line at the time
polls close, but who approach the box as the retrieval team is transferring ballots.
o Checklist with instructions for completing a full sweep of the drop box with a
flashlight along with instructions for locking, sealing, recording, transferring ballots
to a temporary box, taking a photo and returning to HQ.

• You may have a line of people, or cars, at close of polls with people waiting to cast their
ballot in the drop box. As with in-person voting, have one person walk to the end of the
line of people and/or cars and hand the last voter in line at close of polls the “Last Voter In
Line” card to ensure everyone in line at close of polls may cast their ballot.

• Instructions for how to handle a line of cars (if 24-hour drop box or drive-through ballot
drop-off) or a line of people (if temporary indoor drop box). This should include a “Last
Voter in Line” card and potentially coordinating with local law enforcement for traffic
control.
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• Recommend teams take pictures of:
o Locked ballot slot
o Inside of the 24-hour boxes once emptied after the close of polls to show that no
ballots are left in the box.
It is highly recommended to have your daily ballot retrieval team visit all ballot drop boxes the
day after the election to double-check that all ballots were collected.
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Election Night Closing Checklist
Ballot Drop Box
Name/#:

Date:

Retrieval Team
Member 1:

Retrieval Team
Member 2:

☐ Ensure you have necessary supplies and chain of custody logs before leaving for your designated
drop box.
☐ Ensure you take enough transfer boxes or bags to completely empty the drop box.
☐ Arrive at your assigned ballot drop box at least 15 minutes early.
☐ If there is a line before polls close, one retrieval team member must find the “Last Voter In Line”
card and go to the end of the line.
☐ At the close of polls, announce “Polls are closed” and lock the door to the drop box. If there is a line,
the team member at the end of the line should give the Last Voter In Line card to the last person or
car in line at the close of polls. Once the card is given out, return immediately to help empty t he
drop box.
☐ If any voter should try and cast their ballot after the close of polls, put their ballot in the box/bag
designated for late ballots.
☐ Unlock the access door and remove all ballots, placing them in a transfer box or bag.
☐ Using a flashlight, inspect the inside of the drop box for ballots that might be leaning against or stuck
to the wall.
☐ Once all ballots are removed from the drop box, take a picture of the inside of the empty drop box
using your phone.
☐ Inspect the drop box area to ensure no ballots have fallen on the ground.
☐ Seal the ballot transfer box(es)/bag(s).
☐ Verify the access door of the drop box is closed and locked.
☐ Close the ballot slot using the slot key.
☐ Complete Chain of Custody log(s) for the transfer box(es) or bag(s).
☐ Load transfer containers and all supplies into vehicle.
☐ Head directly back to counting facility.
All procedures completed and recorded:

☐ YES

☐ NO

Initials:

Time of Departure:

☐ AM

☐ PM

Initials:
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Common Mistakes and How to Prevent Them
Problem: Drop boxes left unsealed or unlocked
Solution: Checklist that is signed or initialed for each drop box and verified at the end of every
shift

Problem: 24-hour drop boxes left open or unlocked
Solution: Checklist that is signed or initialed for each drop box and verified at the end of every
shift

Problem: Drop boxes are full before Election Day and voters are leaving ballots on top, calling
news media, etc.
Solution: Increase the number of pickup times as you get closer to Election Day

Problem: Drop boxes not closed at 7 p.m.
Solution: Send retrieval teams out to sweep boxes the day after the election to ensure no ballots
are left behind (perhaps take photos)
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Appendix A: Drop Box Vendors
This list was compiled by the Center for Tech and Civic Life.

Laserfab, Inc/Vote Armor
www.laserfabusa.com
Models:

• VA-3630 is the most popular
• The largest model, the VA-5038, is used by larger counties
• A third model exists, but no model number was provided
Approximate pricing: The 3630 model runs in between $3000 and $3500, depending on quantity.
Timeline: 6-8 weeks from order

American Security Cabinets
www.ballotdrops.com
Models:

• 7 different sizes and styles: https://ballotdrops.com/product-category/cabinets/
Approximate pricing: Please inquire
Timeline: Please inquire

Fort Knox Mailbox
www.fortknoxmailbox.com
Models: High Security Mailboxes - Fort Knox Mailbox, LLC.

• 3 different sizes: https://www.fortknoxmailbox.com/ballot-boxes/
Approximate pricing: $1,300 - $3,000 each, depending on model
Timeline: Please inquire
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Inclusion Solutions
www.inclusionsolutions.com/wp-content/uploads/2019/06/IScatalog2019v8.pdf (pages 12-13)
Models:

• Fortress 400 ideal for indoor use, holds 400 ballots
• Fortress 800 ideal for indoor use, holds 800 ballots
• Fortress 1000 can transition to indoor & outdoor, holds 1,000 ballots
Approximate pricing: Fortress 400 is $130, Fortress 800 is $209, call for info about Fortress 1000
Timeline: Please inquire

Charnstrom
www.charnstrom.com
Models: Four models of “payment cabinets” and “Mail Collection boxes”, ranging in size.

• Small: $420 - Commercial/Residential Curbside Mailbox (13”W x 18” D x 20”H)
• Large: $3,608 - Mail Room/Office Mailing Walk or Drive up Box. Holds “hundreds of
envelopes and magazines”. (24”W x 29.5” D x 53” H)
Pricing: $400 to $4000
Timeline: Please inquire

Global Industrial
www.globalindustrial.com
Models: Mail & Parcel Drop Boxes

• Drop Box Locker: $450 - $1,513 (12”W x 12”D x 16.5”H)
• Supreme Letter Locker: $475 - $2,283 (12”W x 23”D x 24-36”H)
• Extra Large Mailbox & Parcel Post Vault: $883 (19”W x 19”D x 52”H
• Curbside Courier & Collection Box: $759 - $967 (20”W x 26”D x 49”H)
Pricing: $350 to $2,300 depending on model
Timeline: UPS Next Day, UPS 2nd Day, UPS or Truck 3-8 days shipping
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U. S. Mail Supply
www.USMailSupply.com
Models: Some examples

• Small Versatile Pedestal Hopper Collection Box $1,175 (17.75” L x 18.75”W x 59” H)
• Courier Drop Box $780 (20"W x 49"H x 26"D)
• All Weather Sealed Outdoor Collection Box $1,065 (22-1/4”W x 22-1/4”D x 47”H)
Pricing: Varies, depending on model
Timeline: Please inquire
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Appendix B: Site Feasibility Planner
See following pages.
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Ballot Dropoff Location Planner: Site Feasibility
This document is based on a report by King County, Washington. It can be found here:
https://kingcounty.gov/~/media/depts/elections/about-us/reports/bdol-expansion-plan.ashx?la=en.
This planning tool can help you study, plan, and justify ballot dropoff locations in your jurisdiction. While the
scoring and criteria can be adjusted to specifically fit your jurisdiction’s needs, this document outlines a
number of major considerations for planning your dropoff locations and provides some outlines for a scoring
rubric.
Proposed Location:
Criteria

Score

Description

Equity
Serves isolated communities

10

Does the location serve a
geographically isolated area or
serve a particular, culturally

0

distinct community?

This site serves an isolated or distinct
community
Site does not serve an isolated or
distinct community.

Provide equitable services
Does the location sit in a
community with demographic
characteristics that warrant
considerations? (e.g. displaced
voters, hard to reach voters,
voters w/disabilities, language
barriers)

Note: You may need develop your
0-10

own scoring criteria based on your
jurisdictions.

Your score & notes

Disparities in voter
participation
Is the site located in an area
that has lower than average

8

4

Adjacent to census tract with lower
than average voter registration rates.
Lower than average voter
participation rates.

voter registration rates?
0

Average or higher than average voter
registration rates.

Operations
Pick-up and box closing
Does the site support an

Site conditions present no
10

up or box closing process.

effective, safe and secure ballot
pick-up and box closing

Site conditions may present a

process? Examples: stairs or
inclines to/from, potential to

challenges to the daily ballot pick-

5

place location in close

challenge to the daily ballot pickup or closing process but can be
mitigated.

proximity to parking, etc.

Site conditions do not support an
0

effective daily ballot pick-up or box
closing process.

Security
5
Is the location monitored live or
by video surveillance? If
outside, is the location well lit

2.5

at night?
0

The location is monitored live or by
video surveillance and is well lit.
The location has nearby
surveillance and is lit.
The location has no security
measures and is not lit at night.

Site owner input
5

There are no site owner concerns
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Are there site owner concerns
regarding increased traffic flow

2.5

There are site owner concerns that
can be mitigated

that would negatively affect
existing site tenant(s)? Are
there known or planned
construction projects on site (or
near) that might impact the

Site owner concerns or site
0

conditions do not support an
effective ballot drop-off location.

accessibility or feasibility of the
site?
Drive-up option
Do site conditions support both

Site conditions, as they presently
5

option.

walk-up and drive-up ballot
deposit options for voters?
Drive-up options offer more
convenience to voters.

Site conditions could support a
2.5

End-of-line
5

2.5

clear paths to the box.

challenges to establishing end-ofline status

area adjacent to the box (to
ability to limit the number of

challenges to establishing end-of-

Site conditions present some

Examples: size of the usable
establish orderly queuing), the

drive-up option.

line status.

and pedestrian) to establish
status at the voting deadline?

Site conditions do not support a

Site conditions present no

control of traffic (both vehicular
“on-time” and “end-of line”

drive-up option but might impact
host property.

0

Does the site support effective

exist, can support a drive-up

Site conditions do not support an
0

effective end-of-line establishment
process.

Accessibility
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Visibility
Does the site allow for

Voters can easily locate the box on
5

directions.

placement of a box that is
readily visible and easy to
locate by voters? Conditions
include: lighting, a clear line of

site; is fully visible from multiple

Some voters may be challenged to
2.5

find the box without extra signage
or lighting.

sight from street and/or
parking

There may be challenges in finding
0

the box on site due to placement
or visibility.

Access to Public Transit
Can voters visit the location via

Served by multiple bus lines or
5

stops within 1000 ft

public transit? Conditions
evaluated include: the number
of modes of public transit
available at the site and

modes of public transit; transit

Served by one bus line or mode of
2.5

public transit or stop/station is
>1000 ft away.

distance from public transit
stops/stations.
0

The site is not served by public
transit.

Parking
5

Adequate parking option.

Does the site possess adequate
parking for voters? Example:

One or more challenge(s) to

number of parking spots,
dedicated parking vs shared

2.5

parking spots, distance from

parking (< 20 parking spots, limited
load/unload options, distance to
box exceeds 100ft).

parking to box and off-street
parking in dense locations.

Inadequate parking (pay parking,
0

no load/unload, distance to box
exceeds 200ft).

CENTER FOR TECH & CIVIC LIFE
HELLO@TECHANDCIVICLIFE.ORG
PAGE 4

ADA factors

5

Does the site possess all

Site conditions support 100%
accessibility.

accessible features possible?
Conditions evaluated include:

2.5

Adequate with some mitigation.

parking lot slope, turning radius
adjacent to box placement,
curb cuts, number of ADA
parking spots, unimpeded path

0

Site does not support accessibility.

to box from ADA parking.
Continuity
Location History

10

Site has previously served as a voting
location.

Does the location have a
history of serving as a voting
location (in-person or drop

0

All other sites.

box)?

Final Score:
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Absentee Ballot Drop Box Information
What Are They?
A ballot drop box provides a secure and convenient means for voters to return their mail ballot. A drop
box is a secure, locked structure operated by election officials where voters may deliver their ballots
from the time they receive them in the mail up to the time polls close on Election Day. Ballot drop boxes
can be staffed or unstaffed, temporary or permanent.
Some voters prefer to deliver their mail ballots to a drop box rather than sending them back through the
mail. These voters may be motivated by lack of trust in the postal process, fear that their ballot could be
tampered with, or concern that their signature will be exposed. Voters may also be concerned about
ensuring that their ballot is returned in time to be counted.
Ballot drop boxes and drop-off locations allow voters to deliver their ballots in person. More
importantly, the availability of ballot drop boxes and drop-off locations ensures that even voters who
wait until the last minute to vote or who receive their requested ballot in the mail at the last minute will
have timely options to return their ballots.

Repurposing Options
In a COVID-19 environment, creative solutions may be required. Your municipality may already have
infrastructure set up for secure collection of payment and materials. Consider repurposing the following
options as secure ballot drops:
•
•
•

Designate drop boxes or mail slots set up for taxes, mail and public utilities as secure ballot drop
locations.
Partnering with public libraries to use book and media drop slots for ballot collection.
Partnering with businesses or locations that have already implemented social distancing
practices, such as grocery stores and banks.

Many of these locations are already secure and located in places familiar to city residents. If you choose
to do something similar, be sure to ask questions about the security of these drops and identify how you
can access ballots returned through these options. These locations should be marked with signage that
clearly identifies the location as a ballot drop and lists the final time ballots will be collected on election
day. After the final election day pickup, clear signage should be placed at each drop site marking the
location as “closed for ballot drop” and information regarding additional ballot return options and
deadlines should be listed on these signs.

Types and Examples
Outdoor Options
1. Temporary Drive-Through Drop Off
A drive-through drop-off location is an easy way to keep traffic flowing when demand for a ballot
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drop box is at its peak, especially on Election Day. This drive-through is typically set up in a
parking lot or a street depending on the location.
The team staffing the site accepts ballots from voters as they pull through, depositing them
directly into a ballot box. For voters who prefer placing the ballot directly into the box themselves, the
portable ballot box is brought to the car window. In addition to the supplies listed below, you will need a
bipartisan team of at least two to three to support the drop-off site.
•
•
•
•
•
•
•
•
•
•

Pop-up tent
Table
Chairs
Ballot box
Road signs
Orange cones
Flashlights
High-visibility vests for workers
Weather appropriate support— propane heater, rain gear, lanterns
Personal protective equipment such as gloves, masks, and hand sanitizer, as appropriate and in
accordance with current CDC guidance

2. Unstaffed, 24-Hour Ballot Drop Box
In high-demand areas where votes are or will be cast primarily by mail, installing a permanent
ballot drop box—one that can be accessed by voters 24/7—is a good solution. These boxes
should be constructed of durable material such as steel and be permanently cemented into the
ground. This type of ballot drop box typically costs about $6,000 each, but other options such as courier
boxes are available from industrial supply companies and are more affordable. In addition to
purchasing the 24-hour box you will need:
•
•

Video surveillance camera (or place the drop box in an area already covered by a security
camera)
Media storage device (for recorded video)

•
•
•

Decal or Signage (branding and information)
Extra keys for opening slot and access door
Security seals

Indoor Option
Staffed – Indoor Temporary Ballot Drop Box
When demand for a ballot drop box is low, a temporary ballot box located inside is a good
solution. These boxes should be constructed of durable material and include a key or
combination lock as well as a way to securely fasten the box to prevent it from being moved or
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tampered with. This type of box looks similar to the example pictured here. Staffed drop boxes can also
be used at polling places on election day to collect absentee ballots from voters without having those
voters wait in line in the voting area.
In addition to purchasing or renting the ballot box, you will need:
•
•
•

Padlock and keys (if not included)
Bike chain or some other way to fasten the box to prevent it from being removed (if not staffed)
Security seals

Security
Ballot drop boxes must be secured and locked at all times. Only an election official or a designated ballot
drop box collection team should have access to the keys and/or combination of the lock. In addition to
locks, all drop boxes should be sealed with one or more tamper evident seals.
Ideally, unstaffed 24-hour drop boxes should be located in areas with good lighting and be
monitored by video surveillance cameras. When this is not feasible, positioning the box close to
a nearby camera is a good option. Also consider placing it in a high traffic area and inviting local
law enforcement to make regular observations.
Try to place indoor drop boxes in locations where they can be monitored by a live person. When
ballot boxes are unstaffed and not being monitored, the box should be securely fastened to a
stationary surface or immovable object in a way that prevents moving or tampering.

Chain of Custody
•
•
•

Chain of custody logs must be completed every time ballots are collected.
All ballot collection boxes/bags should be numbered to ensure all boxes are returned at the end
of the shift, day, and on election night.
Team members should sign the log and record the date and time, security seal number at
opening, and security seal number when the box is locked and sealed again.

Location
Ballot drop boxes should be placed in convenient, accessible locations, including places close
to public transportation routes, near or on college campuses, and public buildings, such as
libraries and community centers familiar to voters and easy to find. If there is time, getting input
from citizens and community groups is recommended.
All drop box locations should be evaluated for:
•

Security
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•
•
•
•
•
•

Lighting (well-lit 24 hours a day)
High visibility
Security cameras
Accessibility
Voter convenience
Parking or drive-through options

How Many Dropboxes Do You Need?
At a minimum, you should have a drop box at your main county or city office building. Voters generally
know the locations of these buildings and are already accustomed to voting or doing business there.
Some other best practices include:
•
•
•

Have one drop box for every 15,000–20,000 registered voters.
Consider adding more drop boxes to areas where there may be communities with historically
low vote by mail usage.
Use demographic data and analysis to determine whether there should be a different formula
for rural and urban locations (i.e., 1 for every 15,000 residents may be every mile in an urban
are, but every 50 miles in a rural area).
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RFQ Parameters for Drop Boxes
•
•
•
•

•
•
•
•
•
•

24 hour unstaffed drop box
Durable material, such as steel
Water proof
opening slot
o ability to be locked
o opening should not allow liquids to be placed
o opening should also not allow precipitation in
o big enough for 11 x 8 envelope
Lock-able access door
Extra keys for all locked elements
Security seals
Able to be secured to concrete
Custom labelling for the outside of the box (Calvin, we need these boxes and if this will take a
long time, we’ll do our own signs)

Election Team Meeting –2020-08-27
Fast-approaching deadlines:
Drop boxes (locations need to be secured, boxes installed and locations communicated to absentee
ballot voters by 9/15)
Voter navigator job posting (needs to be posted on 8/31)
Outreach/Education (the RFP has already been published, firm needs to begin work 9/15)

Drop Boxes
Please read the attached documents (CTCL and WEC). In the CTCL document, pay careful attention to
pages 2 to 8; 14
8/27/20, we’re going to:
•
•
•

Select locations
Identify who will install (there are funds from the grant to reimburse departments)
Identify how we will receive and store the boxes until they are installed

At our next meeting we will discuss (these issues are found on pages 14 to 17, and addenda)
•
•
•

Placement of video cameras
Hiring staff or reassigning staff to collect on daily basis (more frequently closer to election day
and on election day)
Routes and procedures

Voter Navigator
Please see attached description. Any other comments?
The election grant mentors will provide additional training for the navigators.

Outreach/Education Program
•

Next meeting we’ll discuss the plan. Please read the pertinent section from the RFP below:

DESCRIPTION OF SERVICES/COMMODITIES
Background
The City of Green Bay, along with the five largest municipalities in Wisconsin, have collaborated
to produce a voting plan, “Wisconsin Safe Voting Plan.” This plan was successfully funded by the
Center for Tech and Civic Life. The City is seeking a public affairs firm that will construct an

outreach and voter engagement program, in a strictly non-partisan manner, for the November
3rd election. The program should employ multiple media used by a wide cross-section of Green
Bay’s residents. The goal of the program would be to inform voters of changes in voting,
especially due to the pandemic, encourage absentee voting, provide information about
registration, and convey instructions about successfully casting an absentee ballot. The program
will engage consistent voters as well as infrequent voters and new registrants.

The public affairs firm should be experienced in building target audiences, direct mail, radio,
public service announcements, social media and any type of public information campaign. The
firm will quickly execute the program, and it will manage daily programming and budget. The
firm will engage local partner groups to ensure delivery of an appropriate message, and thus
should be experienced working with and building coalitions. The firm would interface daily with
city staff.

Tasks:
•
•
•

Help formulate goals and deliverables for voter information
Define strategy and target audience
Execute and report data based on program

Scope of Work
The City of Green Bay received a grant to help safely conduct the upcoming election during the
COVID-19 pandemic. Grant activities include non-partisan voter outreach and education. The
outreach campaign will use multiple media, direct mail, radio, public service announcements
and any other type of public information.

Task 1 Kick-off meeting:
•
•
•

meet with city staff and election grant mentors to discover Green Bay’s needs and make
community connections
identify a strategy for conducting the voter outreach program and define the target
audiences
formulate goals and further define deliverables for voter outreach/education

Task 2 Formulate a voter outreach program which will:
•
•

reach all eligible voters in the City of Green Bay, approximately 71,000 residents
be crafted to reach different types of voters from infrequent voters to unregistered
voters to consistent voters, among many

•
•
•
•
•

engage voters and instruct them as to the changes in polling locations, successful
absentee ballot completion, voting in-person on election day and voting early in-person
absentee
instruct voters about ID and document requirements to successfully register
use all types of media
coordinate with local partner groups to ensure appropriate messaging
include a detailed budget and timeline of delivery

Task 3 Enact the outreach program by:
•
•
•

managing the day-to-day programming (posting, setting up interviews, creating and
disseminating content)
executing and reporting data based on the outreach program
creating weekly updates for City staff about views, posts, mentions, etc.

Task 4 Wrap up by November 4th
•

Final meeting with City Staff regarding lessons learned and best practices moving
forward

Operational Requirements
A highly skilled company that can build target audiences, create an outreach/advertising plan in
a very short time-frame and effectively execute the day-to-day programming.

Deliverables:
1.
2.
3.
4.

Voter outreach program
Budget (Sealed separately)
Weekly updates
Wrap up document

Proposal Format
The proposal should be submitted to include how you will effectively perform all the tasks
outlined in this RFP. A minimum of two examples of previous work in voter outreach and
education shall be presented.

Your proposal should outline a timeline, including critical check points (if needed), estimated
hours required to complete work, and details about the staff that will be assigned to complete
work associated with this RFP.

Scoring Criteria

Organizational Capabilities—the firm will have
experience in voter engagement and outreach

30

Staff Qualifications—staff members will have a proven
track record of voter engagement and the ability to
execute a day-to-day plan, especially virtually.

25

Proposal Requirements—clear plan that can be quickly
implemented that includes goals, deliverables for voter
information, strategy, target audience

15

Price—must stay within the grant budget

20

References

10

How to make a voting plan
We thank you for planning ahead to cast your 2020 ballot, because COVID-19 (coronavirus) complicates
this Election Day. Voters have many options. First you can vote, as you usually do, at a polling place on
election day (11/3/2020). Or you can vote early in-person absentee by visiting City Hall, beginning
October 20, 2020. Or you can vote absentee-by-mail.
First—What do I need to vote?
•
•
•

You need a photo ID with your voting address
If you need to register to vote, get the documents found here
Need more help? Contact one of our voter navigators at xxxx@greenbaywi.gov or 920-448XXXX

Am I registered to vote and is my address current?
•
•
•
•
•
•

Go to myvote.wi.gov
Click on “register to vote”
Enter your first name, last name and date of birth
If you need to make changes to your address or name, you can do that online until October 14
Attend a voter registration event hosted by COVO, more information found here
Need more help? Contact one of our voter navigators at xxxx@greenbaywi.gov or 920-448XXXX

I want to vote absentee by mail, how should I plan?
•
•
•
•
•
•
•
•

In the pandemic, this is a safe option and will help slow the spread of the COVID-19 virus
Request an absentee ballot by going to myvote.wi.gov
Click on “vote absentee”
Enter your first name, last name and date of birth
Plan Ahead!! Request your ballot by October 10th. You should receive it the in mail by October
17th.
Mail (United States Mail) your ballot by October 19 to ensure it reaches the Clerk’s office by
November 3rd
Use one of our drop boxes found here and available on these dates
Need more help? Contact one of our voter navigators at xxxx@greenbaywi.gov or 920-448XXXX

I want to vote early in-person absentee, how should I plan?

•
•
•
•
•
•
•

Voting early in-person absentee is easy!
See the hours here
You can also register in-person at the clerk’s office at City Hall, 100 N. Jefferson Street
If you’re already registered, bring your photo ID
If you’re not registered see above “First—what do I need to vote?”
When you come to City Hall, you’ll need to wear a mask, but we’ll have some available to give to
you
Need more help? Contact one of our voter navigators at xxxx@greenbaywi.gov or 920-448XXXX

I want to vote on Election Day, November 3, 2020, what should I plan for?
•

•
•
•
•

•
•
•

•
•

First, check your polling location by going to myvote.wi.gov
o Click on “Find my polling place”
o Enter your street address, unit/apt number (if applicable), city and zip
Use the map on our website
Buses are free on Election Day
Polls are open 7 am to 8 pm.
If you can, avoid lines and crowds and come to the polling location on off-hours:
o After 9 am but before lunch
o Between 1 and 4
Bring hand sanitizer to help keep your hands clean before, during and after voting
Wash your hands when you arrive at your destination (home or work)
Wearing a mask while voting is optional, not required. However, wearing a mask helps to stop
the spread of the virus, and the City encourages voters to take this precaution while casting a
ballot.
Voter navigators are available to answer your questions before Election Day
(xxxx@greenbaywi.gov or 920-448-XXXX).
On election day, please consult any poll worker at your polling location.

I’m planning to register to vote…
I’ve got all my documents ready
I plan to register at a registration event
I plan to register at the Clerk’s Office (100 N.
Jefferson) starting 10/15 and ending 10/30
I plan to register on Election Day, and I know where
my polling location is
Voter Navigator xxx@greenbaywi.gov; 920-448-XXXX

I’m planning to vote absentee…
I’m registered to vote
I’ve requested an absentee ballot
I’ve received my absentee ballot
I’ve mailed (US Mail) my absentee ballot by
10/19/20
I’ve placed my absentee ballot in a drop box by
Halloween (10/31)
Voter Navigator xxx@greenbaywi.gov; 920-448-XXXX

I’m planning to vote early in-person absentee…
I’m registered to vote
I have my photo ID with correct voting address
I plan to register at the Clerk’s office (100 N.
Jefferson) and I have all my documents
I know the early in-person hours (list them)
Voter Navigator xxx@greenbaywi.gov; 920-448-XXXX

I’m planning to vote on Election Day, November 3, 2020
I am registered to vote
I have my photo ID with correct voting address
I plan to register on Election Day, and I have all my
documents
I know where my polling location is
I will go to my polling location between 7 am and 8
pm, preferably between 9 am and noon or 1 pm and
4 pm
I’ll bring my own hand sanitizer
It’s not required, but I’ll wear a mask

Ward
1, 2 & 3
4, 19
5&8
6, 7, 9, 14, 22, 23
10, 18
11 & 12
13, 15, 16, 17, 20
19
21 and 27
24
25, 36, 37, 39, 40,
26
28, 29, 30, 31, 34, 41,
42, 43, 45, 46, 47
32
33 & 35
38
44

Location
University of Wisconsin-Green Bay 2420 Nicolet Drive (Kress Center)
Christ of the Bay Lutheran Church 450 Laverne Drive
Atonement Lutheran Church 2132 Deckner Avenue
Bay Beach Pavilion 1313 Bay Beach Road
St. Bernard's Parish 2040 Hillside Lane
Central Assembly of God Church 831 Schoen Street
Wildlife Sanctuary 1660 East Shore Drive
Christ of the Bay Lutheran Church 450 Laverne Drive
Green Bay Metro Transit Center 901 University Avenue
Labor Temple Building 1570 Elizabeth Street
Johnsonville Tailgate Village 1265 Lombardi Avenue
NeighborWorks 437 South Jackson Street
Sears 1555 Green Bay Plaza
Redeemer Lutheran Church 210 South Oneida Street
Calvary Lutheran Church 1301 South Ridge Road
St. Paul's Methodist Church 341 Wilson Avenue
Bridge Point Church 2421 West Point Road
Central Count KI Convention Center

#
workers/war # of
wards
d
13
13
13
13
13
13
13
13
13
13
13
13

3
2
2
6
2
2
5
1
2
1
5
1

39
26
26
78
26
26
65
13
26
13
65
13

13
13
13

11
1
2
1
1
0
48

143
13
26
0
13
0
611

13
100

Instructor FAQs
(Student FAQs on next page)

1. How can I get involved as an instructor?
Understand the roles/responsibilities of a poll worker by reading this document and
visiting our website. High school students must be residents of Brown County and can
be 16 or older. 16 and 17-year olds must have at least a 3.0 G.P.A., and parent/guardian
permission. High school students already 18 must still have permission of
parent/guardian. High school students must also have permission to be absent from
school on November 3, 2020.
Post-secondary students over 18 need to reside in Brown County.
2. What is my responsibility as an instructor?
You are our partner on the ground in your school! That means you will spread the word
about the program, explain the expectations to students, help them fill out the
application, and work with Green Bay Clerk’s Office (clerkinquiries@greenbaywi.gov,
920-448-3010.

3. Where do I find a find a copy of the parental consent form?
All forms are completed online at greenbaywi.gov/elections, and we’ll get in touch with
the parent/guardian consent form.

4. What’s different this year because of COVID-19?
The City of Green Bay will provide personal protective equipment (masks, face shields
and gloves) for poll workers. We will also provide lots of hand sanitizer for poll workers
and a separate supply for voters. We will clean the equipment and area, and will provide
protective equipment as well as cleaning supplies, with instructions.
5. I have a question that is not on this list – what do I do?
Email us at clerkinquiries@greenbaywi.gov or call 920-448-3010 during normal business
hours.

Student FAQs
(Teacher FAQs on previous page)

1. What is the Student Election Inspector Program?
The City of Green Bay welcomes all students 16 or older, to become election inspectors
(poll workers). We’re eager for young people to get involved in this important expression
of our democracy. All students who qualify will receive training and be paid $350 for
Election Day work, November 3, 2020.
2. What does an election inspector (poll worker) do?
Election inspectors (poll workers) have lots of duties on Election Day. They can
• Greet voters, answer questions and direct voters to the voting area
• Make sure voters are in the right polling location
• Issue ballots to voters
• Register people to vote
• Monitor the voting equipment
• Provide explanations about the voting process
• Clean the equipment and area (to help prevent the spread of COVID-19)

3. Can I serve as a student election inspector (poll worker)?
In order to serve as a student election inspector (poll worker) you must:
•

Be at least 16 years old (you’ll need parent/guardian permission and have at least
3.0 G.P.A)

•

Be a U.S. citizen by Election Day

•

Reside in Brown County

•

Be able to read, write, and speak English

•

Be willing to take virtual training

•

Be able to work on Election Day, November 3, 2020

4. How do I apply/how do I serve?
In order to apply, you must:
•
•

Visit our website and fill out an election inspector (poll worker) application.
If you need permission of parent or guardian, we will get in touch with you.

•

Complete the online training module (we’ll share with you after you apply)

•

Serve at your assigned polling location on Election Day from 6 am to 9 pm.

5. When is training?
For the 2020 General Election, training will be completed online. It is an interactive web
module. We’ll send you the information once you complete your application.

6. I was an election inspector (poll worker) last year/in the past. Do I have to
complete training again?
We recommend you attend training again to refresh your memory on your duties and
how to operate the machinery. In addition, the Wisconsin Elections Commission is
constantly improving their processes and laws can change from year to year so
attending training is how you can learn about any changes.
7. When do I find out which polling location I am assigned to?
Once your application is approved and there is a vacancy available, you will be
assigned. Your chief inspector will contact you.

8. When do I get paid?
You must serve on Election Day to be paid. Payment is issued directly from City of
Green Bay. It may take a few weeks after Election Day to receive your check. If you
haven’t received it by then, please contact the Clerk’s Office
at clerkinquiries@greenbaywi.gov or call 920-448-3010.
9. How much do I get paid?
$350 for serving on Election Day and $20 for completing the online training.
10. Do I still need a parent to sign the consent form if I am 18 or over?
Yes. You need parental approval to be a high school student judge, regardless of age.
11. Where is the parental consent form?
Once you complete the application here someone from the Clerk’s office will contact you
and provide the parental consent form.
12. What’s different this year because of COVID-19?
The City of Green Bay will provide personal protective equipment (masks, face shields
and gloves) for poll workers. We will also provide lots of hand sanitizer for poll workers
and a separate supply for voters. Election inspectors (poll workers) will clean the
equipment and voting area. We’ll give you protective equipment as well as cleaning
supplies, with instructions.
13. I have a question that is not on this list – what do I do?
Email us at clerkinquiries@greenbaywi.gov or call 920-448-3010.

Green Bay
Election 2020 Voter Information Guide
Every Vote Counts

Thank you for planning ahead to cast your 2020 ballot. Green Bay
voters have many options.
First, register to vote or check your registration
AND
Vote absentee-by-mail
OR
Vote early in-person absentee by visiting City Hall, beginning October 20, 2020
OR
Vote at a polling place on Election Day, November 3, 2020

First—What do I need to vote?
•
•
•
•

Photo ID
Know what’s on the ballot
Make sure you’re registered to vote – instructions provided below
Helpful links: www.myvote.wi.gov and www.greenbaywi.gov/elections

Need more help? Contact one of our voter navigators at clerk@greenbaywi.gov or 920-448-3010

Am I registered to vote? Is my address up to date?
1.
2.
3.
4.
•
•

Go to myvote.wi.gov
Click on “register to vote”
Enter your first name, last name and date of birth
Follow the instructions to register or update your address
Register to vote or update your address or name online until October 14
You can also register in-person at the Clerk’s office at City Hall, 100 N. Jefferson Street (October
15 to October 30)

Need more help? Contact one of our voter navigators at clerk@greenbaywi.gov or 920-448-3010 or
attend a voter registration event hosted by COVO, more information found on their facebook page,
Coalition of Voting Organizations of Brown County (COVOBCWI).

How do I vote absentee by mail?
This year, you can vote from the physically-distanced safety of your home. Make your voice heard and
help slow the spread of the COVID-19 virus.
1.

Request your absentee ballot
•
•
•
•

Request an absentee ballot by going to myvote.wi.gov
Click on “vote absentee”
Enter your first name, last name and date of birth, and follow the instructions.
You may need to provide a picture of your photo ID. Easily upload a picture when you
request online or include a photocopy if you’re requesting by mail.

Plan Ahead! We know you’re busy. Request your ballot as soon as possible to make sure you have
enough time to vote and return your ballot. We recommend you request your ballot by October 10th.
You should receive it in the mail by October 17th.

2. Complete the Ballot
•
•
•
•
•

When you receive your ballot in the mail, open the outer envelope
Read the instructions
Vote your ballot with a black ball point pen
Place the ballot inside the return envelope
Sign the return envelope

•

Get a witness to sign and write their address

3. Return and Track your ballot
•

Mail your ballot as soon as possible – do it right away! We recommend mailing your ballot
by October 19. Your ballot must be received by the Clerk’s office by November 3rd.
OR –

•
•

Use one of our drop boxes found on our website www.greenbaywi.gov/elections
Wondering when your ballot will arrive? You can track the progress of your ballot from
when your ballot is mailed to the moment it’s counted by visiting www.myvote.wi.gov and
clicking on “Vote Absentee” and “View My Absentee Request”

Need more help? Contact one of our voter navigators at clerk@greenbaywi.gov or 920-448-3010

How do I vote early in-person absentee at City Hall beginning 10/20?
Voting early in-person absentee is as simple as 1-2-3!
Make sure you’ve registered in advance first, or you can register when you arrive at the Clerk’s
Office. See above for “First—what do I need to vote?”
1. Come to City Hall (100 N. Jefferson) during the operating hours listed
at www.greenbaywi.gov/elections beginning October 20, 2020
2. Remember to bring your photo ID
3. Please wear a mask inside City Hall. We will provide you one if you forget. We are asking voters
to do this for everyone’s safety.
•
•

Need more help? Contact one of our voter navigators at clerk@greenbaywi.gov or 920-448-3010

How do I vote in-person on Election Day, November 3, 2020?
1. First, check your polling location by going to myvote.wi.gov
o Click on “Find my polling place”
o Enter your street address, unit/apt number (if applicable), city and zip
2. Remember to bring your photo ID
3. If you aren’t registered, you can register and vote at your polling location on Election Day, check
out myvote.wi.gov
4. Polls are open 7 am to 8 pm.
If you can, come to the polling location on off-hours to avoid lines and crowds:
o Between 9 am and noon
o Between 1 pm and 4 pm
• Tip: Buses are free on Election Day! Go to www.greenbaymetro.org for routes and times.
• How do I stay safe while voting in-person?
o We will provide hand sanitizer to help keep your hands clean before, during, and after
voting. You can bring your own hand sanitizer if you prefer.
o Wash your hands when you arrive back to your home or work.
• Wearing a mask while voting is optional, not required. However, wearing a mask helps to stop
the spread of the virus, and the City encourages voters to take this precaution while casting a
ballot.
Have questions?
•
•

Voter navigators are available to answer your questions before Election Day
(clerk@greenbaywi.gov or 920-448-3010).
On Election Day, please consult any poll worker at your polling location.

Once you’ve decided how you want to vote, use the checklists
below to put that plan into action.
Plan ahead so that your voice is heard!”
My voter registration plan!
I’ll register on ____/_____/2020
Where will I register?
Online (recommended) at myvote.wi.gov
At a registration event at ______________
At the Clerk’s Office from October 15 to October 30 (100
N. Jefferson)
On Election Day. My polling location is: _______________
I’ll bring this document for proof of my address
_______________________________________
You may present your Proof of Residence document as a hard copy, paper document or an electronic
document on your smartphone, tablet or computer. See www.elections.wi.gov for a list of documents
you can use.

Need help? Contact a Voter Navigator
at clerk@greenbaywi.gov or 920-448-3010.

My plan to vote absentee by mail!
Before you get started: Register to vote or make sure the address on your
registration is up-to-date at myvote.wi.gov.

Voting absentee is as simple as 1-2-3!
1. Request an absentee ballot at MyVote.WI.Gov
2. Complete the ballot
Open the ballot and read the instructions
Sign the envelope
Get a witness to sign the envelope and provide an
address
3. Return the absentee ballot
By mail, by Monday, October 19th
--OR-In a drop box, by Halloween (October 31st)
Want to know the status of your ballot? Track the ballot at MyVote.WI.Gov

Need help? Contact a Voter Navigator
at clerk@greenbaywi.gov or 920-448-3010.

My plan to vote early in-person absentee!
I know my voter registration status:
o I checked on MyVote.WI.Gov that I’m registered
to vote
--OR-o I need to register at the Clerk’s office and I have
all the necessary documents and photo ID
I’ll vote at the Clerk’s Office, 100 N. Jefferson
What day will I vote? ____________
I can vote at the clerk’s office, 100 N. Jefferson from October 20, 2020 to October 31, 2020

What time will I vote? ________ AM / PM
The office is open Monday through Friday from 8 am to 5 pm; Sat 10/24 and 10/31 10 am to 4 pm

How will I get there? ____________
What ID will I bring? ____________

Need help? Contact a Voter Navigator
at clerk@greenbaywi.gov or 920-448-3010.

My plan to vote on Election Day:
Tuesday, November 3rd!
I know my voter registration status:
o I checked on MyVote.WI.Gov that I’m registered
to vote
--OR-o I plan to register at my polling place and I have
all my documents and photo ID
My polling place is _______________
What time will I vote? ________ AM / PM
Polls are open 7 am – 8 pm. We recommend voting between 9 am and noon or 1 pm and 4 pm

How will I get there? ____________
What photo ID will I bring? ____________

I’ll protect myself and my community by:
Using hand sanitizer
Wearing a mask
Wearing a mask while voting is not required but is important to help stop the spread of the virus.

Washing my hands after voting

Green Bay
Election 2020 Voter Information Guide
Every Vote Counts

Thank you for planning ahead to cast your 2020 ballot. Green Bay
voters have many options.
First, register to vote or check your registration
AND
Vote absentee-by-mail
OR
Vote early in-person absentee by visiting City Hall, beginning October 20, 2020
OR
Vote at a polling place on Election Day, November 3, 2020

First—What do I need to vote?
•
•
•

Photo ID https://bringit.wi.gov/
Know what’s on the ballot (found here) https://myvote.wi.gov/en-US/PreviewMyBallot
Make sure you’re registered to vote – instructions provided below

Need more help? Contact one of our voter navigators at clerk@greenbaywi.gov or 920-448-3010

Am I registered to vote? Is my address up to date?
1.
2.
3.
4.
•
•

Go to myvote.wi.gov
Click on “register to vote”
Enter your first name, last name and date of birth
Follow the instructions to register or update your address
Register to vote or update your address or name online until October 14
You can also register in-person at the Clerk’s office at City Hall, 100 N. Jefferson Street (October
15 to October 30)

Need more help? Contact one of our voter navigators at clerk@greenbaywi.gov or 920-448-3010 or
attend a voter registration event hosted by COVO (Coalition of Voting Organizations, Brown County,
WI), more information found here https://www.facebook.com/COVOBCWI/

How do I vote absentee by mail?
This year, you can vote from the physically-distanced safety of your home. Make your voice heard and
help slow the spread of the COVID-19 virus.
1.

Request your absentee ballot
•
•
•
•

Request an absentee ballot by going to myvote.wi.gov
Click on “vote absentee”
Enter your first name, last name and date of birth, and follow the instructions.
You may need to provide a picture of your photo ID. Easily upload a picture when you
request online or include a photocopy if you’re requesting by mail. Watch helpful videos
here https://vimeo.com/showcase/7545193

Plan Ahead! We know you’re busy. Request your ballot as soon as possible to make sure you have
enough time to vote and return your ballot. We recommend you request your ballot by October 10th.
You should receive it in the mail by October 17th.

2. Complete the Ballot
•
•
•
•
•

When you receive your ballot in the mail, open the outer envelope
Read the instructions
Vote your ballot with a black ball point pen
Place the ballot inside the return envelope
Sign the return envelope and get a witness to sign their name and give their address

•

3. Return and Track your ballot
•

Mail your ballot as soon as possible – do it right away! We recommend mailing your ballot
by October 19. Your ballot must be received by the Clerk’s office by November 3rd.
OR –

•
•

Use our drop box (some kind of link to a map. Gov)
Wondering when your ballot will arrive? You can track the progress of your ballot from
when your ballot is mailed to the moment it’s counted by visiting myvote.wi.gov and clicking
on “Vote Absentee” and “View My Absentee Request”

Need more help? Contact one of our voter navigators at clerk@greenbaywi.gov or 920-448-3010

How do I vote early in-person absentee at City Hall beginning 10/20?
Voting early in-person absentee is as simple as 1-2-3!
Make sure you’ve registered in advance first, or you can register when you arrive at the Clerk’s
Office. See above for “First—what do I need to vote?”
1. Come to City Hall (100 N. Jefferson) during the operating hours listed
here www.greenbaywi.gov/elections beginning October 20, 2020
2. Don’t forget to bring your photo ID
3. Please wear a mask inside City Hall. We will provide you one if you forget. We are asking voters
to do this for everyone’s safety.
•
•

Need more help? Contact one of our voter navigators at clerk@greenbaywi.gov or 920-448-3010

How do I vote in-person on Election Day, November 3, 2020?
1. First, check your polling location by going to myvote.wi.gov
o Click on “Find my polling place”
o Enter your street address, unit/apt number (if applicable), city and zip
2. Remember your photo ID
3. If you aren’t registered, you can register and vote at your polling
location https://myvote.wi.gov/en-US/FindMyPollingPlace on Election Day
4. Polls are open 7 am to 8 pm.
If you can, come to the polling location on off-hours to avoid lines and crowds:
o Between 9 am and noon
o Between 1 pm and 4 pm
• Tip: Buses are free on Election Day! Go here www.greenbaymetro.org for routes and schedules
• How do I stay safe while voting in-person?
o We will provide hand sanitizer to help keep your hands clean before, during, and after
voting. You can bring your own hand sanitizer if you prefer.
o Wash your hands when you arrive back to your home or work.
• Wearing a mask while voting is optional, not required. However, wearing a mask helps to stop
the spread of the virus, and the City encourages voters to take this precaution while casting a
ballot.
Have questions?
•
•

Voter navigators are available to answer your questions before Election Day
(clerk@greenbaywi.gov or 920-448-3010).
On Election Day, please consult any poll worker at your polling location.

Once you’ve decided how you want to vote,
use the checklists below to put that plan into action.
Plan ahead so your voice is heard!
My voter registration plan!
I’ll register on ____/_____/2020
Where will I register?
Online (recommended) at myvote.wi.gov by 10/14
At a registration event at ______________
At the Clerk’s Office from October 15 to October 30 (100
N. Jefferson)
On Election Day. My polling location is: _______________
I’ll bring this document for proof of my address
_______________________________________
You may present your Proof of Residence document as a hard copy, paper document or an electronic
document on your smartphone, tablet or computer.
Seehttps://elections.wi.gov/sites/elections.wi.gov/files/2019-01/2728%20Proof%20of%20Residence%20DL%20update_0.pdf for a list of documents you can use.

Need help? Contact a Voter Navigator
at clerk@greenbaywi.gov or 920-448-3010.

My plan to vote absentee by mail!
Before you get started: Register to vote or make sure the address on your
registration is up-to-date at myvote.wi.gov.

Voting absentee is as simple as 1-2-3!
1. Request an absentee ballot at MyVote.WI.Gov
2. Complete the ballot
Open the ballot and read the instructions
Sign the envelope
Get a witness to sign the envelope and provide an
address (picture)
3. Return the absentee ballot
By mail, by Monday, October 19th
--OR-In a drop box, by Halloween (October 31st)
Want to know the status of your ballot? Track the ballot at MyVote.WI.Gov

Need help? Contact a Voter Navigator
at clerk@greenbaywi.gov or 920-448-3010.

My plan to vote early in-person absentee!
I know my voter registration status:
o I checked on MyVote.WI.Gov that I’m registered
to vote
--OR-o I need to register at the Clerk’s office and I have
all the necessary documents and photo ID
What day will I vote? ____________
What time will I vote? ________ AM / PM
How will I get there? ____________
What ID will I bring? ____________
Need help? Contact a Voter Navigator
at clerk@greenbaywi.gov or 920-448-3010.

My plan to vote on Election Day:
Tuesday, November 3rd!
I know my voter registration status:
o I checked on MyVote.WI.Gov that I’m registered
to vote
--OR-o I plan to register at my polling place and I have
all my documents and photo ID
My polling place is _______________
What time will I vote? ________ AM / PM
Polls are open 7 am – 8 pm. We recommend voting between 9 am and noon or 1 pm and 4 pm

How will I get there? ____________
What photo ID will I bring? ____________

I’ll protect myself and my community by:
Using hand sanitizer
Wearing a mask
Wearing a mask while voting is not required but is important to help stop the spread of the virus.

Washing my hands after voting
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September 21, 2020
Celestine Jeffreys
Chief of Staff, Mayor's Office
City of Green Bay
100 N. Jefferson St.
Green Bay, WI 54301
VIA EMAIL
Re:

November Election

Dear Celestine:
As part of our continuing effort to be certain that the election in Brown County takes place as
smoothly as possible, we are attempting to obtain occasional updates from various municipal
clerks. The four primary issues we are trying to monitor are, as follows:
1.
2.
3.
4.

Poll workers
Early voting
Dropboxes
Absentee ballot chase and cure

I would like to set forth just a few brief questions concerning these four issues. The answers to
these issues will help us monitor things in Brown County.
POLL WORKERS

We are most concerned with respect to this particular issue with having enough poll workers.
More specifically, we anticipate a no-show or "flake" rate of 30% or more based upon the
COVID-19 concerns. In addition to the flake rate, we are also trying to be ce1iain that there are
sufficient poll workers at each location in order to properly sanitize and enforce social distancing.
With these thoughts in mind, I have the following questions:
1.

How many poll workers has Green Bay recruited so far?
307

80 more if we use previously established goals
If we account for 20% who'll bail, then we'd need to recruit 450, so
150 more workers

we have one site, the clerk's office at city hall

they are the same
no

our clerk's office has evening and Saturday hours

we can't establish new EIPAV sites according to WEC rules and could use
guidance

we will install 5 additional drop boxes

early October
given the anticipated delivery, no

Yes, we'd entertain that

these would be made of steel, bolted to concrete, viewed by cameras and in
high traffic areas (except one)

x
x
x
x

2020 VOTE CENTER
LAW ENFORCEMENT
QUICK REFERENCE GUIDE

This pocket reference guide contains key penal provisions found
within the California Elections Code, Penal Provisions,
Division 18, § 18000 - 18700.
► Campaigning within 100 feet of a vote center is a misdemeanor.
► Interference with an election official is a felony.
► Bribery in exchange for a ballot cast is a felony.

Payment for Voting (CA Elections Code § 18310)
A person shall not pay or receive any money or other valuable
consideration during an election in order to reward any person or as a
reward for voting.

Any person violating this prohibition is guilty of a felony and shall be punished by imprisonment pursuant
to subdivision (h) of Section 1170 of the Penal Code for 16 months or two or three years.  

Electioneering at or Near Polls Prohibited (CA Elections Code § 18370)
No person, on Election Day, shall, within 100 feet of a vote center,  
solicit a vote or speak to a voter on the subject of marking his or her
ballot, place a sign relating to voters’ qualifications or speak to a voter
on the subject of his or her qualifications.
Any person who violates any of these prohibitions is guilty of a misdemeanor.

Vandalism at Vote Centers (CA Elections Code § 18380)
No person, during any election, shall remove or destroy any of
the supplies in the voting booths, or remove, or deface the voter
instructions or voter index, or remove, tear down, or deface the signs
identifying the location of a vote center or identifying areas within 100
feet of a vote center.
Any person who violates any of these prohibitions is guilty of a misdemeanor.

Corruption of the Voting Process (CA Elections Code § 18502)
No person shall interfere with the officers holding an election, or with
the voters lawfully exercising their rights of voting at an election, as
to prevent the election or canvass from being fairly held and lawfully
conducted.

Any person violating this prohibition is guilty of a felony and shall be punished by imprisonment pursuant to subdivision (h)
of Section 1170 of the Penal Code for 16 months or two or three years.

Bribery (CA ELECTIONS CODE § 18523)
A person shall not advance or pay any money or other valuable thing
with the intent that it shall be used in bribery at any election.

Any person violating this prohibition is guilty of a felony and shall be punished by imprisonment pursuant to subdivision (h)
of Section 1170 of the Penal Code for 16 months or two or three years.

Intimidation of Voters (CA Elections Code § 18540)
A person shall not threaten to make use of any force, violence, or
tactic of coercion or intimidation, to induce or compel any other
person to vote or refrain from voting at any election.

Any person violating this prohibition is guilty of a felony and shall be punished by imprisonment pursuant
to subdivision (h) of Section 1170 of the Penal Code for 16 months or two or three years.  

Tampering with Voting System (CA Elections Code § 18564)
A person shall not interfere with, or attempt to interfere with, the
correct operation of any voting system (or component), or knowingly, and without authorization possess a key to a voting machine, or
willfully substitute or attempts to substitute forged or counterfeit
ballot tally software program source codes.
Any person violating this prohibition is guilty of a felony and shall be punished by imprisonment pursuant
to subdivision (h) of Section 1170 of the Penal Code for two, three, or four years.

Falsely Acting as Elections Official (CA Elections Code § 18575)
A person shall not, at any election, without first having been
appointed and qualified, acts as an election officer and performs or
discharges any of the duties of an election officer in regard to the
handling, counting, or canvassing of any ballots.
Any person violating this prohibition is guilty of a felony and shall be punished by imprisonment pursuant
to subdivision (h) of Section 1170 of the Penal Code for two, three or four years.

Unauthorized Uniformed Personnel (CA Elections Code § 18544)
Any person in possession of a firearm or any uniformed peace
officer, private guard, or security personnel who is stationed in the
immediate vicinity of a vote center without written authorization
of the county elections official is prohibited. This section does not
apply to peace officers conducting official business or who is at the
vote center to cast his or her vote.

Any person violating this prohibition is guilty of a felony and shall be punished by imprisonment pursuant
to subdivision (h) of Section 1170 of the Penal Code for two, three or four years.

CRITICAL VOTE CENTER INFO
Vote Center Hours:
October 30 - November 2: 8:00 a.m. to 8:00 p.m.
Election Day, November 3:   7:00 a.m. to 8:00 p.m.
Report suspicious behavior to:
Registrar of Voters’ Command Center: 714-954-1901
or OCIAC by submitting a tip/lead at ociac.ca.gov
or call 714-289-3949
Registrar of Voters’ Field Supervisors are radio dispatched and available
for response to individual vote centers.

Neal Kelley
Registrar of Voters
P.O. Box 11298
Santa Ana, CA 92705
ocvote.com

Check your ballot!
Did you...
Put your ballot inside and seal the
envelope?
Sign and print your name and
date?
Have your witness sign and print
their address?

City of Green Bay
Official Ballot
Drop Box

Need help?
920-448-3010
or
clerk@greenbaywi.gov

This box is under

24-hour camera
surveillance

AGENDA OF THE COMMON COUNCIL
THURSDAY, SEPTEMBER 24, 2020, 11:30 AM
COUNCIL CHAMBERS
ROOM 203, CITY HALL

A.

Zoom Meeting Information.

B.

Roll Call.

C.

Pledge of Allegiance.

D.

Approval of Minutes.

E.

Approval of the Agenda.

F.

Report by the Mayor.

G.

Announcements.

H.

Public Hearings.

I.

Resolutions.

J.

Committee of the Whole.
1. To award contract 3277 "Presidential Election Voter Outreach Campaign" to KW2/HVS in
the amount of $150,000.
2. To approve the acceptance of a grant from the Center for Tech and Civic Life, "Wisconsin
Safe Voting Plan" in the amount of $522,200.

K.

Referral of Petitions & Communications.

L.

Adjournment.

Agenda of the Common Council
September 24, 2020
Page 1

1) SUPPLEMENTAL INFORMATION: The Video of this meeting, Agenda, Agenda Packet, and Minutes are available
online at www.greenbaywi.gov/Meetings.
2) ACCESSIBILITY: Any person wishing to attend who requires special accommodation because of a disability,
should contact the City Safety Manager at 920-448-3125 at least 48 hours before the scheduled meeting time so
that arrangements can be made.
3) QUORUM: Please take notice that a majority or quorum of the Common Council will attend this committee
meeting and will constitute a meeting of the Common Council for purposes of discussion and information
gathering relative to this agenda.
4) REPRESENTATION: The party requesting the communication, or their representative, should be present at this
meeting.

Agenda of the Common Council
Page 2

City of Green Bay
CONTRACT FOR PURCHASE OF SERVICES
1.

PARTIES.
This is a Contract between the City of Green Bay, Wisconsin, hereafter referred to as the "City" and KW2 hereafter referred to as
"Contractor."
The Contractor is a:

Corporation
Sole Proprietor

Limited Liability Company
Unincorporated Association

General Partnership
Other:

LLP

2.

PURPOSE.
The purpose of this Contract is as set forth in Section 3.

3.

SCOPE OF SERVICES AND SCHEDULE OF PAYMENTS.
Contractor will perform the following services and be paid according to the following schedule(s) or attachment(s):

.

Per the specifications, terms and conditions of RFP 3277 and the Contractor’s response (attached below) to RFP 3277.
Order of Precedence: In the event of a conflict between the terms of this Contract for Purchase of Services and the terms of any
document attached or incorporated herein, the terms of this Contract for Purchase of Services along with City of Green Bay Standard
Terms and Conditions, the City’s requests for proposals/bids, the version of the Contractor’s proposal/bid that was accepted by the
City, and the City’s Purchase Order (if any) shall control and supersede any such conflicting term.
4.

TERM AND EFFECTIVE DATE.
This Contract shall become effective upon execution by the Mayor and the City Clerk (or the Purchasing Agent if so authorized) on
behalf of the City of Green Bay, unless another effective date is specified in the Attachment(s) incorporated in Section 3. The effective
date of this Contract shall be September 25, 2020 The term of this Contract shall be through November 4th, 2020.

5.

ENTIRE AGREEMENT.
This Contract for Purchase of Services, including any and all attachments, exhibits and other documents referenced in Section 3
(hereafter, “Agreement” or “Contract”) is the entire Agreement of the parties and supersedes any and all oral contracts and negotiations
between the parties. If any document referenced in Section 3 includes a statement that expressly or implicitly disclaims the applicability
of this Contract for Purchase of Services, or a statement that such other document is the “entire agreement,” such statement shall be
deemed rejected and shall not apply to this Contract.

6.

ASSIGNABILITY/SUBCONTRACTING.
Contractor shall not assign or subcontract any interest or obligation under this Contract without the City's prior written approval. All of
the services required hereunder will be performed by Contractor and employees of Contractor.

7.

DESIGNATED REPRESENTATIVE.
A.
Contractor designates
as Contract Agent with primary responsibility for the performance of this Contract. In case
this Contract Agent is replaced by another for any reason, the Contractor will designate another Contract Agent within seven
(7) calendar days of the time the first terminates his or her employment or responsibility using the procedure set forth in
Section 14, Notices.
B.
In the event of the death, disability, removal or resignation of the person designated above as the Contract agent, the City
may accept another person as the Contract agent or may terminate this Agreement under Section 23, at its option.

8.

PROSECUTION AND PROGRESS.
A.
Services under this Agreement shall commence upon written order from the City to the Contractor, which order will constitute
authorization to proceed; unless another date for commencement is specified elsewhere in this Contract including
documents incorporated in Section 3.
B.
The Contractor shall complete the services under this Agreement within the time for completion specified in Section 3 and
Section 4, the Scope of Services, including any amendments. The Contractor's services are completed when the City notifies
the Contractor in writing that the services are complete and are acceptable. The time for completion shall not be extended
because of any delay attributable to the Contractor, but it may be extended by the City in the event of a delay attributable
to the City, or in the event of unavoidable delay caused by war, insurrection, natural disaster, or other unexpected event
beyond the control of the Contractor. If at any time the Contractor believes that the time for completion of the work should
be extended because of unavoidable delay caused by an unexpected event, or because of a delay attributable to the City,
the Contractor shall notify the City as soon as possible, but not later than seven (7) calendar days after such an event. Such
notice shall include any justification for an extension of time and shall identify the amount of time claimed to be necessary
to complete the work.
C.
Services by the Contractor shall proceed continuously and expeditiously through completion of each phase of the work.
D.
Progress reports documenting the extent of completed services shall be prepared by the Contractor and submitted to the
City with each invoice under Section 22 of this Agreement, and at such other times as the City may specify, unless another
procedure is specified in Section 3.
E.
The Contractor shall notify the City in writing when the Contractor has determined that the services under this Agreement
have been completed. When the City determines that the services are complete and are acceptable, the City will provide
written notification to the Contractor, acknowledging formal acceptance of the completed services.

9.

AMENDMENT.
This Contract shall be binding on the parties hereto, their respective heirs, devisees, and successors, and cannot be varied or waived
by any oral representations or promise of any agent or other person of the parties hereto. Any other change in any provision of this
Contract may only be made by a written amendment, signed by the duly authorized agent or agents who executed this Contract.

Contract for Services Version: 5/27/2020

1

10.

EXTRA SERVICES.
The City may request the Contractor to perform extra services or decreased services, according to the procedure set forth in Section
22(b). Extra services or decreased services means services which are not different in kind or nature from the services called for in the
Scope of Services, Section 3, but which may increase or decrease the quantity and kind of labor or materials or expense of performing
the services. Extra services may not increase the total Contract price, as set forth in Section 21, unless the Contract is amended as
provided in Section 9 above.

11.

NO WAIVER.
No failure to exercise, and no delay in exercising, any right, power or remedy hereunder on the part of the City or Contractor shall
operate as a waiver thereof, nor shall any single or partial exercise of any right, power or remedy preclude any other or further exercise
thereof or the exercise of any other right, power or remedy. No express waiver shall affect any event or default other than the event
or default specified in such waiver, and any such waiver, to be effective, must be in writing and shall be operative only for the time
and to the extent expressly provided by the City or Contractor therein. A waiver of any covenant, term or condition contained herein
shall not be construed as a waiver of any subsequent breach of the same covenant, term or condition.

12.

NONDISCRIMINATION.
During the term of this Contract, the parties, and the employees, representatives, agents and or volunteers thereof, shall not
discriminate against any person based on race, color, creed, religion, sex, national origin, age, ancestry, disability, sexual
orientation, gender identity, gender non-conformity, gender expression, transgender status, pregnancy, or marital or parental status.

13.

SEVERABILITY.
It is mutually agreed that in case any provision of this Contract is determined by any court of law to be unconstitutional, illegal or
unenforceable, it is the intention of the parties that all other provisions of this Contract remain in full force and effect.

14.

NOTICES.
All notices to be given under the terms of this Contract shall be in writing and signed by the person serving the notice and shall be
sent registered or certified mail, return receipt requested, postage prepaid, or hand delivered to the addresses of the parties listed
below:
FOR THE CITY:

Procurement Manager, Purchasing Department

100 North Jefferson St. Room 101
Green Bay, WI 54301
FOR THE CONTRACTOR:

15.

STATUS OF CONTRACTOR/INDEPENDENT/TAX FILING.
The parties hereto agree that the Contractor, its officers, agents, and employees, in the performance of this agreement shall act in the
capacity of an independent contractor and not as an officer, employee, or agent of the City. The Contractor agrees to take such steps
as may be necessary to ensure that each subcontractor of the Contractor will be deemed to be an independent contractor and will not
be considered or permitted to be an agent, servant, joint venturer, or partner of the City.
Contractor shall provide a valid IRS W9 form to the Purchasing Department, prior to payment. The Contractor is informed that
as an independent Contractor, s/he may have a responsibility to make estimated tax returns, file tax returns, and pay income taxes
and make social security payments on the amounts received under this Contract and that no amounts will be withheld from payments
made to this Contractor for these purposes and that payment of taxes and making social security payments are solely the responsibility
and obligation of the Contractor. The Contractor is further informed that s/he may be subject to civil and/or criminal penalties if s/he
fails to properly report income and pay taxes and social security taxes on the amount received under this Contract.

16.

GOODWILL.
Any and all goodwill arising out of this Contract inures solely to the benefit of the City; Contractor waives all claims to benefit of such
goodwill.

17.

THIRD PARTY RIGHTS.
This Contract is intended to be solely between the parties hereto. No part of this Contract shall be construed to add, supplement,
amend, abridge or repeal existing rights, benefits or privileges of any third party or parties, including but not limited to employees of
either of the parties.
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18.

AUDIT AND RETAINING OF DOCUMENTS.
The Contractor agrees to provide all reports requested by the City including, but not limited to, financial statements and reports, reports
and accounting of services rendered, and any other reports or documents requested. Financial and service reports shall be provided
according to a schedule (when applicable) to be included in this Contract. Any other reports or documents shall be provided within
five (5) working days after the Contractor receives the City's written requests, unless the parties agree in writing on a longer period.
Payroll records and any other documents relating to the performance of services under the terms of this Contract shall be retained by
the Contractor for a period of three (3) years after completion of all work under this Contract, in order to be available for audit by the
City or its designee.

19.

CHOICE OF LAW AND COMPLIANCE.
This Contract shall be governed by and construed, interpreted and enforced in accordance with the laws of the State of Wisconsin.
The parties agree, for any claim or suit or other dispute relating to this Contract that cannot be mutually resolved, the venue shall be
Brown County Circuit Court or the United States District Court for the Eastern District of Wisconsin.
The Contractor shall give all notices and shall at all times comply with and observe all federal and state laws, local laws, ordinances,
and regulations which are in effect during the period of this Contract and which in any manner affect the work or its conduct. The City
reserves the right to cancel this Contract if the Contractor fails to follow the requirements of s. 77.66, Wis. Stats., and related statutes
regarding certification for collection of sales and use tax. The City also reserves the right to cancel this Contract with any state or
federally debarred contractor or a contractor that is presently identified on the list of parties excluded from federal procurement and
non-procurement contracts.
Contractor shall be required to demonstrate valid possession of appropriate required licenses and will keep them in effect for the term
of this Contract. The Contractor shall also be required, when appropriate to obtain the necessary building permits prior to performing
work on City facilities.

20.

CONFLICT OF INTEREST.
A.
The Contractor warrants that it and its agents and employees have no public or private interest, and will not acquire directly
or indirectly any such interest, which would conflict in any manner with the performance of the services under this
Agreement.
B.
The Contractor shall not employ or Contract with any person currently employed by the City for any services included under
the provisions of this Agreement.

21.

COMPENSATION.
It is expressly understood and agreed that in no event will the total compensation under this Contract exceed $

22.

.

BASIS FOR PAYMENT.
A.
GENERAL.
(1)
The City will pay the Contractor for the completed and accepted services rendered under this Contract on the
basis and at the Contract price set forth in Section 21 of this Contract. The City will pay the Contractor for
completed and approved "extra services", if any, if such "extra services" are authorized according to the procedure
established in this section. The rate of payment for "extra services" shall be the rate established in this Contract.
Such payment shall be full compensation for services rendered and for all labor, material, supplies, equipment
and incidentals necessary to complete the services.
(2)
The Contractor shall submit itemized invoices, on the form or format approved by the City and as may be further
specified in Section 3 of this Contract. The City will pay the Contractor in accordance with the schedule, if any,
set forth in Section 3. The final invoice, if applicable, shall be submitted to the City within three months of
completion of services under this Agreement.
(3)
Payment shall not be construed as City acceptance of unsatisfactory or defective services or improper materials.
(4)
Final payment of any balance due to the Contractor will be made upon acceptance by the City of the services
under the Agreement and upon receipt by the City of documents required to be returned or to be furnished by the
Contractor under this Agreement.
(5)
The City has the equitable right to set off against any sum due and payable to the Contractor under this
Agreement, any amount the City determines the Contractor owes the City, whether arising under this Agreement
or under any other Agreement or otherwise.
(6)
Compensation in excess of the total Contract price will not be allowed unless authorized by an amendment under
Section 9, AMENDMENT.
(7)
The City will not compensate for unsatisfactory performance by the Contractor.
B.
SERVICE ORDERS, EXTRA SERVICE, OR DECREASED SERVICE.
(1)
Written orders regarding the services, including extra services or decreased services, will be given by the City,
using the procedure set forth in Section 14, NOTICES.
(2)
The City may, by written order, request extra services or decreased services, as defined in Section 10 of this
Contract. Unless the Contractor believes the extra services entitle it to extra compensation or additional time, the
Contractor shall proceed to furnish the necessary labor, materials, and professional services to complete the
services within the time limits specified in the Scope of Services, Section 3 of this Agreement, including any
amendments under Section 9 of this Agreement.
(3)
If in the Contractor's opinion the order for extra service would entitle it to extra compensation or extra time, or
both, the Contractor shall not proceed to carry out the extra service, but shall notify the City, pursuant to Section
9 of this Agreement. The notification shall include the justification for the claim for extra compensation or extra
time, or both, and the amount of additional fee or time requested.
(4)
The City shall review the Contractor's submittal and respond in writing, either authorizing the Contractor to perform
the extra service, or refusing to authorize it. The Contractor shall not receive additional compensation or time
unless the extra compensation is authorized by the City in writing.
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23.

CANCELATION/TERMINATION.

A.
B.
C.

D.

The City reserves the right to cancel any contract in whole or in part without penalty due to non-appropriation of funds.
The City may terminate this Contract for any reason, including convenience upon prior written notification to Contractor.
Termination for convenience by City will entitle Contractor to payment for only those goods or services delivered, received
and accepted and not subsequently rejected by the City.
In the event the Contractor shall default in any of the covenants, agreements, commitments, or conditions and any such
default shall continue un-remedied for a period of ten (10) days after written notice to the Bidder, the City may, at its option
and in addition to all other rights and remedies which it may have, terminate the Contract and all rights of the Bidder under
the Contract.
Failure to maintain the required certificates of insurance, permits, licenses and bonds will be cause for Contract termination.
If the Contractor fails to maintain and keep in force the insurance, if required, the City shall have the right to cancel or
terminate the Contract without notice.

24.

INDEMNIFICATION.
Contractor hereby agrees to indemnify, defend and hold harmless the City of Green Bay, its elected and appointed officials, officers,
employees, agents, representatives and volunteers, and each of them, from and against any and all suits, actions, legal or
administrative proceedings, claims, demands, damages, liabilities, interest, attorneys’ fees, costs and expenses of whatsoever kind
or nature in any manner directly or indirectly caused, occasioned, or contributed to in whole or in part or claimed to be caused,
occasioned, or contributed to in whole or in part, by reason of any act, omission, fault, or negligence, whether active or passive, of
Contractor or of anyone acting under its direction or control or on its behalf, even if liability is also sought to be imposed on City of
Green Bay, its elected and appointed officials, officers, employees, agents, representatives and volunteers. The obligation to
indemnify, defend and hold harmless the City of Green Bay, its elected and appointed officials, officers, employees, agents,
representatives and volunteers, and each of them, shall be applicable unless liability results from the sole negligence of the City of
Green Bay, its elected and appointed officials, officers, employees, agents, representatives and volunteers. Contractor shall reimburse
the City of Green Bay, its elected and appointed officials, officers, employees, agent or authorized representatives or volunteers for
any and all legal expenses and costs incurred by each of them in connection therewith or in enforcing the indemnity herein provided.
In the event that Contractor employs other persons, firms, corporations or entities (sub-contractor) as part of the work covered by this
Agreement, it shall be Contractor’s responsibility to require and confirm that each sub-contractor enters into an Indemnity Agreement
in favor of the City of Green Bay, its elected and appointed officials, officers, employees, agents, representatives and volunteers,
which is identical to this Indemnity Agreement. This indemnity provision shall survive the termination or expiration of this Agreement.

25.

LIMITATION OF LIABILITY
City will not be liable for any loss of use, interruption of business, lost profits, or any indirect, special, incidental, or consequential
damages of any kind regardless of the form of action whether in contract, tort (including negligence), strict product liability, or otherwise,
even if it has been advised of the possibility of such damages. In no event shall City’s aggregate liability under this agreement exceed
the fees paid to Contractor hereunder

26.
INSURANCE.
It is hereby agreed and understood that the insurance required by the City of Green Bay is primary coverage and that any insurance or self
insurance maintained by the City of Green Bay, its officers, council members, agents, employees or authorized volunteers will not contribute to
a loss. This insurance shall be written for not less than any limit of liability specified herein, or required by law, whichever is greater,
notwithstanding that the policy may have lower limits applying elsewhere in the policy. All applicable insurance and endorsements shall be in
full force and evidenced prior to commencing work and remain in force until the entire job is completed or the length of time that is specified in
the contract.
1. PROFESSIONAL LIABILITY (Errors and Omissions)
A.
Minimum Limits
(a) $1,000,000 each claim/$3,000,000 annual aggregate
(b) Any deductible not to exceed $25,000 each claim
B.
Must continue coverage for 3 years after final payment for service/job
2. GENERAL LIABILITY COVERAGE
A.
Commercial General Liability
(a) $1,000,000 general aggregate
(b) $1,000,000 products - completed operations aggregate
(c) $1,000,000 personal injury and advertising injury
(d) $1,000,000 each occurrence limit
B.
Claims made form of coverage is not acceptable.
C.
Insurance must include:
(a) Premises and Operations Liability
(b) Blanket Contractual Liability including coverage for the joint negligence of the City of Green Bay, its officers, council
members, agents, employees, authorized volunteers and the named insured
(c) Personal Injury
(d) Explosion, collapse and underground coverage
(e) Products/Completed Operations
(f) Independent Contractors
3. BUSINESS AUTOMOBILE COVERAGE
A.
Minimum Limits - $1,000,000 Combined Single Limit for Bodily Injury and Property Damage each accident
B.
Must cover liability for "Any Auto" - including Owned, Non-Owned and Hired Automobile Liability
4. WORKERS COMPENSATION AND EMPLOYERS LIABILITY
A.
Must carry coverage for Statutory Workers Compensation and Employers Liability minimum limit of:
$100,000 Each Accident; $500,000 Disease Policy Limit; $100,000 Disease - Each Employee
5. ADDITIONAL PROVISIONS
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* Additional Insured – On the General Liability Coverage, the City of Green Bay, and its officers, council members, agents, employees, and
authorized volunteers shall be “Additional Insureds.”
* Endorsement -The Additional Insured and Workers Compensation Subrogation Waiver policy endorsements must accompany the Certificate
of Insurance.
* Waiver of Workers Compensation Subrogation - The workers’ compensation policy is to be endorsed with a waiver of subrogation. The
insurance company, in its endorsement, agrees to waive all rights of subrogation against the City, its officers, officials, employees and volunteers
for losses paid under the terms of the policy that arises from the work performed by the named insured for or on behalf of the City of Green Bay.
* Notice - City of Green Bay requires written notice of cancellation.
* Acceptability of Insurers - No insurance required hereunder shall be carried with an insurer not authorized to do business in Wisconsin. The
City reserves the right to disapprove any insurance company. A minimum AM Best Rating of A-VII is required.
Proof of Insurance, Approval. The Contractor shall provide the City with certificate(s) of insurance showing the type, amount,
effective dates, and expiration dates of required policies prior to commencing work under this Contract. Contractor shall provide the
certificate(s) to the City’s representative upon execution of the Contract, or sooner, for approval by the City Risk Manager. If any of
the policies required above expire while this Contract is still in effect, Contractor shall provide renewal certificate(s) to the City for
approval. Certificate Holder language should be listed as follows:
City of Green Bay
ATTN: Purchasing Department, Room 101
100 North Jefferson St.
Green Bay, WI 54303
The Contractor shall provide copies of additional insured endorsements or insurance policies, if requested by the City Risk Manager.
The Contractor and/or Insurer shall give the City thirty (30) days advance written notice of cancellation, non-renewal or material
changes to any of the above-required policies during the term of this Contract.
27.

CONFIDENTIAL INFORMATION
Each party (on its behalf and on behalf of its subcontractors, employees or representatives, or agents of any kind) agrees to hold and
treat all confidential information of the other party, including, but not limited to, trade secrets, sales figures, employee and customer
information and any other information that the receiving party reasonably should know is confidential (“Confidential Information”) as
confidential and protect the Confidential Information with the same degree of care as each party uses to protect its own Confidential
Information of like nature.
Confidential Information does not include any information that (i) falls under Wisconsin Public Records Law (see section 28) at the
time of the disclosure or thereafter is lawfully obtained from publically available sources generally known by the public (other than as
a result of a disclosure by the receiving party or its representatives); (iii) is available to the receiving party on a non-confidential basis
from a source that is not and was not bound by a confidentiality agreement with respect to the Confidential Information; or (iv) has
been independently acquired or developed by the receiving party without violating its obligations under this Agreement or under any
federal or state law.

28.

OPEN RECORDS
Both parties understand that the City is bound by the Wisconsin Public Records Law, and as such, responses and contracts are
subject to and conditioned on the provisions of the law. Contractor acknowledges that it is obligated to assist the City in retaining and
producing records that are subject to Wisconsin Public Records Law, and that the failure to do so shall constitute a material breach of
the Contract, and that the Contractor must defend and hold the City harmless from liability under that law. Except as otherwise
authorized, those records shall be maintained for a period of seven (7) years after receipt of final payment under the Contract.

29.

OWNERSHIP OF CONTRACT PRODUCT.
All of the work product, including, but not limited to, documents, materials, files, reports, data, including magnetic tapes, disks of
computer-aided designs or other electronically stored data or information (the "Documents"), which the Contractor prepares pursuant
to the terms and conditions of this Contract are the sole property of the City. The Contractor will not publish any such materials or use
them for any research or publication, other than as expressly required or permitted by this Contract, without the prior written permission
of the City. The grant or denial of such permission shall be at the City's sole discretion.
The Contractor intends that the copyright to the Documents shall be owned by City, whether as author (as a Work Made For Hire), or
by assignment from Contractor to City. The parties expressly agree that the Documents shall be considered a Work Made For Hire
as defined by Title 17, United States Code, Section 101(2).
As further consideration for the City entering into this Contract, the Contractor hereby assigns to City all of the Contractor's rights, title,
interest and ownership in the Documents, including the right to procure the copyright therein and the right to secure any renewals,
reissues and extensions of any such copyright in any foreign country. The City shall be entitled to the sole and exclusive benefit of
the Documents, including the copyright thereto, and whenever required by the City, the Contractor shall at no additional compensation,
execute all documents of assignment of the full and exclusive benefit and copyright thereof to the City. Any subcontractors and other
independent Contractors who prepare portions of the Documents shall be required by the Contractor to execute an assignment of
ownership in favor of the City before commencing work.

.
30.

FORCE MAJEURE.
Neither party shall be in default by reason of any failure in performance of this contract in accordance with reasonable control and
without fault or negligence on their part. Such causes may include, but are not restricted to, acts of nature or the public enemy, acts
of the government in either its sovereign or contractual capacity, fires, floods, epidemics, quarantine restrictions, strikes, freight
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embargoes and unusually severe weather, but in every case the failure to perform such must be beyond the reasonable control and
without the fault or negligence of the party.
31.

AUTHORITY.
Contractor represents that it has the authority to enter into this Contract. If the Contractor is not an individual, the person signing on
behalf of the Contractor represents and warrants that he or she has been duly authorized to bind the Contractor and sign this
Contract on the Contractor’s behalf.

32.

COUNTERPARTS, ELECTRONIC DELIVERY.
This Contract may be signed in counterparts, each of which shall be taken together as a whole to comprise a single document.
Signatures on this Contract may be exchanged between the parties by facsimile, electronic scanned copy (.pdf) or similar
technology and shall be as valid as original. Executed copies or counterparts of this Contract may be delivered by facsimile or email
and upon receipt will be deemed original and binding upon the parties hereto, whether or not a hard copy is also delivered. Copies
of this Contract, fully executed, shall be as valid as an original.

SIGNATURE PAGE FOLLOWS
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IN WITNESS WHEREOF, the parties hereto have set their hands at Green Bay, Wisconsin.
CONTRACTOR:

(Type or Print Name of Contracting Entity)
By:
(Signature)

(Print Name and Title of Person Signing)
Date:

CITY OF GREEN BAY, WISCONSIN
a municipal corporation:

By:
Eric Genrich, Mayor
Date:
Approved:
By:
(Signature)

(Print Name and Title of Person Signing)
Date:

By:
(Signature)

(Print Name and Title of Person Signing)
Date:
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Election Voter Outreach Campaign
City of Green Bay Request for Proposal
#3277

KW2Madison.com
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SECTION 1
Agency Background

Thank you for your RFP regarding this very important topic. We understand the importance of Wisconsin citizens
knowing what they need to do in order to have their ballot submitted in a timely and accurate way. It’s also
important that we communicate to all Green Bay’s eligible voters that they have options and that they must act
now to contribute to a successful general election. KW2 and HVS are proud to partner on this project.

About KW2
Every day since 1986, we have worked in public information and education. From our first client, Wisconsin
Department of Transportation (WisDOT), for whom we were promoting safe driving practices, to one of our
current clients (DHS) for whom we’re communicating the benefits of a smoke-free environment, we know how to
talk to the citizens of Wisconsin, and how to bring about change.
After 34 years, this full-service agency brings experience and capabilities that are exactly what public information
and behavior change efforts require. We provide expert research, strategy, creative communications, media,
digital communications, and public relations for our clients all under one roof. Our decades of public information
and education strategies are effective because we are experts at matching our clients’ objectives with what their
audience truly values. We’re proud of the impact we have had on the citizens of Wisconsin, and we would be
honored to work on this project for The City of Green Bay.
KW2 is located in Madison, Wisconsin, and is a full-service marketing and communications firm, specializing in
producing work that is strategic, creative, and effective. Our core team of 25 members delivers digital marketing
and media services, web development, creative design, brand strategy and earned media. We have roughly 35
clients and our client mix is varied, but tends to fall into four major categories: public sector behavior change
marketing, education, health, and business services. Because of our public sector work, we must follow strict
codes of accountability and transparency, as we partner with clients to raise awareness, change behavior and help
the citizens of Wisconsin lead better lives.

About HVS
HVS Advertising Marketing is a Green Bay based advertising and public affairs firm. The HVS team are
experienced communicators who thoroughly understand and continue to shape the Midwest media landscape.
Flexible, adaptable and responsive describe the experienced team at HVS. Serving clients in the Midwest and
Canada, HVS Advertising Marketing is a proven, integrated communications agency dedicated to the marketing
success of their clients.
HVS’s expertise is in media planning and buying, as well as public relations and public involvement. The
HVS team assists its clients in defining their target audience and determining the most effective and efficient
way to reach them, with reports that are reader-friendly and transparent. The staff at HVS is experienced in
public outreach initiatives such organizing news conferences and satellite media tours, as well as implementing
stakeholder involvement programs for corporate or multi-modal transportation, planning, development and
construction projects.

4

KW2-HVS Partnership
In 2008, HVS entered into a strategic partnership with agency KW2. Owned by Jennifer Savino and
Andy Wallman, KW2 was awarded the contract for public outreach on the WisDOT Highway 41
Project. As the lead agency, KW2 worked with WisDOT staff to create the logo and branding for this
mega-project, as well as the project website, brochures, TV ad campaigns, social media management
and assorted other elements. HVS was brought in as a subcontractor to assist with public involvement
and public relations outreach as well as copywriting and design for a project newsletter and project brief
sheets. HVS is actively working on elements for the early stages of a new I-41 Project.
Together, HVS and KW2 specialize in work that is original, creative and effective. They know how to
develop communication tools that not only create an emotive connection to our clients’ brand stories,
but also work to support their business or organizational objectives. HVS brings Green Bay expertise
to the table and will be responsible for media planning, media outreach and execution. KW2 brings
extensive voter information and education experience and will be responsible for planning, content and
design, digital media planning and buying. Both agencies work seamlessly together and will provide
one key client contact. KW2 will be the contract lead, with HVS as a subcontracting partner.

Similar Project Experience
Since we opened our doors in 1986, we have developed work similar to what you’re requesting. Not
only is 70 percent of our current work public information and education, but we have worked with
over 120 non-profits over the years in our program called Goodstock. We have created campaigns and
marketing materials that are similar to some of the issues you address in this RFP. We know how to
move quickly, to pivot to changes in the conversation, and to be flexible as a communication partner.
KW2 competed in and won a competitive bid process in August 2019 for the Wisconsin Election
Commission (WEC) to develop an information and education campaign regarding election security.
After the COVID impact on the spring election, this work now includes voter information on absentee
voting in person and by mail, plus information regarding polling place safety. All of the campaign
assets, as well as content vetted by the WEC legal team would be made available to expedite timing to
market.
KW2 developed voter outreach materials including:
•
•
•
•
•
•

Six informational videos regarding the absentee voting process
25–30 social media posts
Six web banners directing voters to deeper content and instruction
Media fact sheets, Op-Ed pieces, media pitches and articles
Updated content for Myvote.wi.gov
Updated content for elections.wi.gov

KW2 also developed the “Bring it to the Ballot” voter ID campaign between 2012–2014 that is still
being utilized today. Our approach to all election material is to make communication clear, concise,
easy to read and understand, and can be utilized across election cycles.
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KW2 also designed the Myvote.wi.gov website (The Elections Commission runs the current website) and
provides updated voter information and revised copy/design based on usability testing.
HVS assisted with the design of communications vehicles to members in advance of the 2016 general election
for the Wisconsin Education Association Council (WEAC)-Region 3. The voting kit at the heart of the
campaign included:
•
•
•
•
•
•

An information sheet regarding the dos and don’ts of working on the election
Commitment cards
Talking points about the candidates
Posters, postcard and palm cards with information regarding early voting
Non-candidate voting reminder table tents for teacher lounges
Get Out The Vote (GOTV) activities and event

HVS also provided design services for the 2018 mid-term elections for the Champions of Green Bay Public
Schools. Champions of Green Bay Public Schools is the parent/community organization created to support,
promote and facilitate information to the community regarding the Green Bay Area Public Schools. One aspect of
Champions is community support for the Green Bay Area Public School District (GBAPS) referendum activities.
Champions is the community outreach arm for the last three successful GBAPS referenda. HVS assisted
Champions in the following ways:
• Worked with the Champions team on their strategic media/outreach plan for the past three GBAPS
referendums
• Created the logo and website
• Created all graphic materials: posters, flyers, materials in multiple languages (Spanish, Hmong), window
signs, billboards, and all handouts
• Created, produced and placed radio media
• Created, produced and placed digital media
• Helped develop and implement media outreach plan
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Your KW2/HVS Team
Jennifer Savino

Sam Hutchison/HVS

Title: Vice President/Co-Owner

Title: Agency Partner, Creative
and PR Director
Role on team: Strategic
Planning | Public Relations

Role on team: Planning,
account supervising,
message planning.
Experience: Jennifer supervises KW2 Account
Services employees and works closely with the
account team to oversee all initiatives. She also
contributes deep research, strategic messaging,
and providing clients with a solid foundation to
communicate powerful and effective communications.
Jennifer was involved in both the Bring it to
the Ballot campaign and the recent Voter Information
and Education campaign developed by WEC.

Experience: Sam grew up in broadcasting, studied
journalism and learned to write on deadline in the
newspaper business. He is responsible for day-to-day
operations of HVS with Doug Hutchison, and handles
strategic planning and public relations initiatives for
select clients, including the Wisconsin Department of
Transportation I-41 Project, the LPGA/Symetra Tour
Event at Sweetgrass and the All-Canada Show.

Doug Hutchison/HVS

Isabel Brinker/KW2

Title: Agency Partner, CFO,
Media Manager
Role on team: Broadcast Media
Planner-Buyer

Title: Associate Account
Manager
Role on team: Support on dayto-day account management

Experience: Doug knows the Green Bay media
landscape well and has years of experience planning
and placing media in this and other markets for local
and regional clients. An organized planner and skilled
negotiator, Doug is an excellent advocate for the
clients he represents, including Gandrud Auto Group,
the Island Resort & Casino, Sweetgrass Golf Club,
Sage Run Golf Club, Pine Mountain Resort and the
Four Seasons Island Resort.

Experience: Isabel works on a variety of higher
education and private sector clients, handling day-today project management and ensuring things run
on time and on budget. Some of her clients include
First Choice Dental, Wisconsin Public Television and
various UW-Madison colleges and departments.

Elizabeth Jones/KW2
Title: Associate Creative
Director & Copywriter
Role on team: Lead writer,
creative director
Experience: Creative team management, brand
stewardship, concept, content, and asset development.
She works on public information and education
campaigns every day and brings rare strategic and
creative strengths to everything she touches. She is the
lead writer on WEC and has spent the past 6 months
developing voter information.
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SECTION 2
Examples of Voter Outreach Campaigns

Our proven approach to public information and education marketing has shaped more than 100 government
and public health campaigns and improved the lives of millions. Here is a sampling of some of our current and
past clients:
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KW2 has developed voter information and education materials since 2012. The following shows work for WEC,
which will be shown to clerks across the state on Sept. 11.

Wisconsin Election Commission Voter Information and Education Campaign Examples
Social Posts
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the upcoming
General
Election?
upcoming
General
Election?
absentee
in person
or by mail.
ntee
ballot ballot
in person
or by mail.

te absentee
vote
absentee
te
absentee

General
Request
your absentee
ballot inElection!
the General
Election,
you
.wi.gov.
at myvote.wi.gov by October 14.
entee
the General
Election,
ballot ballot
in the in
General
Election,
you you
online
at myvote.wi.gov
by October
at myvote.wi.gov
by October
14. 14.

quest
o
vote your
online
ee
today
r vote
toballot
vote
online
o
online

ou vote absentee by mail. You’ll need
at elections.wi.gov.

Find your
allot witness first

2: Awareness

2: Awareness
2: Awareness

Want to vote absentee by mail this General Election? You don’t need
a reason to request an absentee ballot. Learn more!
Want
vote absentee
bythis
mail
this General
Election?
You need
don’t need
Want to
votetoabsentee
by mail
General
Election?
You don’t
a reason
to request
an absentee
a reason
to request
an absentee
ballot.ballot.
Learn Learn
more! more!

Vote absentee,
no Vote
reason
necessary
Vote
absentee,
absentee,
reason
necessary
no no
reason
necessary

3: Awareness

3: Awareness
3: Awareness

Every registered WI voter can request an absentee by mail ballot at
myvote.wi.gov. Act now to vote at home in the General Election.
registered
WI can
voterrequest
can request
an absentee
byballot
mail ballot
at
Every Every
registered
WI voter
an absentee
by mail
at
myvote.wi.gov.
Acttonow
at home
the General
Election.
myvote.wi.gov.
Act now
votetoatvote
home
in the in
General
Election.

Registered?
Vote by
absentee
ballot
Registered?
Registered?
Vote
absentee
ballot
Vote
by by
absentee
ballot

Unpaid Social Posts

Facebook / Twitter 1

8: Request
5: Register

5: Register
5: Register

Requesting
an absentee
at myvote.wi.gov?
Just confirm your
Want to
vote by absentee
ballotballot
this election?
Getting registered—
name andaaddress,
select
the Nov.
3 election, even
an ID.
even uploading
photo ID—is
simple
at myvote.wi.gov.
Actupload
by
Want
to
vote
by
absentee
ballot
this
election?
Getting
registered—
Want
to
vote
by
absentee
ballot
this
election?
Getting
registered—
October 14.
even uploading
a photo
at myvote.wi.gov.
even uploading
a photo
ID—isID—is
simplesimple
at myvote.wi.gov.
Act byAct by
October
October
14. 14.

GetGet
registered
to
an absentee
vote
by
absentee
ballot
ballot
inregistered
just a few
steps
Get
Get
registered
to to
vote
absentee
ballot
vote
by by
absentee
ballot

Facebook / Twitter 2

doesn’t matter whether the race is tight or looks like a landslide,
9:It Request
6: Register

valid absentee votes are always counted on Election Day. Find out

6:how
Register
Wisconsin election security helps deliver results you can count
6: Register

Don’t
untilregistered
the October
29 deadline
to request
General
Are you
you’re
to vote?
Check your
status your
at myvote.
onsure
at wait
elections.wi.gov/2020.
absentee ballot.
is easier!
myvote.wi.gov
wi.gov.Election
Online registration
for theEarlier
General
ElectionVisit
ends
October 14. now.
Are
youyou’re
sure you’re
registered
to vote?
your status
at myvote.
Are you
sure
registered
to vote?
CheckCheck
your status
at myvote.
registration
the General
Election
ends October
wi.gov.wi.gov.
OnlineOnline
registration
for thefor
General
Election
ends October
14. 14.

No matter how your vote is cast, Wis
that can be verified by hand. Find ou
local elections more secure at electio

Absentee votes always count.

There’s a pape

Voting
absentee
Voting?
by mail?
Earlier
is easier
Register
online
by October
14
Voting?
Voting?
Register
online
October
Register
online
by by
October
14 14

Unpaid Social Posts

Facebook / Twitter 1

11: How To

It doesn’t matter whether the race is tight or looks like a landslide,
valid absentee votes are always counted on Election Day. Find out
Voting absentee by mail? Read the instructions, go slowly, and use a
how Wisconsin election security helps deliver results you can count
pen to make clear marks. Learn more at elections.wi.gov.
on at elections.wi.gov/2020.

Absentee votes always count.

Fill out your
absentee ballot with care

Facebook
/ Twitter
2
Facebook
/ Twitter
3

1
Facebook
/ Twitter 4
1

12: How To

No matter
how your
vote is cast,
requires
a paper
A powerful
statewide
voterWisconsin
database helps
local
clerks record
ensure
that can
be verified
by ballot
hand. per
Findvoter,
out how
Wisconsin
there’s
just one
so people
don’tmakes
vote byyour
absentee
If you change your mind or make a mistake while voting absentee by
local elections
more
secure
ballot and
at the
pollsat
in elections.wi.gov/2020.
the same election. Get the facts on Wisconmail, contact your municipal clerk’s office. They can help.
sin election security at elections.wi.gov/2020.

1

In Wisconsin, only registered voters
To make sure only eligible voters rec
clerks get alerted when voters pass a
Learn more at elections.wi.gov/2020

There’s
paper
record.
Justaone
ballot
per voter.

Absentee vote

Voting absentee
by mail? Your clerk can help

CLE RK

Facebook / Twitter 3
A powerful statewide voter database helps local clerks ensure
there’s just one ballot per voter, so people don’t vote by absentee
ballot and at the polls in the same election. Get the facts on Wisconsin election security at elections.wi.gov/2020.

Facebook / Twitter 4
WEC - AV Phase 2
In Wisconsin, only registered voters can request an absentee ballot.
To make sure only eligible voters receive absentee ballots, local
clerks get alerted when voters pass away or become ineligible.
Learn more at elections.wi.gov/2020.

2

10

mation—Website
ebsite
Banners Banners
mation—Website
Banners

e

Website Banners

S E C URE VOTNEE
I N G ,DBY
A IL
OR N
AT
O LL
S . BY MA IL?
H EM
LP
VOTI
G THE
ABS P
EN
TEE
NG every
BY ABSENTEE
BALLOT
? REGISTER
more
See how VOTI
WI protects
of vote.
Don’t wait
Get type
absentee
ballotLearn
info and
tips.
Register to vote online by Oct. 14

90

FIRST!

Register online

728x90
728x90

formation—Website Banners

SEC URE N E E D

ecurity

VOTVOTI
I N G BY
N G , HBY
E L P VOT I N G
ABSENTEE
M
AI
L
OR
AT
SECURE
ABSENTEE
BAL LOT ?
LP
P OLBY
L S .M A I L?
R E GTH
I STEE R
VOT I NN
GE
, E D HE
H OW DOE S W I SC ON SI N DESee
LIVER
AC C U R ATE ELEC TIO NS ?
how
WI protects Get absentee ballot
VOT
I
N
G
F
I
R
ST
!
SECURE
N E Eevery
D type of vote.
BY MWEC
A 9743
IL
WEC 9743

info and tips.

How to Get
One
Get
security
H E election
LLearn
P more
GetB
OneS E N
VOT
I NVOTING
G the
BYfacts, on Wisconsin
TE
E
O R ATHowTtoA
H
E
VOT I N G
A B S EBY
N T EMA
E IL
BY
M ABA
I L?
AT
P O L L S728x90
.
LOR
LOT
? THE A B S E N T E E

Learn more

Register to vote online
by Oct. 14

Don’t wait

Register online

See how
WI protects every
type of vote.
Learn more

POLL
R E G I ST
ER S.
Get absentee
! how
ballot infoF I R ST
See
and tips.
WI protects
Register
to
every type
vote online
Don’t wait
by Oct. of
14vote.
Learn more
Register
online

91
91

BY 300x250
M A I L?
ballot info
and tips.

H OW D O E S

Voting
absentee
W Iby
SC
O N Sballot?
IN
Don’t wait
Register
D E Lonline!
I V E RAct by Oct. 14
10
29
10
29

AC C U R AT E
ELECTIONS?

Mobile

H OW D O E S
WI SCO N SI N
D E L I VE R
Information—Educational
ACCURATVideos
E
Information—Educational
Videos
E L E CT I O N S?

600

or drop it off at their clerk’s office
300x600
or drop it off at their clerk’s office
9
Videos
9

Learn more

NEXT,
NEXT, CHOO
CHOO

NO
NO R
R

300x250

See how Wisconsin delivers
accurate elections.

Get the facts

13
14
6Video
2: How to Obtain an Absentee Ballot
13 Mobile
14
6Video
2: How to Obtain an Absentee Ballot

WISCONSIN
WORKS
WEC
9743
WISCONSIN
WORKS
WEC
9743
Mobile
Ensuring
it’s
TO
SURE
Ensuring
it’s Accurate
Accurate
TO MAKE
MAKE
SURE
IT’S
SECURE.
IT’S SECURE.

Look
inside
packet.
find anballot.
absentee ballot for the
You
don’t
need
reason
to You
voteshould
by
absentee
WI:
How
can your
Ia
get
an absentee
ballot?
Look
inside
packet.
find anballot.
absentee ballot for the
You
don’t
need
reason
to You
voteshould
by
absentee
WI:
How
can your
Ia
get
an absentee
ballot?
upcoming election, a voting instructions sheet, and a postage-paid
upcoming election, a voting instructions sheet, and a postage-paid
ballot certificate envelope for returning your ballot.
ballot certificate envelope for returning your ballot.
11
11

Got everything?
Great.
Every
registered
Wisconsi
Here’s
how it’s done.
EligT
Got everything?
Great.
Every
registered
Wisconsi
Here’s
how it’s done.
EligT
who can
you o
regardless
ofcast
theirthat
health
person
canverify
an
absen
who can
you o
regardless
ofcast
theirthat
health
person
canverify
an
absen
a neighbor. Choose a U
a neighbor. Choose a U
12
12

15
714
Video 3: How to Fill out Your Absentee Ballot
15
714
Video 3: How to Fill out Your Absentee Ballot

16
815
16
815

WISCONSIN
WISCONSIN WORKS
WORKS
TO
TO MAKE
MAKE SURE
SURE
IT’S
SECURE.
IT’S SECURE.

17

16

that already has your local municipal clerk’s address on it.
that already has your local municipal clerk’s address on it.

You don’t even need stamps; the postage has already been paid.
You don’t even need stamps; the postage has already been paid.

Mailing in your ballot is convenient,
Mailing in your ballot is convenient,
Onceare
your
witness
is
ready,
take
a look
at ballot
your
ballot.
Read
thevote
AThere
powerful
statewide
database
tracks
every
to ensure
one
many
ways
to
get registered.
One
option?
Registering
to
Onceare
your
witness
is
ready,
take
a look
at ballot
your
ballot.
Read
thevote
AThere
powerful
statewide
database
tracks
every
to ensure
one
many
ways
to
get registered.
One
option?
Registering
to
instructions
and fill your ballot out slowly, step by step.
per
voter.
vote
online atcarefully,
myvote.wi.gov.
instructions
and fill your ballot out slowly, step by step.
per
voter.
vote
online atcarefully,
myvote.wi.gov.

1
13
10
Video
4: Options for Turning In Your Absentee Ballot
1
13
10
Video
4: Options for Turning In Your Absentee Ballot

Your
witness
see
who
for.
That’s
private.
They
can
Absentee
voters
must
registered
to vote
vote,
like
everyone
And
But
before
youshouldn’t
can
dobe
either,
you you
have
to be
registered
toelse.
vote
Voter
Your
witness
see
who
for.
That’s
private.
They
can
Absentee
voters
must
registered
to vote
vote,
like
everyone
And
But
before
youshouldn’t
can
dobe
either,
you you
have
to be
registered
toelse.
vote
Voter
verify
your ensures
vote
at averified
distance—like
across
theinroom,
through
a
that
information
gets
before who
afrom
voter
can receive
absentee
registration
that
everyone
participates
atheir
Wisconsin
verify
your ensures
vote
at averified
distance—like
across
theinroom,
through
a
that
information
gets
before who
afrom
voter
can receive
absentee
registration
that
everyone
participates
atheir
Wisconsin
window,
at
a
drive-thru,
or
even
over
video
chat—as
long
as
they
are
ballot.
election
isateligible
to vote..
window,is
a drive-thru,
or even over video chat—as long as they are
ballot.
election
eligible
to vote..
able to sign your ballot certificate themselves once it’s complete.
able
to5:
sign
your ballotAbsentee
certificate themselves
once it’s complete.
2
14
11
Video
Counting
Ballots
2
14
11
Video
5: Counting Absentee Ballots

160x600
Of
Wisconsin
takesyou’ll
manyneed
measures
to make
voting
Tocourse,
vote absentee
by mail,
to
request
a ballot
so by
oneabsencan
Of
Wisconsin
takesyou’ll
manyneed
measures
to make
voting
Tocourse,
vote absentee
by mail,
to request
a ballot
so by
oneabsencan
tee
be ballot
sent tosecure.
you.
tee
be ballot
sent tosecure.
you.

NE
NE BALLOT
BALLOT

r database that helps
r database that helps

10
10

12
411
12
411

HERE
HERE

asking…
asking…

13
5
Secure voting,
by
mailis
help
voting
absentee
Video
1: Get
What
Voting
by Absentee?
13
5
Video
1: What is Voting by Absentee?
more
or the polls. Learnby
mail. Get tips

e

Learn moreVOTE
VOTE

Get the facts
on Wisconsin
orAspolling
placegets
on election
day.
Wisconsin
ready for
the upcoming election, people are
160x600
orAspolling
placegets
on election
day.
Wisconsin
ready for
the upcoming election, people are
election security160x600

160x600

11
310
11
310

CHECK
CHECK YOUR
YOUR PACKET
PACKET
FOR
THE
ITEMS
YOU
FOR THE
ITEMSCAN
YOU NEED.
NEED.
ANYONE
ANYONE CAN REQUEST
REQUEST
AN
ABSENTEE
AN ABSENTEE BALLOT,
BALLOT,

Get the facts on Wisconsin
election security

CLERK
CLERK

Voter
Voter

300x250

300x250
Get absentee

YOU
YOU CAN
CAN
DROP IT
DROP
IT OFF
OFF

AT
AT YOUR
YOUR CLERK’S
CLERK’S
OFFICE.
OFFICE.

YOU
YOU CAN
CAN
DROP IT
DROP
IT OFF
OFF

+
+1
1

HOW
AT
HOW CAN
CAN WE
WE BE
BE SURE
SURE
AT YOUR
YOUR CLERK’S
CLERK’S
WISCONSIN’S
OFFICE.
WISCONSIN’S ELECTION
ELECTION
OFFICE.
myvote.wi.gov
RESULTS ARE
ARE ACCURATE?
myvote.wi.gov
RESULTS
ACCURATE?

C L ER K
C L ER K

https://tinyurl.com/fillingitout

3Video 6: Ensuring Ballots are Counted Accurately
15
12
3Video 6: Ensuring Ballots are Counted Accurately
15
12

14

WISCONSIN
WISCONSIN W
W
TO
TO MAKE
MAKE SUR
SUR
IT’S
SECURE.
IT’S SECURE.

but it’s important to do it e
but it’s important to do it e
at least one full week befo
atEven
least
one
full
week
Write
and
usebefo
ap
Plus,
every
iffirmly,
youvalid
think
you’re
Write
andabsentee
use a re
p
Plus,
every
absentee
Even
iffirmly,
youvalid
think
you’re
re
sides
how
tight
the of
race
is.ballot
Ifboth
your
name
oryour
address
h
sides
how
tight
the of
race
is.balloth
Ifboth
your
name
oryour
address
need to update your vote
need to update your vote
ballot. You can do it all at
4
16
ballot.
You can do it all at
164

WISCONSIN
WISCONSIN E
E
TAKE
IT
ONE
TAKE
IT TO
TO YO
YO
ONE BALLOT
BALLOT
ON
ELECTION
ON
ELECTION
20

TAKE
TAKE IT
IT TO
TO YOUR
YOUR POLLING
POLLING PLACE
PLACE
CLER K
ON
ELECTION
DAY.
CLER K
ON ELECTION DAY.
C LE R K
C LE R K

SEARCH FOR MY
MUNICIPAL
CLERK
SEARCH FOR
MY
MUNICIPAL CLERK

VOTE
VOTE
HERE
HERE

Find My Clerk
Find My Clerk

Wisconsin
gets
ready
the
upcoming
election,
people
are
ItAs
helps
ensure
there’s
just
one
ballot
for every
registered
voter,
You
can
drop
your
ballot
off for
in its
completed
certificate
envelop
at
Wisconsin
gets
ready
the
upcoming
election,
people
are
ItAs
helps
ensure
there’s
just
one
ballot
for every
registered
voter,
You
can
drop
your
ballot
off for
in its
completed
certificate
envelop
at
asking…
preventing
individuals
from through
voting byElection
absentee
ballot
their
your
municipal
clerk’s office
Day,
too.and
Not at
sure
when
asking…
preventing
individuals
from through
voting byElection
absentee
ballot
their
your
municipal
clerk’s office
Day,
too.and
Not at
sure
when
pollingopen?
place in the same election.
they’re
pollingopen?
place in the same election.
they’re
5
14
5
14

How
can ballots
we be sure
Wisconsin’s
election
arestored
accurate?
Absentee
are
andresults
securely
until
Visit
myvote.wi.gov
to carefully
find
your collected
clerk’s
contact
information.
How
can ballots
we be sure
Wisconsin’s
election
arestored
accurate?
Absentee
are
andresults
securely
until
Visit
myvote.wi.gov
to carefully
find
your collected
clerk’s
contact
information.
Especially
election
day,with so many people voting by absentee ballot this year?
Especially
election
day,with so many people voting by absentee ballot this year?

https://tinyurl.com/countingthem

6
15
6
15

THERE’S
THERE’S A
A PAPER
PAPER
RECORD
RECORD FOR
FOR EVERY
EVERY VOTE
VOTE
IN WISCONSIN.
WISCONSIN.
IN

THERE’S
THERE’S A
A PAPER
PAPER
ALL
MACHINES
RECORD
FOR
EVERY
ALL VOTING
VOTING
RECORD
FORMACHINES
EVERY VOTE
VOTE
ARE
TESTED
IN
WISCONSIN.
ARE
TESTED
IN
WISCONSIN.
AND
AND CERTIFIED.
CERTIFIED.

It doesn’t
matter
vote
is cast.
In Wisconsin,
our
when
they’re
transported
to always
local
polling
places
or, in
some
And,
if you
need
to,how
you acan
take
your
ballot
in
itselection
completed
It doesn’t
matter
vote
is cast.
In Wisconsin,
our
when
they’re
transported
to always
local
polling
places
or, in
some
And,
if you
need
to,how
you acan
take
your
ballot
in
itselection
completed
officials envelop
use of
mix
technology,
highly-trained
people,
andDay.
practical
communities,
a central
counting
facility.
certificate
to of
your
assigned
polling place on
Election
officials envelop
use of
mix
technology,
highly-trained
people,
andDay.
practical
communities,
a central
counting
facility.
certificate
to of
your
assigned
polling place on
Election
safeguards to protect against errors, fraud and interference—and to
safeguards to protect against errors, fraud and interference—and to
make sure that every valid ballot, in every community, gets counted
make sure that every valid ballot, in every community, gets counted
correctly.
correctly.
7
16
7
16

TRAINED
TRAINED LOCAL
LOCAL ELECTION
ELECTION
ALL
ALL
VOTING
VOTING
ALL
ALL
VOTING
VOTING OFFICIALS
OFFICIALS OVERSEE
OVERSEE THE
THE VOTING.
VOTING.
MACHINES
MACHINES
ARE
ARE
TESTED
TESTED
MACHINES
MACHINES
ARE
ARE
TESTED
TESTED
AND
AND
CERTIFIED.
CERTIFIED.
AND
AND
CERTIFIED.
CERTIFIED.

TAMPER
TAMPER
SAFE
SAFE

Theyour
firstpolling
step? Keeping
Find
place in j
Theyour
firstpolling
step? Keeping
Find
place in j
records. Officials are ale
records. Officials are ale
powerful statewide vote
powerful statewide vote
helping to ensure only o
helping to ensure only o
8
8

11
25
25

THERE’S
THERE’S A
AP
P
FOR
FOR EVERY
EVERY

Bring it to The Ballot
Print Ad

Poster

WISCONSIN
DRIVER LICENSE

MILITARY

WISCONSIN
DRIVER LICENSE

BEFORE YOU PICK
A CANDIDATE,
PICK A CARD.

SPEAK UP.
BUT FIRST, SAY CHEESE.
Now you need an acceptable photo
ID to vote in Wisconsin. Most people
already have one. If you don’t, head to
the Division of Motor Vehicles for a
free Wisconsin state ID. Just bring proof
of name and date of birth, Wisconsin
residency, US citizenship and proof of
identity. Get your free ID today, and
remember to bring it when you vote.

DMV

Now you need to show an acceptable photo

WHITE DOTTED OUTLINE

ID—like a Wisconsin driver license, military
ID, or free Wisconsin state ID card—before
casting a ballot in the next election. There are
WISCONSIN
DRIVER LICENSE

other forms of ID you can use. Pick yours, and
MILITARY

WISCONSIN
DRIVER LICENSE

THIN RULE

remember to bring it when you vote.
DMV

WHITE DOTTED OUTLINE

WISCONSIN
DRIVER LICENSE

WISCONSIN
DRIVER LICENSE

IDS

BRING IT

PASSPORT
DRIVER LICENSE

ENROLLED

REC

MILITARY

DMV

DMV

THIN RULE

TO T H E

WHITE DOTTED OUTLINE

BALLOT

SOCI

WISCONSIN

IDS

DRIVER LICENSE

MILITARY

MARRIAGE CERTIFICATE
BILL

$

PAY STUB

PASSPORT

DRIVER LICENSE

UNIVERSITY

WISCONSIN

DRIVER LICENSE

TRIBAL ID

WISCONSIN

ID

$

ENROLLED

DRIVER LICENSE

RECEIPT

MILITARY

DRIVER LICENSE

MILITARY

WISCONSIN

DRIVER LICENSE

A L S EC U R I T Y

DOCUMENTS

WISCONSIN

WISCONSIN

WISCONSIN

WISCONSIN

MILITARY

DRIVER LICENSE

WISCONSIN

WISCONSIN

TRIBAL ID

ID

WISCONSIN

DRIVER LICENSE

WHITE DOTTED OUTLINE

UNIVERSITY

WISCONSIN

DRIVER LICENSE

THIN RULE

THIN RULE

For DMV locations and a list of documents you can use, BRINGIT.WISCONSIN.GOV | 1.866.VOTE.WIS
PASSPORT
WISCONSIN
Sponsored by the Wisconsin Elections
Commission

WISCONSIN
WISCONSIN

DRIVER LICENSE

WISCONSIN

DRIVER LICENSE

IDS

SOCI

MILITARY

DRIVER LICENSE

A L S EC U R I T Y

DRIVER LICENSE

WISCONSIN
DOCUMENTS

ID

IDS

PASSPORT

TRIBAL ID

MARRIAGE
CERTIFICATE
UNIVERSITY
WISCONSIN

TRIBAL
ID
ENROLLED

WISCONSIN

UNIVERSITY

DRIVER LICENSE

ID

BILL

MILITARY

+

$

PAY STUB

RECEIPT

WISCONSIN
DRIVER LICENSE

ENROLLED

MILITARY
DISCHAR
GE

CERTIFICATE
OF CITIZENSHIP

RECEIPT

$

BRING IT
TO T H E

Online Ads

SOCI

DOCUMENTS

A L S EC U R I T Y

MARRIAGE CERTIFICATE
DOCUMENTS

SOCI

A L S EC U R I T Y

MARRIAGE CERTIFICATE
BILL

$

PAY STUB

$BILL

$

PAY STUB

CERTIFICATE
OF CITIZENSHIP

$

BALLOT

MILITARY
DISCHAR
GE CERTIFICATE
OF CITIZENSHIP

MILITARY
DISCHAR
GE

CERTIFICATE
OF NATURALIZATION

ENROLLE

BIRTH CERTIFICATE

BIRTH CERTIFICATE

To find out if your ID will work at the polls, BRINGIT.WISCONSIN.GOV | 1.866.VOTE.WIS
Sponsored by the Wisconsin Elections Commission

Palm Card
A L S EC U R I T Y
SOCI

WISCONSIN
DRIVER LICENSE

PASSPORT

SPEAK UP.
BUT FIRST,
SAY CHEESE.
Most people already have the photo ID
they need to vote in the next election. If
you don’t, get a Wisconsin state ID card
for free at your nearby Division of Motor
Vehicles. You just need a few papers,
like a certified birth certificate, Social
Security card and a utility bill. There are
several different documents you can use.
So get your free ID today and remember

BILL

to bring it when you vote.

$

BRING IT
TO THE

BALLOT
For DMV locations and a complete list of documents, BRINGIT.WISCONSIN.GOV | 1.866.VOTE.WIS
Sponsored by the Wisconsin Elections Commission

Bus King

SOCI

A L S EC U R I T Y

12

MyVote

13

SECTION 3
Our Approach

Various studies have shown that people need to see a message six to seven times in a variety of ways before they
are moved into action. Different age groups receive information in different ways. To move the various citizen
groups to action, KW2-HVS propose to access a unique mix of media formats to reach the target audience(s)
and deliver the message multiple times to get as many eligible voters as possible with correct information to the
voting process this election and to access their ballot correctly on or before Nov. 3, 2020, in the safest and most
efficient manner.
In our planning process, we will make recommendations to all of these items and provide multiple budget levels.
We do know we’ll be competing with election media supply, so media cost would be higher than other times of
the year. We are accustomed to working with all budget levels, and making the most effective and efficient buys
possible. We show options of budget levels, and results from those budget levels, so that we can work with the
funds allocated and everyone is aware of what that budget level delivers.
We will follow the format presented in the RFP:
Task 1—Kickoff meeting
Task 2—Formulate a voter outreach program
Task 3—Enact the outreach program
Task 4—Wrap up and evaluate

Recommendations
The following are preliminary recommendations. These may change once we have a client kickoff meeting to
solidify the goals, strategy, audience and desired timing. We envision creating new material, however, we do have
access to the WEC voter campaign information that has content already vetted by the WEC team, which will help
in getting information to voters more quickly.

Direct Mail
Direct mail provides a tangible, viewable communication piece that voters can refer to repeatedly for the
information necessary for them to participate in the voting process. These pieces can be used to redirect people
who like to use online services to websites but it will also deliver information to voters uncomfortable with
electronic media. The audience of eligible and registered voters is defined, and it makes sense to reach out to each
of them directly via mail.
Timing may make this problematic or impossible. We have a short window in which to create the direct mailer
and have it approved, and the mail fulfillment providers as well as USPS will be inundated with a deluge of
election campaign mail pieces. That said, we have included two postcard mailings in the plan, knowing that one or
both of the mailings could be scrubbed if we run out of time.
The first postcard would be delivered to eligible voters (assuming we are able to access this list) who are not
already registered to vote (approximately 19,000 as of this writing), arriving in homes by Monday, Oct. 12. It
would alert voters to the deadline date of Oct. 14 as the last day to register to vote by mail. It would also have
other voting information and available resources for help.
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The second postcard would be delivered to all eligible voters a week later (Monday, Oct. 19). This is just
before the 20th, which is the first day municipal clerks can offer in-person absentee voting in their office or
satellite location. This piece would be more targeted to the locations for voting and the specifics of contacting
those offices.

Public Relations
The public relations efforts are a key component of our campaign. HVS has a longstanding working relationship
with the media outlets in Green Bay, and we know local news organizations are committed to covering the lead-up
to the election and Election Day itself. We will facilitate the flow of accurate information from the city of Green
Bay as well as other trusted partners and Wisconsin election officials. These relationships will be used to create
the best possible media partnerships for the Wisconsin Safe Voting Plan to deliver accurate, timely and important
information to the voters of Green Bay. We would begin immediately upon contract signing to research and write
copy and talking points.
Media outreach would begin around Oct. 1, when we invite local news organizations to a kickoff press event, on
or around Oct. 7. The press event will allow us to call attention to the outreach that the Wisconsin Safe Voting Plan
grant has enabled, and afford the opportunity to explain to local media outlets what is planned and how they can
benefit from the information provided.
Copy and talking points would be built around a “Countdown to a Safe Election Day,” with specific copy and
talking points for each day. This could be the basis of the social media and digital creative, as well as material for
the daily coverage of election activities. For example, we may call out Oct. 12 as 22 days out from the election,
which also marks Indigenous Peoples Day. Perhaps we would highlight what the Oneida Nation has planned for
the election (some tribal members live within Green Bay city limits). Or it may be Oct. 14, which is 20 days out
from the election, and the last chance to register to vote by mail. We will have something specific for every day
from when the campaign starts until Election Day.
We will look for and take advantage of opportunities to have an election spokesperson in the media delivering the
message. HVS’s campaign staff will create, pitch and coordinate these media activities.

Digital Media
With our truncated timeline, the immediacy of social media and digital advertising will be a key channel for us
to deliver the campaign messages. Once we have budget parameters from our planning section, we will provide
detailed digital media recommendations. We also recommend utilizing “owned” social media spaces from the
Clerk’s office and the Mayor’s office, if available. We will create assets that can be used for owned and paid media.
Initially we are recommending placing ads in the following channels, budget dependent:
Social media ads
• Facebook (in-feed ads)
• Instagram (story ads)
• Pinterest (promoted pins)
Local news online display
Streaming audio
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Social ads perform best when telling a story and providing relevant information to the intended audience. The
ads are in a format that the audience viewing them is highly familiar with and tends to engage with. Recall of ads
on Facebook and Instagram is higher than other platforms, and millennial audiences are among the most highly
engaged audience segments on Pinterest.
Online display adds cost-efficient reach and broad appeal awareness. Online display ads are highly cost-efficient,
and with local news and voting content we will be able to reach a majority of eligible voters. News programming
display ads will align with highly relevant and engaging content to encourage voters to learn more when they are
already in that mindset.
KW2 recommends purchasing streaming audio ads on podcasts and music content via top streaming audio
publishers. Streaming audio ads function as a digital alternative to supplement more costly terrestrial radio ads.
Streaming audio use is most prevalent among younger adult audiences, and older millennials (30+) over index
for podcast listenership. Spotify, Pandora and iHeart streaming audio platforms reach more than 90 percent of
millennials nationwide. Although engagement with ads is not expected, the streaming audio audience is highly
tuned-in to the content they are listening to.

Radio Advertising
Radio advertising will also be an important channel to deliver key messages about voting in Green Bay.
Additionally, radio spots will be created using local personalities/community leaders encouraging people to act
quickly to make their vote count seamlessly. This is an effective means to reach diverse communities within
Green Bay with high credibility. Although it is part of the PR campaign, there will be opportunities for Wisconsin
Safe Voting Plan spokespeople to be interviewed on radio stations throughout the campaign.
We suggest a campaign that starts on Oct. 5 and runs through Nov. 3. We would create 30/60-second radio ads that
would run on the radio stations with the highest 18+ audience totals in the Green Bay Metro area. The message
would change at key milestone dates during the campaign:
• October 14: Last chance to register to vote by mail.
• October 15–November 1—During this closed registration period, voters must register to vote in their
municipal clerk’s office or at a satellite voting location run by their municipal clerk.
• October 20: First day municipal clerks can offer in-person absentee voting in their office or
satellite location.
• Prior to November 3—Know your polling location.
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All radio ads would drive home the message informing people to how to safely vote while providing guidance on
where they can get their detailed questions answered.
Radio stations we propose to include in this campaign are:
Call letter

Frequency

Format

WIXX

FM 101.1

Contemporary Hits

WNCY

FM 100.3 (Y-100)

Country

WAPL

FM 105.7 (Rockin’ Apple)

Rock

WTAQ

AM 1360 / FM 97.5

News/Talk/Info

WKSZ

FM 95.9 (KISS-FM)

Contemporary Hits

WOGB

FM 103.1

Classic Hits

WQLH

FM 98.5 (Star 98)

Hot Adult Contemporary

Outdoor (billboard) Advertising
We like the immediacy of outdoor billboards, and the creative flexibility and shorter production times with
electronic billboards. This would be dependent on budget and availability of inventory.

Posters
Printed posters would show the voting locations and the deadlines for all of the safe voting options. These posters
would be available throughout the city. These posters would also be available electronically for the Public Library
system and other companies and corporations to post in their businesses and put on their websites and company
Facebook pages. HVS would work with the Green Bay Chamber of Commerce to contact all of the businesses
and neighborhood organizations for distribution of these materials. Printed posters would also be created for all
of the public and private high school buildings and colleges in the Green Bay metro area along with a plan for
distribution of information regarding voter registration for 18-year-old students. HVS would work with voter
registration groups on these opportunities.
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Timing
We are basing our timing on key election dates (posted by WEC); however, we will do everything in our power to
develop work quickly so that voters can act as soon as possible. We want to build our media timing with these key
election dates in mind. We will work out a confirmed timing strategy with the Green Bay Clerk’s office.
September 17—Deadline for Wisconsin’s city, village and town clerks to mail absentee ballots for November 3 to
registered voters with requests on file.
October 5—Tentative advertising start date.
October 7—Tentative date for campaign kickoff press event.
October 14—Last chance to register to vote by mail or online.
October 15–November 1—During this closed registration period, voters must register to vote in their municipal
clerk’s office or at a satellite voting location run by their municipal clerk.
October 20—First day municipal clerks can offer in-person absentee voting in their office or satellite location.
October 27—Practical deadline for voters to return their mail absentee ballots to their clerk’s office. USPS
recommends allowing 1 week for a ballot to be delivered to a clerk’s office. After this date, voters are
recommended to find other options for returning their absentee ballots (i.e. deliver to clerk’s office, secure drop
box if provided, or bringing it to assigned polling place/central absentee counting location by 8pm on Election
Day). We are recommending 2–3 weeks prior preferred.
October 29—Legal deadline for most voters to request an absentee ballot by mail (regular and permanent
overseas voters). Officials say it’s unrealistic for any voter to wait this late to request an absentee ballot and
expect to receive it in time to return by Election Day.
October 30—Deadline to request absentee ballot by mail for those indefinitely confined.
October 30—Final day to register to vote at your municipal clerk’s office.
November 1—Last day clerks can offer in-person absentee voting in their office/satellite location. Most clerks
only offer absentee voting in their office until Friday, Oct. 30. Office hours vary.
November 3—Election Day. Voters returning an absentee ballot to their assigned polling place/absentee central
counting location must get it there by 8 pm.

Evaluation
We value data collection because it allows us to learn in nearly real time how a campaign is performing, and it
gives us the tools we need to prove efficacy and efficiency to our clients. We understand the importance of data
when it comes to state and federal taxpayers’ dollars and state funding.
We know from the RFP that data gathering is important, but we will also work with your team to determine
measurable factors, like social media mentions and activity and general qualitative feedback from local
election workers.
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To supplement the quantitative data, KW2 anticipates gathering the following data for this effort:
• Website visits, pages visited and time on-site for all relevant websites managed. We will work with your
team to determine what goals are relevant in terms of website behavior.
• Banner ad clicks, with specific data tracking the source (the website), specific creative elements and
impressions earned. We will use industry benchmarks to determine KPIs.
• Paid search click-through rate and CPIs
• Online video impressions, full-video views and clicks (if video is utilized)
• Online radio impressions and clicks
• Social media follower changes over time, likes, comments, shares (re-tweets, etc.) and reach/impressions
for both paid and unpaid efforts
• Impressions, clicks and rankings for any paid search efforts
• Number of community organizations reached and level of communication through each group
• Earned media placements, in terms of impressions and message
• Intended audience reach, frequency, impressions
• Social media monitoring reports
In addition, KW2/HVS will provide insights and recommendations whenever such data reports are requested. Our
team’s greatest value is in the insight we put into our data reports, and the positive change that can come from
learning from past data. We see the measurement of any campaign as an ongoing process; we measure, adjust,
measure and adjust in order to provide the most effective tactics to reach our intended audiences.
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SECTION 4
Required Paperwork

Presidential Election Voter Outreach Campaign RFP #3277
RFP Issued August 25th, 2020. Vendor Responses Due September 11th, 2020

Key Scorning Areas
Organizational Capabilities
Staff Qualifications
Proposal Requirements
References
Price
Total score:

Possible
Points
30
25
15
10
20
100

KW2/HVS
Advertising
30
23
13
10
20
96

National
CineMedia
5
5
1
10
19.99
40.99

I:\DeptData\Finance\Purchase\QUOTE SUMMARIES\2020\#3277 Voter Outreach Campaign\RFP #3277 Score Tabulation

2020-09-24 CTCL supporting doc
From: Tiana Epps-Johnson [mailto:tiana@techandciviclife.org]
Sent: Monday, September 14, 2020 6:02 PM
To: Kris Teske <Kris.Teske@greenbaywi.gov>
Cc: Whitney May <whitney@techandciviclife.org>; Dennis Granados <dennis@techandciviclife.org>
Subject: Supplementary request approved - CTCL COVID-19 Response Grant

Dear Kris,
I'm delighted to share that the Center for Tech and Civic Life has approved a supplementary
grant to support Green Bay's Safe Voting Plan at the full amount requested: $522,200.
Dennis, cc'd, will follow up with a draft grant agreement for your review.
All the best,
Tiana

On Wed, Sep 9, 2020 at 10:48 AM JotForm <noreply@jotform.com> wrote:

CTCL COVID-19 Response Grant Application
Who is completing
this grant
application?

Kris Teske

What is your title?

Green Bay City Clerk

Please select the
state and office (or
official) you are
applying on behalf
of.

Wisconsin ; Municipal Clerk

What type of
jurisdiction are you
submitting an
City
application on behalf
of?
City Name

Green Bay

I certify that I am
permitted to submit

Yes

this grant request on
behalf of the
jurisdiction listed
above.
Your initials

kt

Today's Date

09-09-2020

What number can we
reach you at during (920) 448-3014
business hours?
Office Mailing
Address

Street Address: 100 N. Jefferson St., Room 106
City: Green Bay
State / Province: WI
Postal / Zip Code: 54301

What is the email
address you use for
work?

kris.teske@greenbaywi.gov

Share a link to an
official government
page that contains
your bio or lists you
in a staff directory

https://greenbaywi.gov/196/Clerk

How many active
registered voters
does your
jurisdiction have as
of September 1,
2020?

53423

Approximately how
many full time staff
(or equivalent) do
you have on your
team?

5

What is your
jurisdiction's total
budget allocated to
329818.00
elections this fiscal
year as of September
1, 2020?
Please upload a copy Budget Website-Under Administration.docx
of your current

elections budget
Please upload a W-9
2020-SIGNED-W-9.pdf
for your jurisdiction
For which public
Polling place rental and cleaning expenses for early
purposes will your
voting or Election Day
jurisdiction use grant
Temporary staffing
funds?
Will acceptance of
this grant require a
vote of approval by
your local
legislature, council,
or board?

No

Title of Individual
Signatory or Name
of Signatory Body

Mayor

Name of Individual
Signatory (if
applicable)

Eric Genrich

How did you hear
about this grant
opportunity?

Center for Tech and Civic Life (CTCL)

You can edit this submission and view all your submissions easily.

-Tiana Epps-Johnson | Founder & Executive Director, Center for Tech and Civic Life
| tiana@techandciviclife.org | she/her

To: Center for Tech and Civic Life
From: [Name of Elections Director or Relevant Official]
Date: [Insert date submitted

City of Green Bay Safe Voting Plan
Overview
City of Green Bay faces significant challenges in executing the November 3, 2020 general
election.
Specifically, City of Green Bay faced long lines in April. Many polling locations backed out and
only 19 of the 280 poll workers agreed to work.
For the general election, the number of total registered voters is expected to be between
53,000 and 58,000 casting ballots split between the two modes of voting. This document offers
an assessment of resources needed for City of Green Bay to safely and thoroughly prepare for
the general election.
A preliminary budget overview estimate on top of what is already available to the City is as
follows:
Absentee Ballot Assembly and Processing Equipment-3 Envelope
Openers

$13,000

Early Voting Sites and Ballot Drop-off Options
$35,000 Staff – Absentee Ballot Collection and Outreach

$35,000

In-person Voting at Polling Places on Election DaySigns for the tables-$3,000
50 Voting Booths-$10,000
46 Locking supply carriers-$9,200
46 Laptops and printers for the polling location $216,000
4 Hand Carts $1,000

$239,200

Secure Dropboxes and related needs

0

46 EZ carts (to lock election supplies & electronic equipment the night
before at the polling locations) $115,000
2 Lift Trucks (City doesn’t have lift trucks to be able to have EZ cartssetup crew lift all supplies and equipment now) $120,000

$235,000

$522,200

Total

1

Needs Assessment & Costs
The following sections outline initial details of the operation and costs associated with each of
the aforementioned categories.

Absentee Ballot Assembly and Processing Equipment
For the November elections, we anticipate absentee-by-mail turnout to be somewhere around
30,000. Automation will be critical to efficiently and accurately manage ballot envelopes and
ballots in weeks leading up to Election Day and in the canvassing process afterwards. To that
end, the following is needed:
● Personnel: We currently have 50 hired to tabulate absentee-by-mail ballots. Due to the
number of ballots we anticipate receiving for the November general election, we will
need to hire an additional 8 for drop box collection, 2 Voter Navigators, and more to
answer phones.
● Outreach Materials: To promote absentee by mail and early voting ahead of the
November election by sending Voter Navigators and local groups to promote absentee
voting and registrations drives.
● Processing Equipment: To process absentee by mail ballot, we request $13,000 for
envelope openers.
Total cost

Units

Unit costs

Personnel

$35,000

#

$#

Outreach materials

$

#

$#

Equipment-3 Env. Openers

$13,000

#

$#

Total

$48,000

Early Voting Sites and Ballot Drop-off Options
City of Green Bay plans to have 1 full-time early voting location, 1 outreach location
(registration drive location-run by a local group), and 0 mobile voting precincts for November.
These must be sufficiently staffed with 3+ for the registration drive to limit worker turnover,
handle a surge in voters before polls open, and manage sites in a pandemic environment. It will
cost $20,000.

Secure Dropboxes

2

In the primary, we had 1 secure dropbox installed. Installing an additional 5 secure dropboxes,
6 in total will help ensure that voters have some opportunity to return their ballots if it may be
too late to send via USPS. In addition to equipment costs and cameras, 8 staff will be needed to
pick up deposited ballots and monitor drop-off boxes. For a cost of $15,000.

In-person Voting at Polling Places on Election Day
City of Green Bay is committed to working to secure many fully-staffed polling places on
election day. For the primary, we lost 31 of Election Day polling locations of 31 planned
locations but secured 2 high school gyms. In the General, we are committed to securing 16 in
person polling locations on Election Day.
In order to staff these locations, the city will hire 0 to handle recruitment and retention of poll
workers, which are key to a smooth, in-person operation. This includes paying a NA on election
day.
Additionally, the city will buy (see below) for polling locations at a total cost of $474,200.
Total cost

Units

Unit costs

$#

#

$#

Poll Worker PPE

$#

#

$#

Personnel Costs

$#

#

$#

#

$#

Poll Worker Hazard Pay

Signs for the tables$3,000
50 Voting Booths-$10,000
46 Locking supply carriers$9,200
46 Laptops and printers
for the polling location
$216,000
$474,200
4 Hand Carts $1,000
46 EZ carts (For security
to lock election supplies &
electronic equipment the
night before at the polling
locations) $115,000
2 Lift Trucks (City doesn’t
have lift trucks to be able

3

to have EZ carts-setup
crew lift all supplies and
equipment currently)
$120,000
Total

$474,200

Conclusion
The investments outlined above will allow City of Green Bay to reduce the risk of exposure to
coronavirus for voters, election staff and poll workers; identify best practices; innovate to
efficiently and effectively educate our residents about how to exercise their right to vote; be
intentional and strategic in reaching our historically disenfranchised residents and
communities; and, above all, ensure the right to vote in a diversity of communities throughout
the county. Thank you for the opportunity to submit this request.
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From:
To:
Cc:
Subject:
Date:
Attachments:

Jerry Bruley
Celestine Jeffreys; Chris Pirlot; Kris Teske; Steven Grenier
Dan Szymik; Dustin McMullen; Josh Brassfield; Tim Gates
RE: Screen clipping taken: 9/22/2020 11:14 AM
Thursday, September 24, 2020 6:57:20 AM
image003.png
image004.png
image005.png
image006.png
image007.png
image008.png
image009.png
image010.png
image011.png

Thanks for the update Celestine. I will proceed with the project as planned.

Make it a great day,
Jerry Bruley
City of Green Bay
DPW Electrical/Traffic Division Leadworker
(920) 391-3650 Office
(920) 370-5831 Mobile
Jerrybr@greenbaywi.gov

From: Celestine Jeffreys [mailto:Celestine.Jeffreys@greenbaywi.gov]
Sent: Wednesday, September 23, 2020 6:34 PM
To: Chris Pirlot; Jerry Bruley; Kris Teske; Steven Grenier
Cc: Dan Szymik; Dustin McMullen; Josh Brassfield; Tim Gates
Subject: RE: Screen clipping taken: 9/22/2020 11:14 AM
Importance: High

I’m not sure if Kris weighed in.
Let’s go ahead with this project, installs, updates, etc.
Thanks!!

Celestine Jeffreys
Chief of Staff
Office of the Mayor
920.448.3006

From: Chris Pirlot <Chris.Pirlot@greenbaywi.gov>
Sent: Tuesday, September 22, 2020 1:23 PM
To: Jerry Bruley <Jerry.Bruley@greenbaywi.gov>; Celestine Jeffreys <Celestine.Jeffreys@greenbaywi.gov>; Kris Teske <Kris.Teske@greenbaywi.gov>; Steven Grenier <Steven.Grenier@greenbaywi.gov>
Cc: Dan Szymik <Dan.Szymik@greenbaywi.gov>; Dustin McMullen <Dustin.McMullen@greenbaywi.gov>; Josh Brassfield <Josh.Brassfield@greenbaywi.gov>; Tim Gates <Tim.Gates@greenbaywi.gov>
Subject: FW: Screen clipping taken: 9/22/2020 11:14 AM
Excellent location renderings. If Celestine and Kris are OK with the locations, then I recommend a GO on the project ASAP. Then Ops will coordinate installation of the drop boxes accordingly when they arrive just after
October 1 and we install them
Chris Pirlot, P.E.
Operations Director/Parking Manager
City of Green Bay-DPW
chrispi@greenbaywi.gov
(920) 492-3736 office
(920) 680-6166 cellular
From: Jerry Bruley
Sent: Tuesday, September 22, 2020 12:41 PM
To: Chris Pirlot <Chris.Pirlot@greenbaywi.gov>; Steven Grenier <Steven.Grenier@greenbaywi.gov>
Subject: Screen clipping taken: 9/22/2020 11:14 AM

Good afternoon,
Below are the locations that have been mapped out for the drop off voting booths. Can you please review the locations and let me know if they will work? Some of the locations were moved slightly to aid with WPS power
installation and placement of electrical service equipment. I would be planning to anchor the temporary electrical services into the concrete where able (3) and the remaining would be placed in ground (2). Doug from Newmark
stated that we could use the power off the electrical service near the Sears sign which will help speed up the install at that location. The location at City Hall I was planning on running power off the building located above the
front entrance to a pole located near curb unless we can get a hot wire onto the street light pole. I will know more once we get onsite and check things out. The remaining locations will require temporary overhead power from
WPS. Please review the locations and provide confirmation to move forward with installs. Steve you brought up the possibility of needing approval from Oneida Tribe for the install at Festival West. Do you wish to pursue that
option prior to install or would you like to move forward with locates and install? Please advise and I will move forward accordingly. Thanks for your help.

Make it a great day,
Jerry Bruley
City of Green Bay
DPW Electrical/Traffic Division Leadworker
(920) 391-3650 Office
(920) 370-5831 Mobile
Jerrybr@greenbaywi.gov

Tuesday, September 22, 2020
10:20 AM

Created with Microsoft OneNote 2010
One place for all your notes and information

Monday Route 4
Tyler/VN Tyler/Jose
am
pm
Drop box collector 1
Drop box collector 2

Routes and box names:
Route 1
Route 2
Route 3
Route 4

1.5

Tuesday Route 3
Tyler
Eli
am
pm

Wednesday Route 2
Jack
Kyle
am
pm

1.5

1.5

1.5

1.5

1.5

1.5
1.5
voter navigator needed

1.5

1.5

1.5

1.5

Festival
McAuliffe
East Main
Sears

Sears
East Main
McAuliffe
East Main

McAuliffe
Sears
Festival
McAuliffe

East Main
Festival
Sears
Festival

Thursday Route 3
Tyler/VN Jack/Kyle
am
pm

Friday Route 2
VN/VN Jack/Kyle
am
pm

Saturday Route 1
Kyle
Eli
am
pm

1.5

1.5

1.5

0

Task totalweekly total
36
3
18

1.5
1.5
voter navigator needed

1.5

1.5

0

3

1.5
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Daily Log

Drop Box Collector

Route number (circle one)
Date

1

2

3

4

______/_______/2020

Drop Box Collector 1 (print name)_______________________________________
Drop Box Collector 2 (print name)_______________________________________

Drop
Box
Name

# of
Existing Seal #
ballots
in each
box

New Seal #

Transfer Bag
Zip Tie#

Collection Team
Time
Initials

Drop Box Collector Team Chain of Custody Record
Complete one sheet for each drop box
Drop Box Name
Date
/
/ 2020
Drop Box Collector 1 (print name)
Drop Box Collector 2 (print name)
___________________________________
_________________________________
Time of Arrival

Initials:

Door security seal intact?
Initials:
 yes
no
Remove security seal, record seal number

Place used security seal here

____________________________________









Inspect ballot drop box for any signs of tampering or vandalism
Unlock the access door and remove ballots
Transfer ballots to ballot transfer bag
Inspect inside of drop box for ballots that might be leaning against or stuck to the wall
Inspect drop box area to ensure no ballots have fallen on the ground
Seal the ballot transfer bag with numbered zip tie
Record the transfer bag zip tie number(s)

Zip tie# ____________________________________ Zip tie# ____________________________________________
Zip tie# ____________________________________ Zip tie# ____________________________________________







Verify access door is closed and locked (both team members verify)
Place new security seal on door
Record new door security seal number here Seal #_____________________________________
Load ballot bags into vehicle
Record new door security seal and transfer bag zip tie numbers on the ballot retrieval log

All procedures completed and recorded?  yes  no Both collectors initial:
Does the box need service?  yes  no
Notes:
Time of departure:

____________  AM  PM

Both collectors initial:

Drop Box Locations

1555 Green Bay Plaza
Sears (walk up): 44°31'18.2"N 88°03'54.6"W
-placed near bus stop. Best location?
2250 W. Mason
Festival, W. Mason Frontage (drive/walk up): 44°31'28.2"N 88°05'11.3"W
-placed between drive cuts away from bus stop. I assumed road-side is what we wanted so we

E. Main Frontage (drive/walk up) (approximate location; not sure where it would fit best): 44°28'59.9"N 87°58
-literally no idea what section of roadway is best. Help!
3100 Sitka
Christa McAuliffe Park (drive/walk up): 44°29'44.6"N 87°55'34.4"W
-placed from Parks recommendation
100 N. Jefferson St.
City Hall (drive/walk up): 44°30'49.4"N 88°00'46.5"W
                                -placed near mail boxes; wasn’t given any more information on this one.

could avoid needing an agreement with Festival for parking, but can be adjusted if needed.

8'14.4"W

City of Green Bay Voter Outreach Campaign
Budget Breakdown
The budget below covers outside costs for the tactics in this plan as chosen by CGB.
Messaging and earned media costs were included in agency fees provided in our
previously approved proposal.
Revised Option (as discussed in 10/6/20 meeting)

Outside Costs
Digital Media (+ OTT Option #2)
Radio
Total

Totals
$65,000
$37,000
$102,000

Next Steps
Date

Next Step

Oct. 19, 2020

Final buy approval by Client
Buy begins

Plan Acceptance
•
•

KW2/HVS has authorization to secure the above media schedule, scheduled for October 2020–
November 2020. Media will be pre-billed and payment must be received prior to the first run date.
Note: Social platforms, like Facebook and Instagram, were built for engagement. People will react
to, comment on, share and “like” paid ads just as they do regular posts. Feedback can be positive
or negative. For paid digital media campaigns, monitoring and responding to feedback left on
ads/posts is the responsibility of the client for the duration of the social campaign. KW2/HVS
recommends responding in the brand voice, in a timely fashion to any comments that warrant it.
Deleting or flagging inappropriate comments should be limited to those that are derogatory, not
age-appropriate or hurtful to someone else.

Client Authorization

Date

KW2 Authorization

Date

KW2madison.com | Madison, WI | 608.232.2300

Vote Countdown – City of Green Bay
Wednesday, Oct. 14 – 20 Days to Election Day
Today is your last chance to register to vote online (by 11:59pm).
Thursday, Oct. 15 – 19 Days to Election Day
October 15 – October 30 – During this registration period, voters must register to vote at
the City Clerk’s office (100 N. Jefferson St.). Visit the Election Information page on the
city of Green Bay website (greenbaywi.gov/elections) for hours and days. Make a plan
to vote!
Friday, Oct. 16 – 18 Days to Election Day
Voting is for everyone. Need help voting? No problem. Go to myvote.wi.gov, or contact
a Green Bay Voter Navigator by calling 920-448-3010, or email vote@greenbaywi.gov,
to find answers about voting.
Saturday, Oct. 17 – 17 Days to Election Day
Did you have trouble with the last election or miss it for any reason? Well today is
National Mulligan Day! Green Bay is ready for your vote—make a plan! Check out the
Election 2020 Voter Information Guide available on the city of Green Bay website
(greenbaywi.gov/elections).
Sunday, Oct. 18 – 16 Days to Election Day
When the City receives an absentee ballot we make sure the envelope contains the
signature of the voter, the signature of a witness and the address of the witness. If the
certificate envelope is missing any of these components, we’ll reach out to you
immediately to remedy the problem, but only if we have enough time. Triple check that
your envelope is properly completed so we can process your ballot on Election Day
without delay!
Monday, Oct. 19 – 15 Days to Election Day
Mail it Monday! Drop your absentee ballot in the US mail today. Don’t wait! Mail it
today to be sure it's counted on election night. All ballots will be counted but yours could
be first!
Tuesday, Oct. 20 – 14 Days to Election Day
In-person absentee voting at the Clerk’s office (100 N. Jefferson) begins today, from 8
a.m. to 4:30 p.m.! Stay safe and avoid the rush on Election Day. The Clerk’s office
hours vary by day including Saturdays so be sure to check the city of Green Bay
website for details and more voter information (greenbaywi.gov/elections).

(continued…)

City of Green Bay Election Countdown
…2…2…2…
Wednesday, Oct. 21 – 13 Days to Election Day
Don’t end another week with your absentee ballot sitting on the kitchen table. Mark your
choices and put it in one of Green Bay’s ballot drop boxes today! Our drop boxes are
monitored 24/7 by cameras and are frequently emptied by City of Green Bay staff.
Thursday, Oct. 22 – 12 Days to Election Day
View what will be on your ballot this year. Go to myvote.wi.gov, enter your address, and
view a sample ballot. Then come down to the Clerk’s office at 100 N. Jefferson to vote
early in-person absentee. You can also register to vote, if you’re not already registered.
Be sure to check our website, greenbaywi.gov for early in-person hours and days.
Friday, Oct. 23 – 11 Days to Election Day
Today is the day the cliff swallows of Mission San Juan Capistrano depart for their
winter home. It would be a perfect day for your absentee ballot to leave your home for
one of Green Bay’s absentee ballot drop boxes! Find a map to the ballot drop box
locations on the city of Green Bay website (greenbaywi.gov/elections).
Saturday, Oct. 24 – 10 Days to Election Day
Voting early in-person? Check this list to come prepared: acceptable Wisconsin
identification, your mask, a black ball point pen, and your patience! You can still register
to vote, bring the necessary documents. Check myvote.wi.gov to find out what you’ll
need.
Sunday, Oct. 25 – 9 Days to Election Day
Signed, sealed, delivered. Remember you must sign your ballot envelope and get a
witness to sign their name and give their address before you deliver it to any of Green
Bay’s ballot drop box locations.
Monday, Oct. 26 – 8 Days to Election Day
Voting on Election Day? Check this list to come prepared: acceptable Wisconsin
identification, a black ball point pen, and your patience! We will have sanitized and pens
on hand for people who forget them. Masks aren’t required to vote, but we’ll have some
to hand out.
Tuesday, Oct. 27 – 7 Days to Election Day
Very few things are the same in 2020, and many polling locations have changed. Be
sure to check your polling place on the city of Green Bay website
(greenbaywi.gov/elections).
(continued…)

City of Green Bay Election Countdown
…3…3…3…

Wednesday, Oct. 28 – 6 Days to Election Day
Voting in-person? Make a plan to vote! The shortest wait times are 9 a.m. – noon and 2
– 4 p.m. Come to City Hall to vote early in-person—check out the hours on the city of
Green Bay website (greenbaywi.gov/elections), or call one of our Voter Navigators at
920-448-3010 or vote@greenbaywi.gov Green Bay is ready for your vote!
Thursday, Oct. 29 – 5 Days to Election Day
The city of Green Bay takes your health seriously. We follow CDC recommendations for
safe voting, including the sanitization of equipment, and requiring poll workers to use
PPE. There’s still time to vote early in-person at City Hall, check our website
greenbaywi.gov for hours.
Friday, Oct. 30 – 4 Days to Election Day
Today is the last day to register to vote before Election Day. Visit the Clerk’s office (100
N. Jefferson) from 8 a.m. – 5 p.m. and bring the appropriate documents (look at
myvote.wi.gov for more information). You may also register at your polling location on
Election Day.
Saturday, Oct. 31 – 3 Days to Election Day
It’s Halloween with a full moon…perfect conditions to vote absentee in-person at Green
Bay City Hall from 10 a.m. to 4 p.m., or to drop off your absentee ballot at one of the
convenient drop box locations anytime (voting only; if need to register will need to go to
polling location on Election Day).
Sunday, Nov. 1 – 2 Days to Election Day
Did you turn your clock back? Great. Now, if you haven’t already voted, do you have a
plan for Election Day? There’s plenty of help on the city of Green Bay website
(greenbaywi.gov/elections).
Monday, Nov. 2 – 1 Days to Election Day
Make your plan to vote at one of our 16 polling locations on Election Day, November 3.
Be prepared for election results to take a longer to come in this year. Do you know your
polling location? You can find it at myvote.wi.gov.
Tuesday, Nov. 3 – ELECTION DAY
The polls are open from 7 a.m. to 8 p.m. today for anyone who hasn’t already voted. If
you can, come in during off-hours, between 9 a.m. and noon or between 1 p.m. and 4
p.m. to avoid lines and crowds. You can still return your absentee ballot to one of our
drop boxes by 7 pm. The city hall drop boxes are open until 8 pm (100 N. Jefferson
St.).
(end)

FACE MASKS ARE

REQUIRED

THE CLERKS OFFICE IS THE ONLY DEPARTMENT
CURRENTLY OPEN TO THE PUBLIC
CLERKS OFFICE HOURS:
THURSDAY • OCTOBER 14TH • 8:00-4:30
FRIDAY • OCTOBER 15TH • 8:00-4:30
MONDAY • OCTOBER 19TH • 8:00-4:30
TUESDAY • OCTOBER 20TH • 8:00-4:30 (EARLY IN PERSON VOTING BEGINS)
WEDNESDAY • OCTOBER 21ST • 8:00-6:30
THURSDAY • OCTOBER 22ND • 8:00-6:30
FRIDAY • OCTOBER 23RD • 8:00-4:30
SATURDAY • OCTOBER 24TH • 10:00-4:00
MONDAY • OCTOBER 26TH • 8:00-4:30
TUESDAY • OCTOBER 27TH • 8:00-4:30
WEDNESDAY • OCTOBER 28TH • 8:00-6:30
THURSDAY • OCTOBER 29 • 8:00-6:30 (LAST DAY TO REQUEST ABSENTEE BALLOT)
FRIDAY • OCTOBER 30TH • 8:00-5:00 (LAST DAY TO REGISTER IN CLERKS OFFICE)
SATURDAY • OCTOBER 31ST • 10:00-4:00 (VOTING ONLY)

PLEASE NOTE THAT UNDER WISCONSIN LAW,
FACE COVERINGS ARE NOT REQUIRED TO VOTE

ALL OTHER DEPARTMENTS ARE AVAILABLE
BY PHONE OR BY APPOINTMENT ONLY
ASSESSOR: 920.448.3066
CLERK/TREASURER: 920.448.3010
HUMAN RESOURCES: 920.448.3147
INSPECTIONS/COMMUNITY & ECONOMIC DEVELOPMENT: 920.448.3300
LAW: 920.448.3080
MAIL ROOM/PRINT SHOP: 920.448.3129
MAINTENANCE: 920.621.6880
MAYOR: 920.448.3005
PARKING TICKETS: 920.448.3431
PARKS, RECREATION & FORESTRY: 920.448.3365
PUBLIC WORKS: 920.448.3100

MANY REQUESTS CAN ALSO BE COMPLETED ONLINE
IF YOU WOULD LIKE TO DROP OFF PAPERWORK FOR
ANY CITY HALL OFFICE, PLEASE USE THE GRAY DROP
BOX LOCATED ON THE EAST SIDE OF THE BUILDING

In the City of Green Bay, we are ready for your vote this fall, and we are encouraging all eligible
voters to get ready, too. Every election is important, and every election is an opportunity to help
determine the future of our community, state, and country. We are so very fortunate to live in a
representative democracy, but our government cannot be fully representative unless we all
participate. So please make that plan and get ready to vote.
These days, it’s a bit of a misnomer to refer to the “November 3rd Election,” because voting has
been occurring for about a month now. In fact, over 24,000 Green Bay voters have requested
their absentee ballots, and we encourage others to follow suit. In addition, Green Bay voters can
choose to vote early in-person or on election day itself.
Regarding absentee voting, it is a tried-and-true, safe and secure way to vote in Wisconsin. It’s
the way I’ve chosen to vote this year, and it’s the way our nation’s President votes as well. So if
you’d like to vote absentee, but you haven’t yet made that request, please go
to www.myvote.wi.gov and make that request today. After filling out the absentee ballot and
having it witnessed, voters can drop it in the mailbox, place it directly in one of our six secured
and monitored drop boxes until 7:00 PM on election day, or bring it directly into our clerk’s office
during operating hours.
Early in-person absentee voting is another way to make your voice heard at the ballot box, and
we will open up our clerk’s office for this purpose beginning Tuesday, October 20. In addition to
normal business hours, citizens will be able to vote on four separate evenings and on Saturday,
October 24 and Saturday, October 31.
Finally, the traditional Election Day option will be available to everyone on November 3rd from
7:00 AM until 8:00 PM. We will have 16 polling locations throughout the city. Personal protective
equipment will be worn by our poll workers, plexiglass barriers will be in place at the various
tables, surfaces will be cleaned and sanitized regularly, and physical distancing guidelines will
be enforced. As of today, we have a sufficient number of poll workers recruited to staff these
sixteen sites, but we are still recruiting excess poll workers to ensure an appropriate number on
election day. If you’d like to lend a hand, visit https://greenbaywi.gov/Clerk to learn more about
the position and to sign up to help.
As you can see, we in the City of Green Bay are ready for the votes of our citizenry. Every facet
of life has been altered by the COVID-19 pandemic, including our electoral process, but we are
as prepared to make sure things run smoothly. If you aren’t ready to vote yet, please make that
plan now, and if you have any Green Bay-specific questions about our election, feel free to
email vote@greenbaywi.gov or dial our City Clerk’s office at 920-448-3010.
We’re ready for your vote.
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Rules for Observers (can clerk provide ahead of time or refer)?
•

You’ll also need to manage the number of Observers. Here, you’ll need to balance the
needs for physical safety of the building, such as fire code restrictions, Observers rights,
and physical distancing needs.

Tensions running high…because a voter can’t vote (for multiple reasons)
●
●
●
●
●

Reassure the voter that you’re protecting their right to vote, and if they’re eligible they
will get to vote.
Remain calm and help the voter to remain calm.
If you need a partner, ask the chief inspector or another poll worker, especially those
with experience in past elections
Finally, if you feel threatened at any point, Ask for Help by calling the authorities or your
election administrator.
Scenarios:
○ Voter missing important documents to register that day
○ Voter has returned an absentee ballot, but insists on voting at the polls
○ Voter has campaign clothing
○ Voters get into an argument
■ If you struggled or had any questions, here’s our recommendation for how
to handle the situation.
■ Check in with another poll worker and ask for support, since there are
multiple parties involved.
■ Have the other poll worker and you talk to each party 1:1, separately.
■ Go through our previous steps of reassuring them and slowing them
down. First remind them: “Do no worry, you will get to vote.”
■ You might then ask more about what is happening and see if you might
be helpful. “Can you help me understand what’s happening?” Just getting
them to talk through their experience and be heard by you will help diffuse
tension.
■ Finally, ask them both to disengage. “Please give each other space.” You
are not there to resolve the issue. You want to ensure they can both vote
safely and continue on with their days.
○ There’s a disruption
■ bullying, harassment or intimidation regarding a voter’s choice to wear or
not wear PPE. This could be from an individual or a larger group.
Continual means that you’d attempted to intervene and the behavior has
continued. It could also mean that it is interfering with the voter’s safety
and right to vote.
■ You may see electioneering related to COVID safety practices. Again,
you’ll follow your existing guidelines for managing electioneering near a
polling place.

■

●

Finally, you might see someone actively prohibiting the implementation of
COVID safety practices. While voters are allowed to make their own
choices about wearing PPE, they cannot infringe on others’ rights to
follow safety protocols. This might look like not respecting physical
distance, or forcing themselves into others’ personal space. It could look
like tampering or trying to remove protective physical barriers. Removing
signage related to COVID 19 safety.
Taking Care of Yourself on Election Day
○ Get plenty of rest the day before
○ Bring drinks, meals and snacks
○ Wear your PPE provided by the City or your own PPE and be comfortable asking
voters and other poll workers to respect social distancing and other protective
practices
○ Make sure you get breaks to eat and to wash your hands
○ If you can, bring your own hand sanitizer to frequently clean, but the City will
provide hand sanitizer for poll workers
○ When you get home take time to discard disposable PPE, or cleanse re-usable
PPE, wash your clothing (have a laundry basket by your door), shower and
change clothes.
○ Pay attention to your own health and watch for symptoms for two weeks after
election day

Contact: Kris Teske, Clerk, City of Green Bay, Kris.Teske@greenbaywi.gov; 920-448-3010

UWGB Voters (Wards 1, 2 and 3) will Move to Kress Center, West Gym
(Green Bay, WI) Voters in wards 1, 2 and 3 will vote at the spacious Kress Center, West Gym. Parking is
at adjacent lots. Signs posted at the entrances to campus at Scottwood Drive, Nicolet Drive and Bay
Settlement Road, will direct voters to the Center.
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“Ready to Register”--approved
:15 CGB Ready Campaign Video
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? There’s still time to
register to vote. Do it early at the city clerk’s office until October 30th, or at your polling place on
Election Day. Get election ready at greenbaywi.gov/elections.

“Ready in the City”--approved
:15 CGB Ready Campaign Video
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? Because many local
voting locations have changed. Find your polling place, or the secure absentee ballot drop box
near you today. Get election ready at greenbaywi.gov/elections.

“Ready for Your Safety”--edits
:15 CGB Ready Campaign Video
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? Request an absentee
ballot today, vote early in-person at City Hall or on Election Day. Know your options. Get
election ready at greenbaywi.gov/elections.
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“Ready to Register” approved
:15 CGB Ready Campaign Video
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? There’s still time to
register to vote. Do it early at the city clerk’s office until October 30th, or at your polling place on
Election Day. Get election ready at greenbaywi.gov/elections. Myvote.wi.gov

“Ready in the City” approved
:15 CGB Ready Campaign Video
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? Because many local
voting locations have changed. Find your polling place, or the secure absentee ballot drop box
near you today. Get election ready at greenbaywi.gov/elections.

“Ready for Your Safety” approved
:15 CGB Ready Campaign Video
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? There are many safe
ways to vote. Request an absentee ballot today, vote early at City Hall, or at the polls on
Election Day. Get election ready at greenbaywi.gov/elections.
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“Ready to Register”
:60 CGB Ready Campaign Radio
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? Maybe not, if you
haven’t registered to vote. But don’t worry, there’s still time. And Green Bay is ready to help.
You can register early and in-person at the city clerk’s office until October 30th, or at your
polling place on Election Day. It’s up to you. Just know your options, because a lot has changed
in 2020. And we’ve made improvements to our local elections to help make sure every Green
Bay voter has the tools and information they need to vote safely and securely. Visit
greenbaywi.gov/elections to check your voter registration status, find your polling place or
absentee ballot drop-box, and learn more about the COVID-19 safety measures and voting
options designed to protect our voters and your vote. Get election ready today at
greenbaywi.gov/elections.

“Preparado Para Registrarte”
:60 Spanish CGB Ready Campaign Radio
VO: The City of Green Bay is ready for the upcoming election. Are you? Maybe not, if you
haven’t registered to vote. But don’t worry, there’s still time. And Green Bay is ready to help.
You can register early and in-person at the city clerk’s office until October 30th, or wait until
Election Day and register at your polling place. It’s up to you. Just know your options, because a
lot has changed in 2020. And we’ve made improvements to help make sure every Green Bay
voter has the tools and information they need to vote safely and securely during COVID-19. Visit
greenbaywi.gov/elections to check your voter registration status, see local voting options, find
your polling place or absentee ballot drop-box, and more. Get election ready today at
greenbaywi.gov/elections.
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“Ready in the City”
:60 CGB Ready Campaign Radio
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? Because a lot has
changed in 2020—including many of our local votingpolling locations. We’ve moved or opened
new polling places around the city, and added more secure absentee ballot drop boxes, too. So
make sure you know where to go on Election Day. Confirm your assigned polling place before
November 3rd, or find a drop box near you, at greenbaywi.gov/elections. Make it your go-to
resource for the latest local election news and information. Check your voter registration status.
Request an absentee ballot. See all the safe voting options available to you during COVID-19,
and more. We’re doing our part to help make sure every Green Bay voter has the tools and
information they need to vote safely and securely. Get election ready today at
greenbaywi.gov/elections.

“Preparado En La Ciudad”
:60 Spanish CGB Ready Campaign Radio
VO: The City of Green Bay is ready for the upcoming election. Are you? Because a lot has
changed in 2020—including many of our local voting locations. We’ve moved or opened new
polling places around the city, and added more secure absentee ballot drop boxes, too. So
make sure you know where to go on Election Day. Confirm your assigned polling place, or find a
drop box near you, at greenbaywi.gov/elections. Make it your go-to resource for the latest local
election information. Check your voter registration status. Request an absentee ballot. See
COVID-19 safe voting options, and more. We’re doing our part to help make sure every Green
Bay voter has the tools and information they need to vote safely and securely. Get election
ready today, at greenbaywi.gov/elections.
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“Ready for Your Safety”
:60 Spanish CGB Ready Campaign Radio
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: A lot has changed in 2020. A lot keeps changing. And now that the general election is
almost here, you should know that Green Bay’s local elections have made changes, too. We’re
ready to meet voter’s needs during COVID-19 with convenient alternatives like mail-in absentee
ballots and drop boxes and ,early in-person voting and new in-person options like voting
curbside. Or outside! Plus lots of COVID-19 safety measures. Mandatory health screenings for
poll workers. We’ll have Extra masks and hand sanitizer for voters and frequent cleaning in the
polling location. Social distancing at the polls, and more. Learn about it all at
greenbaywi.gov/elections. While you’re there, check your voter registration status, or find your
polling place. Choose a voting option. And learn how we’re working to make sure every Green
Bay voter has the tools and information they need to vote safely and securely. Get election
ready today at greenbaywi.gov/elections.

“Preparado Para Tu Seguridad”
:60 NVA Milwaukee County Radio
VO: A lot has changed in 2020. And now that the general election is almost here, you should
know that Green Bay’s local elections have made changes, too. We’re ready to meet voter’s
needs during COVID-19 with mail-in absentee ballots and drop boxes, and new in-person
options like voting curbside. Or outside! Plus lots of COVID-19 safety measures. Mandatory
health screenings for poll workers. Extra masks and hand sanitizer. Social distancing at the
polls, and more. Learn about it all at greenbaywi.gov/elections. While you’re there, check your
voter registration status, or find your polling place. Choose a voting option. And learn how we’re
working to make sure every Green Bay voter has the tools and information they need to vote
safely and securely. Get election ready today at greenbaywi.gov/elections.
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“Ready to Register”
:60 CGB Ready Campaign Radio
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? Maybe not, if you
haven’t registered to vote. But don’t worry, there’s still time. And Green Bay is ready to help.
You can register early and in-person at the city clerk’s office until October 30th, or at your
polling place on Election Day. It’s up to you. Just know your options, because a lot has changed
in 2020. And we’ve made improvements to our local elections to help make sure every Green
Bay voter has the tools and information they need to vote safely and securely. Visit
greenbaywi.gov/elections to check your voter registration status, find your polling place or
absentee ballot drop-box, and learn more about the COVID-19 safety measures and voting
options designed to protect our voters and your vote. Get election ready today at
greenbaywi.gov/elections.

“Preparado Para Registrarte”
:60 Spanish CGB Ready Campaign Radio
VO: The City of Green Bay is ready for the upcoming election. Are you? Maybe not, if you
haven’t registered to vote. But don’t worry, there’s still time. And Green Bay is ready to help.
You can register early and in-person at the city clerk’s office until October 30th, or wait until
Election Day and register at your polling place. It’s up to you. Just know your options, because a
lot has changed in 2020. And we’ve made improvements to help make sure every Green Bay
voter has the tools and information they need to vote safely and securely during COVID-19. Visit
greenbaywi.gov/elections to check your voter registration status, see local voting options, find
your polling place or absentee ballot drop-box, and more. Get election ready today at
greenbaywi.gov/elections.

KW2madison.com | Madison, WI | 608.232.2300
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“Ready in the City”
:60 CGB Ready Campaign Radio
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? Because a lot has
changed in 2020—including many of our local votingpolling locations. We’ve moved or opened
new polling places around the city, and added more secure absentee ballot drop boxes, too. So
make sure you know where to go on Election Day. Confirm your assigned polling place before
November 3rd, or find a drop box near you, at greenbaywi.gov/elections. Make it your go-to
resource for the latest local election news and information. Check your voter registration status.
Request an absentee ballot. See all the safe voting options available to you during COVID-19,
and more. We’re doing our part to help make sure every Green Bay voter has the tools and
information they need to vote safely and securely. Get election ready today at
greenbaywi.gov/elections.

“Preparado En La Ciudad”
:60 Spanish CGB Ready Campaign Radio
VO: The City of Green Bay is ready for the upcoming election. Are you? Because a lot has
changed in 2020—including many of our local voting locations. We’ve moved or opened new
polling places around the city, and added more secure absentee ballot drop boxes, too. So
make sure you know where to go on Election Day. Confirm your assigned polling place, or find a
drop box near you, at greenbaywi.gov/elections. Make it your go-to resource for the latest local
election information. Check your voter registration status. Request an absentee ballot. See
COVID-19 safe voting options, and more. We’re doing our part to help make sure every Green
Bay voter has the tools and information they need to vote safely and securely. Get election
ready today, at greenbaywi.gov/elections.

KW2madison.com | Madison, WI | 608-232-2300

2

“Ready for Your Safety”
:60 Spanish CGB Ready Campaign Radio
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: A lot has changed in 2020. A lot keeps changing. And now that the general election is
almost here, you should know that Green Bay’s local elections have made changes, too. We’re
ready to meet voter’s needs during COVID-19 with convenient alternatives like mail-in absentee
ballots and drop boxes and ,early in-person voting and new in-person options like voting
curbside. Or outside! Plus lots of COVID-19 safety measures. Mandatory health screenings for
poll workers. We’ll have Extra masks and hand sanitizer for voters and frequent cleaning in the
polling location. Social distancing at the polls, and more. Learn about it all at
greenbaywi.gov/elections. While you’re there, check your voter registration status, or find your
polling place. Choose a voting option. And learn how we’re working to make sure every Green
Bay voter has the tools and information they need to vote safely and securely. Get election
ready today at greenbaywi.gov/elections.

“Preparado Para Tu Seguridad”
:60 NVA Milwaukee County Radio
VO: A lot has changed in 2020. And now that the general election is almost here, you should
know that Green Bay’s local elections have made changes, too. We’re ready to meet voter’s
needs during COVID-19 with mail-in absentee ballots and drop boxes, and new in-person
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options like voting curbside. Or outside! Plus lots of COVID-19 safety measures. Mandatory

Formatted: Highlight

health screenings for poll workers. Extra masks and hand sanitizer. Social distancing at the
polls, and more. Learn about it all at greenbaywi.gov/elections. While you’re there, check your
voter registration status, or find your polling place. Choose a voting option. And learn how we’re
working to make sure every Green Bay voter has the tools and information they need to vote
safely and securely. Get election ready today at greenbaywi.gov/elections.
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“Ready to Register” approved
:60 CGB Ready Campaign Radio
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? Maybe not, if you
haven’t registered to vote. But don’t worry, there’s still time. And Green Bay is ready to help.
You can register early and in-person at the city clerk’s office until October 30th, or at your
polling place on Election Day. It’s up to you. Just know your options, because a lot has changed
in 2020. And we’ve made improvements to our local elections to help make sure every Green
Bay voter has the tools and information they need to vote safely and securely. Visit
greenbaywi.gov/elections to check your voter registration status, find your polling place or
absentee ballot drop-box, and learn more about the COVID-19 safety measures and voting
options designed to protect our voters and your vote. Get election ready today at
greenbaywi.gov/elections.

“Preparado Para Registrarte”
:60 Spanish CGB Ready Campaign Radio
VO: The City of Green Bay is ready for the upcoming election. Are you? Maybe not, if you
haven’t registered to vote. But don’t worry, there’s still time. And Green Bay is ready to help.
You can register early and in-person at the city clerk’s office until October 30th, or wait until
Election Day and register at your polling place. It’s up to you. Just know your options, because a
lot has changed in 2020. And we’ve made improvements to help make sure every Green Bay
voter has the tools and information they need to vote safely and securely during COVID-19. Visit
greenbaywi.gov/elections to check your voter registration status, see local voting options, find
your polling place or absentee ballot drop-box, and more. Get election ready today at
greenbaywi.gov/elections.
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“Ready in the City” approved
:60 CGB Ready Campaign Radio
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: The City of Green Bay is ready for the upcoming election. Are you? Because a lot has
changed in 2020—including many of our polling locations. We’ve moved or opened new polling
places around the city, and added more secure absentee ballot drop boxes, too. So make sure
you know where to go on Election Day. Confirm your assigned polling place before November
3rd, or find a drop box near you, at greenbaywi.gov/elections. Make it your go-to resource for
the latest local election news and information. Check your voter registration status. Request an
absentee ballot. See all the safe voting options available to you during COVID-19, and more.
We’re doing our part to help make sure every Green Bay voter has the tools and information
they need to vote safely and securely. Get election ready today at greenbaywi.gov/elections.

“Preparado En La Ciudad”
:60 Spanish CGB Ready Campaign Radio
VO: The City of Green Bay is ready for the upcoming election. Are you? Because a lot has
changed in 2020—including many of our polling locations. We’ve moved or opened new polling
places around the city, and added more secure absentee ballot drop boxes, too. So make sure
you know where to go on Election Day. Confirm your assigned polling place, or find a drop box
near you, at greenbaywi.gov/elections. Make it your go-to resource for the latest local election
information. Check your voter registration status. Request an absentee ballot. See COVID-19
safe voting options, and more. We’re doing our part to help make sure every Green Bay voter
has the tools and information they need to vote safely and securely. Get election ready today, at
greenbaywi.gov/elections.

KW2madison.com | Madison, WI | 608-232-2300

2

“Ready for Your Safety” approved
:60 Spanish CGB Ready Campaign Radio
Production Note: Green Bay Double You Eye Dot Gov Slash Elections
VO: A lot has changed in 2020. A lot keeps changing. And now that the general election is
almost here, you should know that Green Bay’s local election officials have made changes, too.
We’re ready to meet voter’s needs during COVID-19 with convenient alternatives like mail-in
absentee ballots and drop boxes, and early in-person voting at the city clerk’s office. Plus lots of
COVID-19 safety measures. We’ll be cleaning surfaces at the polls throughout Election Day,
offering hand sanitizer for voters, and more. Get to know your options at
greenbaywi.gov/elections. While you’re there, check your voter registration status, or find your
polling place. Request an absentee ballot. And learn how we’re working to make sure every
Green Bay voter has the tools and information they need to vote safely and securely. Get
election ready today at greenbaywi.gov/elections.

“Preparado Para Tu Seguridad”
:60 NVA Milwaukee County Radio
VO: A lot has changed in 2020. And now that the general election is almost here, you should
know that Green Bay’s local election officials have made changes, too. We’re ready to meet
voter’s needs during COVID-19 with mail-in absentee ballots and drop boxes, and early inperson voting at the city clerk’s office. Plus lots of COVID-19 safety measures. We’ll be cleaning
surfaces at the polls throughout Election Day, offering hand sanitizer for voters, and more. Get
to know your options at greenbaywi.gov/elections. While you’re there, check your voter
registration status, or find your polling place. Request an absentee ballot. And learn how we’re
working to make sure every Green Bay voter has the tools and information they need to vote
safely and securely. Get election ready today at greenbaywi.gov/elections.
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