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Training Handouts  - see separate packet 

City of Middleton SRD Training 2 

 Application for Special Registration Deputy Appointment 
 Special Registration Deputies Training PowerPoint 
 Voter Registration Form and Instructions (EL-131) 
 Common Sense and Common Courtesy 
 Voter Qualifications poster (GAB 115vr) 
 Relevant excerpts of Chapter 6 of Wisconsin Statutes, The Electors         
 Wisconsin Administrative Code, Chapter GAB 3,Voter Registration 
 Enabling Qualified Homeless Individuals to Vote 
 City of Middleton Street Listing and Voting Locations 

 

 

 



SRD Qualifications 
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 U.S. Citizen 
 Age 18 or older 
 Resided in Wisconsin for at least 10 consecutive days, with no 

present intent to move 
 Not disqualified from voting or registering to vote                             

(see S.6.03, Wis. Stats.) 
 Not been ruled incapable of voting by a judge 
 Not required to report to a probation or parole officer 
 Not bet or wagered anything upon election results 



Application for Appointment 
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 Remove from the packet provided:  
Application for Special Registration Deputy 
Appointment  

 Fill out the Applicant Information section 
completely 

 Please read the Certification and Oath and 
sign and date 

 
 Term is One Election Cycle (odd numbered 

year-even numbered year) 
 

 

 City of Middleton SRD Training 



City of Middleton SRD Training 5 

 Follow instructions for completing registrations 
 Keep confidential information confidential 
 Practice common sense and common courtesy 
 Strictly adhere to timeframes for conducting registration and 

only register voters that live within the municipality for which 
you have been appointed an SRD  

 Must submit registrations to municipal clerk on a weekly 
basis  

SRD Voter Registration Procedures 
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 SRDs must use EL-131 (ver. 8/2016), Application for Voter 
Registration 
 

 SRDs should instruct registrants to read the instructions that 
accompany the EL-131 to help ensure the form is filled out 
correctly and that the registrant meets the registration 
requirements 

 

 EL-131 must be legible and complete 

Application for Voter Registration (GAB-131) 
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  Application for Voter Registration (EL-131) 
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 The EL-131 is broken 
down into 12 separate 
sections plus an 
administrative section at the 
very bottom of the form 

 

 Confidential sections of the 
EL-131 will be highlighted 

in bright green throughout 
this presentation 



Application for Voter Registration:  

Section 1 
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Registrant selects reason for filling out the form:                                    
New WI Voter, Name Change or WI Address Change 
Registrant indicates what municipality they reside in  
(make sure they live in the municipality for which you have been 
appointed an SRD) 
Registrant indicates what county they reside in 

A B 

C 

A. 

 
 

B. 

 
 

C. 



 ID Number Requirement  (Confidential)   
*Voter Does not have to show you the DL/ID or SS card. 

A. Has WI Driver   MUST provide number                                                                        
(if license is expired, the last four digits of the SSN are required; request that the 
applicant also provide the expired DL number. 
 

B. Does not have WI Driver License, may use DOT-issued 
ID or last four digits of Social Security number 
 

C. No WI DL/ID card or SSN  Fill in oval for this purpose 
 

Application for Voter Registration:  

Section 2 
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A 

B 

C 



 Registrant must provide: last name, first name, middle name (if they have one) 
as they appear on the document provided in Section 2, date of birth 
(confidential), current residential street address including apartment, city, state 
and zip code. P.O. Boxes are not residential addresses 

 Most Common Mistake on VR form is that Today’s Date is in the Date of Birth Field 
 Mark Military or Permanent Overseas (If applicable as an elector).  

Application for Voter Registration:  

Sections 3 and 4   
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Application for Voter Registration:  

Sections 3 and 4  

• Verify Voter is a citizen of the Municipality by Referencing the Middleton 
Street Listing 

 
• Mailing address does not guarantee you are a voter of the City of 

Middleton.  Verify that the address is on the street listing.  If it is 
NOT on the listing, they do not vote in Middleton.  Ask the voter 
where they pay their real estate taxes to – that will be the 
community they vote in 

 



 If the registrant has a different mailing address than the residential address 
provided in Section 4, they will enter their mailing address in Section 5 

 Registrants should provide their previous name and address in Section 6 
 Registrants must provide the previous address at which they were registered to 

vote in Section 7 
 If they cannot remember their previous address, have them write as much as they can 

Application for Voter Registration:  

Sections 5,6 and 7   
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 If a registrant indicates they will need special accommodations at the 
polling location, the accommodation is noted in Section 8 (confidential) 
 

 
 

 
 

 

 If a registrant is unable to provide a street number or address          
(ie. qualified homeless voter), they are allowed to indicate where they 
reside by indicating their address on the map provided 
 

 Refer to the “Enabling Qualified Homeless Voters” document in the 
handout packet for more information 

Application for Voter Registration:  

Sections 8 
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Application for Voter Registration:  

Sections 9 and 10 
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 Registrants must be able to truthfully answer ‘Yes’ to both 
questions in Section 9, or they are not eligible to register to vote 

 

 Registrants must read the certification in Section 10 and sign the 
application in Section 11 (next slide). 

. 

  



Application for Voter Registration:  

Section 11 
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 The Registrant must sign the Application for Voter 
Registration 
 

 The Registrant must date the Application for Voter 
Registration 



Application for Voter Registration:  

Section 12 
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 If the SRD needs to assist the registrant with signing the 

form, the SRD signs their name and provides their address in 

Section 12 

 



Application for Voter Registration:  

SRD Authorization – Bottom of Form 
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A. SRD must sign the Application for Voter Registration 
 

B. SRD must print their full name and SRD ID # issued by the 

municipal clerk 

C.  Let the voter know their polling location, reference the 

Middleton Street Listing 

A. 
B.   



 Effective April 4, 2014, 2013 Wisconsin Act 182 went into 

effect, which requires ALL voters provide a document 

establishing their proof of residence as part of the voter 

registration application. 

A. SRD must fill in the Proof or Residence Type 

B. SRD must fill in Proof of Residence # 

 Last four digits (6+ digit acct. no.) 

  Last two digits (6 or less acct. no)  
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A. 

B.   



Acceptable Proof of Residence 
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 A current and valid WI Driver License / ID Card  

 Any other official identification card or license issued by a Wisconsin governmental 

body or unit  

 An employee ID card with a photograph, but not a business card  

 A real property tax bill or receipt for the current year or the year preceding the date of 

the election  

 A residential lease (Does not count as proof of residence if elector submits form by 

mail)  

 A picture ID from a university, college or technical college coupled with a fee receipt  

 A picture ID from a university, college or technical college coupled with an on-campus 

housing listing provided by the university, college or technical college to the 

municipality that denotes US Citizenship  

 



Acceptable Proof of Residence 
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 A utility bill for the period commencing not earlier than 90 days before the day 

registration is made  

 (Homeless voters only) A letter from an organization that provides services to the 

homeless that identifies the voter and describes the location designated as the person’s 

residence for voting purposes  

 A bank statement   

 A paycheck   

 A check or other document issued by a unit of government  

 



Keep Confidential Information Confidential 
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 Driver License # (Section 2), DOT issued ID # (Section 2),   
last four digits of SSN (Section 2), Date of birth (Section 3), and 
any indication of accommodation (Section 8) are all confidential 

 SRD’s may NOT copy and retain any confidential information for 
personal use 

 Any copies of forms retained by the SRD containing this 
information may not display the registrant’s confidential information 



Common Sense and Common Courtesy  
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 Please refer to the Common 
Sense and Common Courtesy 
handout for tips and 
guidelines on accommodating 
registrants with disabilities 

 

 The Election Assistance 
Commission (EAC) also 
provides information to 
election officials on properly 
accommodating registrants 
who may have disabilities 
http://www.eac.gov 



Other Considerations 
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 Voter registration forms are available in English, 
Spanish and Hmong formats  
 

 A registrant’s inability to speak perfect English does not 
in any way disqualify them from registering to vote 
 

 An SRD that has been appointed in a municipality that 
contains a high population of Spanish and Hmong 
speakers should be prepared to provide these forms if 
requested.  Translators may also be used to assist 
these registrants 

 



SRDs Conducting Voter Registration 
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 An SRD appointment  

 is for the current election cycle  

(Jan 1st of an odd year through December 31st of the following even year) 

 may include multiple election events 

(Primary, general, special elections, special referenda, etc.) 

 Conduct registration during open registration 

 From time of appointment through close of registration for any election(s) during 
cycle 

 Close of registration by an SRD is 5:00 pm on the 20th day before any election event 

 After the 20th day, prior to an election, the voter must register in the clerk’s 
office or at the polling place on election day  

 



Submitting Voter Registrations 
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 SRDs should verify that all forms have been properly completed, signed, 
dated and include the SRD printed name and SRD ID# 
 

 SRDs have delivered all registrations weekly to the municipal clerk via 
mail or in person 
 

 SRDs have NOT delivered registrations after the close of registration as 
these registrants will NOT appear on the poll book for the next election 
 

All registrants must be added to the Statewide Voter Registration System 
so their names will appear on the poll lists for the next election. To 
support the integrity of this process: 

Failure to adhere to these requirements may result in the revocation of an SRD appointment. 
 



Voter Registration Drives 
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Do: 

 Use EL-131 (Revised 8/2016) 
 

 Hold drive at least 1 week before deadline 
 

 Forward complete applications to the municipal clerk weekly 
 

 Only register voters who reside in the municipality in which 
you have been appointed an SRD 

 

Do’s and Don’ts 



Voter Registration Drives 

City of Middleton SRD Training 27 

Don’ts: 

 Copy and retain confidential information 
 

 Pay someone by the form for collecting registrations 
 

 Accept an incomplete form 

Do’s and Don’ts 



Revocation of SRD Appointment 
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An appointing authority may decline to appoint or revoke the 
appointment of an applicant “for cause”, if the applicant: 
 

 Lacks the qualifications of an election official (S. 7.30(2), Wis. Stats.) 

 Fails to attend training session scheduled by the appointing authority 
 Previously had an appointment revoked for cause 
 Fails to adhere to procedures, including timely submission of voter 

registration forms or submitting incomplete forms 
 Falsifies, fails to submit or wrongfully suppresses a voter registration form 

or otherwise commits official misconduct  
 Has been convicted of a crime delineated in s. 12.13, Wis. Stats.   

(election fraud) 
Violations for misuse of an appointment may result in criminal sanctions. s.12.13, Wis. Stats. 



Procedure for Revocation 
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 Appointing authority hand-delivers or sends a Notification of Revocation 
to the SRD and organization if applicable, by certified mail 

 

 Appointing authority reports any misuse of appointment that constitutes 
fraud to the District Attorney 
 

 Any SRD (or person denied an appointment as such) who feels aggrieved    
by the decision, may file a sworn complaint with the Wisconsin Elections 
and Ethics Commission (under s.5.06 of the Wisconsin Statutes). Complaint 
manual found under “Forms and Publications” on website:  
http://gab.wi.gov  



Final Steps:  
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Step 1:  Read pertinent section of Wisconsin Statutes Chapter 
6 and Wisconsin Administrative Code, Chapter 3  (10 minutes to 

read) 
Excerpts from Wis. 
Stats., Ch. 6 
(included in packet) 

WI Admin 
Code, Ch. 
GAB 3 

(included in 
packet) 



Final Steps:  
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Submit to City Clerk: 

1. A completed Application for Special Registration 
Deputy Appointment 

2. A completed Certification and Oath of Special 
Registration Deputy 

 
 

Take with you: 

1. Certificate of Special Registration Deputy Appointment 
2. Training handouts packet 
 



Contact Information 
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    City of Middleton 
 7426 Hubbard Avenue 
 Middleton, WI  53562   608-821-8350 
 Website:  www.cityofmiddleton.us    

    
   Wisconsin Government and Ethics Commission 
   212 E. Washington Avenue, 3rd Floor  
   PO Box 7984 
   Madison, Wisconsin  53707-7984 
 

    Helpdesk:  608-261-2028     

    Website:  http://gab.wi.gov  

 

http://www.cityofmiddleton.us/

