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Dear Candidates and Treasurers:

Welcome to the New York State Board of Elections 2009 Campaign Finance Handbook. Here you
will find information about how to comply with the campaign financial disclosure law and require-
ments.

Article 14 of New York State’s Election Law contains the provisions regarding campaign financial
disclosure. Additionally, it was enacted to ensure public transparency of election funds. This
transparency enables the public to be informed on who is raising or spending money in connec-
tion with the nomination for election, or election, of any candidate; or in connection with a ballot
proposition or political party or principle. It allows the public to see how funds are being spent. It
also allows the public to see who is contributing to candidates and political committees.

Our Campaign Finance Unit’s primary objective is to ensure compliance with the campaign finan-
cial disclosure laws. One of our most important duties is to inform treasurers and candidates
about how the law affects them, and assist them with the filing process. We urge you to utilize our
services, whether by referencing this Handbook; by contacting our campaign finance call center at
1-800-458-3453 or 518-474-8200; or by visiting our website at www.elections.state.ny.us.

The 2009 Campaign Finance Handbook contains necessary information and instructions to en-
able candidates, committees and treasurers to comply with the campaign financial disclosure re-
quirements in Article 14 of the State’s Election Law and Part 6200 of the Board’s Rules and Regu-
lations. The Handbook includes such information as:

Who must register and file;

What reports must be filed;

When reports must be filed;

Where to file reports;

How to file reports;

Duties and responsibilities of a treasurer; and
Information on contribution and receipt limitations.

For information concerning the filing requirements of the New York City Campaign Finance Board
or a local board of elections that utilizes or requires electronic filing (e.g., Suffolk County), please
consult that agency directly.

If you have any problems or questions that are not resolved by reading this Handbook, please
contact our campaign finance call center at 1-800-458-3453 or 518-474-8200; attend one of our
annual seminars held throughout the state; or visit our website at www.elections.state.ny.us.
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I. WHO MUST FILE & WHAT MUST BE FILED?

Inside Part One, Section I:

e Candidate Campaign Finance Filing Requirements
e  Committee Campaign Finance Filing Requirements
e Additional Required Documentation

e Village Elections

All candidates and political committees are required to disclose, at specific times, all of the financial
activity made in connection with their campaign or in support or opposition of candidates, commit-
tees or ballot proposals/propositions. Such disclosure is made by filing campaign financial disclo-
sure reports.

See “When Are Reports Filed?” and “Where & How Are Reports Filed?” sections of this Handbook
for the specific times and locations reports are required to be filed. Additionally, please refer to the
“Frequently Used Terms” section of this Handbook for details on the terms appearing herein.

A. Candidates

form (CF-16), which is the form that informs the
board(s) of elections that the candidate has

opted to have ALL receipts and expenditures of
the campaign, including those of the candidate,

Campaign Finance Filing

Requirements disclosed by the authorized committee. In such
an instance, the candidate would not have to

It is the obligation of the candidate to disclose the submit his or her campaign financial disclosure

receipts and expenditures of their campaign. They reports. The CF-16 must be submitted by the

can do so in one of three ways: candidate no later than 32 days prior to the first

election for which the candidate would other-

1. Candidate discloses all (does not
wise be obligated to file reports; or -

have committee): A candidate can choose
to file his or her own reports, which must dis-
close qll thg rece!pts ang expenditures of the Candidate Committee Registration
campaign, including their own; or -

The committee must register with the

2. Candidate uses authorized committee appropriate board(s) of elections by filing

to disclose all: A candidate can choose to the Committee Registration/Treasurer
have an authorized committee file the cam- and Bank Information form (CF-02) and
paign financial disclosure reports disclosing the Committee Authorization Status form
ALL receipts and expenditures of the cam- (CF-03). If the named treasurer on the
paign, including their own. In such an instance, CF-16 form does not file or cause to be
the candidate can raise or spend money them- filed, the CF-02 and CF-03 forms, which
selves, but such activity of the candidate (who indicate that the treasurer has accepted
becomes an agent of the committee) must be the responsibility for filing the campaign
reported through his or her authorized commit- financial disclosure reports, then the re-
tee. Additionally, the candidate must submit a sponsibility to submit disclosure reports
Candidate’s Authorization for a Committee to remains with the candidate.

Make Campaign Financial Disclosures




3. Both candidate and authorized

committee disclose: A candidate can
choose to have an authorized committee and
can ALSO raise and spend money separate
from the committee, which they choose not to
have disclosed by the authorized committee. In
such a case, BOTH the candidate and the au-
thorized committee would each file their own
separate campaign financial disclosure reports.
In this case, a candidate should NOT file a
Candidate’s Authorization for a Committee to
Make Campaign Financial Disclosures form
(CF-16). A CF-16 is only filed by a candidate
when ALL activity is filed by the authorized
committee.

Campaign Financial Disclosure
Reports Required of Candidates

Candidates who are required to file campaign fi-
nancial disclosure reports must submit one of the
following:

1. Itemized Campaign Financial
Disclosure Report (CF-01)
A report disclosing the financial activity for a
specific reporting period, detailed on applicable
schedule(s), and where at the close of the re-
porting period the aggregate of the receipts or
expenditures of the campaign have exceeded
$1,000. In the case of no financial activity dur-
ing the reporting period, see No-Activity
Report.

2. In-Lieu-Of Statement (CF-01)
A campaign financial disclosure report where,
at the close of the reporting period, neither the
total receipts nor the total expenditures of the
campaign have exceeded $1,000 in the
aggregate.

Part One —Filing Requirements

Candidates Crossing the
$1,000 Threshold

Once a candidate who has filed an In-Lieu
-Of Statement exceeds the $1,000 thresh-
old in aggregate receipts or expenditures
for a campaign, he or she must begin to
file itemized reports (CF-01) commencing
with the reporting period wherein the
threshold is crossed.

Furthermore, the initial itemized report
filed must contain an itemization of all re-
ceipts and expenditures previously en-
compassed by the In-Lieu-Of Statement(s)
filed by that candidate. Once a candidate
files an itemized report, that candidate can
never file an In-Lieu-Of Statement for any
future report.

3. No-Activity Report (CF-18)

A report filed indicating that there is no activity
to report for that specific reporting period.

For filers with NYSBOE: a CF-18 form can be
submitted in hard copy with an original signa-
ture, or online using a Filer ID # and PIN at
www.elections.state.ny.us.

For filers with a county or city board of
elections filing on paper: to report no activity
for a particular period, such filers should submit
fully completed cover, summary and status
pages of the campaign financial disclosure re-
port (CF-01).




Additional Instructions for
Unsuccessful Candidates

Candidates are obligated to disclose campaign-
related receipts and expenditures, regardless of
whether they are successful in having their name
appear on the ballot. This would also include candi-
dates who choose to end their campaign.

When a candidate raises or spends money in an
attempt to have his or her name appear on the bal-
lot, but, for whatever legal reason (including be-
cause they have chosen to end their campaign),
their name does not appear on the ballot, that can-
didate must then disclose all receipts and expendi-
tures not already reported on election reports on
the next campaign financial disclosure periodic re-
port (see the “When Are Reports Filed?” section of
this Handbook).

The candidate must then continue to file campaign
financial disclosure reports until he or she com-
pletes the termination procedure as outlined in this
Handbook.

Self-funded Candidates
Must Disclose

The obligation to file campaign financial disclosure
reports also applies to candidates who self-fund/
finance their campaign, whether the candidate
does so through an authorized committee or them-
selves, or a combination of both.

Additional Registration/Filing
Requirements for Local Candi-
dates Making Their Own Filings

Local candidates who make their own filings and
who raise or spend, or expect to raise or spend
over $1,000 in a calendar year, must file campaign
financial disclosure reports with NYSBOE in addi-
tion to filing with their local board of elections.

The $1,000 raised or spent (including candidate
contributions/expenditures to his or her own cam-
paign) relates to financial activity (receipts or ex-
penditures) in the calendar year, not an ending
cash balance.

These candidates must contact NYSBOE to obtain
their Filer ID# and PIN. State and county board
Filer ID#s may be different.

Proposed Change to Regulation
Regarding Duplicate Filing

County board filers required to also file with
NYSBOE should be aware that a proposed
regulation is pending which would, if adopted,
eliminate the duplicate filing with the county
board. See “Proposed Change to Regulation
Regarding Duplicate Filing” in the “Where &
How Are Reports Filed?” section of this Hand-
book for more details.
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B. Committees

Registration and Campaign
Finance Filing Requirements

It is the obligation of a committee to register with
the appropriate board(s) of elections and disclose
its receipts and expenditures.

Registration Procedure

A committee registers by filing:

1. Committee Registration/ Treasurer
and Bank Information Form (CF-02)
This form is used to register all committees. It
provides the board(s) with information concern-
ing the committee’s name, type, treasurer,
bank/depository, candidates/ballot propositions
supported or opposed, and other authorized
banking signatories. This form must be filed
within five days of choosing a treasurer and
depository and prior to receiving or expending
any funds.

Your campaign’s bank account(s) must be
opened at a banking organization authorized to
do business in New York State. The branch
where the account is opened and held must be
physically located in New York State.

Constituted Committee Exception

The CF-02 form is not required to be filed by a
constituted committee (see “Frequently Used
Terms” for definition). However, NYSBOE re-
quests that all constituted committees required
to file with NYSBOE submit a completed CF-
02 form for administrative purposes. Consti-
tuted committees required to file disclosure
reports with the county or city board(s) of elec-
tions should consult with the appropriate
county or city board(s) of elections for their
requirements regarding registration.
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The committee may also have to file the:

2. Committee Authorization Status Form
(CF-03)
This form is used to indicate whether or not the
committee has been authorized by the specific
candidate(s) listed therein to aid or take part in
their nomination or election. PACs should not
file a CF-03.

A CF-03 form must be filed by all political com-
mittees that support or oppose the nomination
or election of any candidate through direct ex-
penditure.

Authorization can only be granted by a candi-
date. This means the candidate(s) have af-
firmatively acknowledged to you that your com-
mittee is authorized to aid or take part in their
campaign, which includes raising and spending
money on their behalf.

The mere fact that the candidate(s) know that
your committee is conducting activity relative to
their campaign does not constitute authoriza-
tion.

PAC Exception

A CF-03 form is not required to be filed
by a committee that only makes contribu-
tions (e.g., PACs). If a committee aids or
takes part in the election or nomination of
candidates only by making contributions
and does not otherwise aid or take part in
their campaign through direct expendi-
tures, then the committee does not file
this form.

Time Requirements for Filing Amended
CF-02 and CF-03 Forms

A treasurer must file amended CF-02 and CF-03
forms as applicable within two days of any changes
to any information contained therein.




Campaign Financial Disclosure
Reports Required of Committees

Committees are required to file either an itemized
report, an In-Lieu-Of Statement (if qualified), or a
No-Activity report, as described, for each filing pe-
riod:

1. Itemized Campaign Financial
Disclosure Report (CF-01)
A report disclosing the financial activity for a
specific reporting period, detailed on applicable
schedule(s), and where at the close of the re-
porting period, the aggregate of receipts or ex-
penditures of the campaign have exceeded
$1,000. In the case of no financial activity dur-
ing the reporting period, see No-Activity report.

2. In-Lieu-Of Statement (CF-01)
A report where, at the close of the reporting
period, neither the total receipts nor the total
expenditures have exceeded $1,000 in the ag-
gregate for the campaign.

Once a committee that is entitled to file an In-
Lieu-Of Statement exceeds the $1,000 thresh-
old in aggregate receipts or expenditures for a
campaign, it must begin to file itemized reports
(CF-01) commencing with the reporting period
wherein the threshold is crossed. Furthermore,
the initial itemized report filed must contain an
itemization of all receipts and expenditures pre-
viously encompassed by the In-Lieu-Of State-
ment(s) filed by the committee. Once a commit-
tee files an itemized report, it can never file an
In-Lieu-Of Statement for any future report.

The only committees that can file In-Lieu-Of
Statements are authorized committees solely
supporting one candidate, or a committee
solely supporting or opposing a ballot proposal/
proposition.

Committees Prohibited from Filing
In-Lieu-of Statements

Constituted committees, party committees,
multi-candidate committees and PACs are ex-
pressly prohibited from filing In-Lieu-Of
Statements.

3. No-Activity Report (CF-18)
A report filed indicating that there is no activity
to report for that specific reporting period.

For filers with NYSBOE: a CF-18 form can be
submitted in hard copy with an original signa-
ture, or online using a Filer ID # and PIN at
www.elections.state.ny.us.

For filers with county or city board(s) filing
on paper: to report no activity for a particular
reporting period, such filers should submit fully
completed cover, summary and status pages of
the campaign financial disclosure report (CF-
01).

Additional Instructions for Commit-
tees of Unsuccessful Candidates

Committees of candidates are obligated to disclose
campaign-related receipts and expenditures, re-
gardless of whether the candidate is successful in
having his or her name appear on the ballot. This
would also include candidates who choose to end
their campaign.

When a candidate’s committee raises or spends
money in an attempt to have the candidate’s name
appear on the ballot, but, for whatever legal reason
(including because they have chosen to end their
campaign), the candidate’s name does not appear
on the ballot, that committee must then disclose all
receipts and expenditures not already reported on
election reports on the next campaign financial dis-
closure periodic report (see “When Are Reports
Filed?” section of this Handbook).

The committee must then continue to file campaign
financial disclosure reports until the treasurer com-
pletes the termination procedure as outlined in this
Handbook.

Additional Registration/Filing
Requirements for Local Committees

Local committees that raise or spend, or expect to
raise or spend over $1,000 in a calendar year,
must register and file campaign financial disclosure
reports with NYSBOE in addition to filing with their
local board of elections.

Part One —Filing Requirements




The $1,000 raised or spent relates to financial ac-
tivity (receipts or expenditures) in the calendar
year, not an ending cash balance.

These candidates must contact NYSBOE to obtain
their Filer ID# and PIN. State and county board
Filer ID#s may be different.

Proposed Change to Regulation
Regarding Duplicate Filing

County board filers required to also file with
NYSBOE should be aware that a proposed
regulation is pending which would, if adopted,
eliminate the duplicate filing with the county
board. See “Proposed Change to Regulation
Regarding Duplicate Filing” in the “Where and
How Are Reports Filed?” section of this Hand-
book for more details.

Special Instructions for Political
Action Committees (PACs)

1. Committee Registration/ Treasurer
and Bank Information Form (CF-02)
A PAC, when registering with a board of
elections by submitting the Committee Reg-
istration/ Treasurer and Bank Information
form (CF-02), does not have to provide any
information in Section E, “Candidate(s) to be
Supported or Opposed” of the CF-02.

The Election Law specifically exempts PACs
from having to provide the information in this
section as an administrative convenience to
both the PAC and the boards of elections
where PACs submit their filings. This is be-
cause PACs only make contributions to can-
didates and political committees. If the PAC
was required to provide candidate informa-
tion in Section E, it would have to constantly
amend its CF-02 form whenever contribu-
tions were made by the PAC to additional
candidates/committees.

Part One —Filing Requirements

10

2. Committee Authorization

Status Form (CF-03)

PACs do not file the Committee Authorization
Status form (CF-03). A CF-03 is only required
to be filed by political committees that make
direct expenditures, other than by contribu-
tions, in support or opposition to candidates
and other political committees.

PACs may make contributions to candidates
and political committees but may not make di-
rect expenditures on their behalf.

Notice of Inactive Status (CF-20)

A Notice of Inactive Status form (CF-20) is the
form that notifies a board of elections that a
particular type of committee is not going to
support or oppose candidates in a particular
election through contributions or direct expen-
ditures. It is an administrative creation of NYS-
BOE that only applies to, and can only be used
by, a limited group of committees: specifically
PACs, party committees and constituted com-
mittees.

NYSBOE presumes that this limited group of
committees are supporting or opposing candi-
dates for election by making contributions or
direct expenditures, and, therefore, expects to
receive the three election reports for a particu-
lar election (primary and/ or general). However,
if one of this limited group of committees will
not be actively supporting or opposing candi-
dates in a particular election, it may submit a
Notice of Inactive Status form (CF-20), which
notifies a board of this status. Then, a board
will not expect to receive campaign financial
disclosure election reports for that particular
election.

Cannot Use CF-20 for
Periodic Reports

Inactive Status does not apply to periodic
campaign financial disclosure reports
which are required to be filed in January
and July of each year.




CF-20 Due Dates and
Submission Process

A CF-20 form must be submitted no later than 32
days prior to the first election in which it applies
(e.g. primary or general). A CF-20 form may be
submitted on paper or via NYSBOE’s website un-
der Campaign Finance/Filing Options. If submitting
a CF-20 form on paper, it must contain an original
signature.

If submitting a CF-20 form via the website, a Filer
ID# and PIN are required and serve as an elec-
tronic signature.

As the NYSBOE Electronic Filing Software (EFS)
does not have a CF-20 filing option, the only way to
submit a CF-20 form electronically is via NYS-
BOE'’s website.

A Change Back to Active Status
During the Election

If, after filing a CF-20 form, the committee opts to
become active for the particular election, through
contributions or expenditures, it must begin filing
campaign financial disclosure reports with the next
election report that covers the date when the activ-
ity begins.
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Candidate Committees/
Candidates Cannoft File Notice of
Inactive Status (CF-20)

Authorized and unauthorized committees of
candidates that are obligated to file campaign
financial disclosure election reports because of
their activity are not permitted to file a Notice
of Inactive Status form (CF-20) to substitute for
these election reports.

Such committees must file one of the following
reports for each specific filing period:
o [temized Report
o In-Lieu-Of Statement (if qualified)
o No-Activity Report
(See “Campaign Financial Disclosure Reports
Required of Committees,” in this section.)

Candidates who are obligated to file campaign
financial disclosure election reports because of
their activity are not permitted to file a Notice
of Inactive Status form (CF-20) to substitute for
these election reports. Such candidates must
file one of the following reports for each spe-
cific filing period:

o [temized Report

o In-Lieu-Of Statement (if qualified)

o No-Activity Report
(See “Campaign Financial Disclosure Reports
Required of Candidates,” in this section.)

Part One —Filing Requirements




C. Additional Required
Documentation

Campaign Loans and Debts

When a candidate or committee receives a loan, or
has a loan or debt forgiven, the filer must submit
copies of the document(s) evidencing such loans/
debts received or forgiven. Such documents must
be submitted in conjunction with the campaign fi-
nancial disclosure report covering the period when
the transaction took place.

Campaign Materials Required

Any filer required to file primary, general and/or
special election reports must, at the same time the
applicable post-election campaign financial disclo-
sure report is due, submit copies of all of the filer's
campaign materials, purchased or produced by or
under the authority of the person filing the post-
election report, or the committee or the person on
whose behalf it is filed.

Campaign materials are advertisements, pam-
phlets, circulars, flyers, brochures, solicitations,
letterheads and other printed matter, purchased or
produced, as well as schedules of all radio or tele-
vision time, and scripts used therein, purchased in
connection with a specific election.

When submitting campaign materials, please note
that submissions:

e Caninclude duplicate originals (e.g., posters,
flyers, buttons, etc.) or photocopies;

¢ Must be hard copies, not electronic/digital files;

e May be photographed when, for practical pur-
poses they cannot be readily reproduced in a
paper copy because they are large, unwieldy
items, (e.g., billboards, sandwich boards, etc.);
and

e Must be legible if copied.

Part One —Filing Requirements
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24-Hour Notices

A 24-Hour Notice is a required disclosure, which is
used to report any contribution or loan over $1,000,
received the day after the cut-off date of the 11-day
pre-election report up to election day. Such contri-
bution or loan must be disclosed within 24 hours of
receipt.

These notices are required because without them
there would be no public disclosure of large loans
or contributions received during the period leading
up to election day. Otherwise, they would only be
first disclosed on the post-election campaign finan-
cial disclosure report. All 24-Hour Notices:

e Apply to all primary, general and special elec-
tions and must be filed by any filer for a specific
election in which they are required to file elec-
tion reports.

e Must be received by the appropriate board(s)
of elections, where the filer is required to sub-
mit disclosure reports, within 24 hours of re-
ceipt of the contribution or loan in question.

For filers with NYSBOE: These notices can be
submitted:

e Online using a Filer ID # and PIN at
www.elections.state.ny.us; or -

e In person at the NYSBOE offices, 40 Steuben
Street, Albany, NY 12207, or -

e By fax (518-486-6627).

For filers with a county or city board of elec-
tions: These notices can be filed in person or by
fax. Consult local boards of elections for further
details.

Disclosure Report Required

Any contribution/loan for which a 24-Hour No-
tice has been submitted must also be dis-
closed in the applicable post-election cam-
paign financial disclosure report.




Termination or Resignation
Procedures

In order for a NYSBOE filer to request to terminate
a committee, or to resign as a treasurer, NYSBOE
requires that the filer/treasurer submit a Verification
Statement (CF-18) in writing, with an original signa-
ture, in conjunction with the applicable campaign
financial disclosure report encompassing the trans-
actions leading up to the date of the request for
termination or resignation notice.

See “Terminating Filing Obligations” and/or “Duties
of Treasurers” or “Resigning as Treasurer” sections
in this Handbook for more details.

D. Village Elections

Proposed Change to Regulation
Regarding Duplicate Filing

County board filers required to also file with
NYSBOE should be aware that a proposed
regulation is pending which would, if adopted,
eliminate the duplicate filing with the county
board. See “Proposed Change to Regulation
Regarding Duplicate Filing” in the “Where &
How Are Reports Filed?” section of this Hand-
book for more details.

Village elections run by the village clerk:
Candidates and committees solely supporting or
opposing candidates for village office must register
and file with the village clerk.

For village elections run by the village clerk, where
filers with the village clerk have campaign finance
activity outside of the village election in question
(e.g., supporting/opposing candidates and/or com-
mittees for town, county or state offices; transfers
to party or constituted committees outside of the
village), such filers will then also have an obligation
to register and file with the appropriate county and/
or state board of elections.

Village elections run by a county board of

elections: Registrations/filings must be made
with the applicable county board of elections.
Where the receipts or expenditures exceed or are
expected to exceed $1,000 in the calendar year,
then such registrations and filings must also be
made with NYSBOE electronically.

The $1,000 raised or spent relates to financial ac-

tivity (receipts or expenditures) in the calendar
year, not an ending cash balance.
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II. WHEN ARE REPORTS FILED?

Inside Part One, Section II:

e  Campaign Financial Disclosure Election Reports
e Campaign Financial Disclosure Periodic Reports
e Timing of Reports

A. Election Reports

B. Periodic Reports

There are three campaign financial disclosure re-
ports filed in connection with each election
(primary, general and special). They are as fol-
lows:

e 32-day pre-election; and

e 11-day pre-election; and

e 10-day post-election for primary elec-
tions
=0r-
27-day post-election for general or
special elections.

These election reports are filed on the days indi-
cated in their titles. Candidates and committees
should consult the appropriate board(s) of elections
to obtain the Filing Calendar containing the specific
filing dates for the election in question.

All candidates and/or their committees must file the
election reports for all elections in which the candi-
date’s name appears on the ballot. This require-
ment is also applicable to the candidates and/or
their committees when the candidate seeks a line
in the general election via an “Opportunity to Ballot”
petition which has been filed for a primary election.

PACs, party and constituted committees and ballot
proposition committees that support or oppose can-
didates or ballot proposals in any election, must file
the three applicable campaign financial disclosure
election reports.
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All candidates and committees obligated to file
campaign financial disclosure reports must submit,
in addition to any required election reports, periodic
campaign financial disclosure reports twice a year
on the following dates:

e January 15th;
e July 15th.

These periodic reports must be filed until such time
as the candidate or committee terminates (see the
“Terminating Filing Obligations” section in this
Handbook for more details).

Additional Instructions for Unsuccessful
Candidates and/or Their Committees

Candidates and/or their committees are obligated
to disclose campaign-related receipts and expendi-
tures, regardless of whether the candidate is suc-
cessful in having his or her name appear on the
ballot. This would also include candidates who
choose to end their campaign.

When a candidate and/or their committee raises or
spends money in an attempt to have the candi-
date’s name appear on the ballot, but, for whatever
legal reason (including because they have chosen
to end their campaign), the candidate’s name
does not appear on the ballot, that candidate and/
or committee must then disclose all receipts and
expenditures not already reported on election re-
ports on the next campaign finance periodic report
(see “When Are Reports Filed?” section of this
Handbook).




The candidate and/or committee must then con-

tinue to file campaign financial disclosure reports
until the candidate or treasurer completes the ter-
mination procedure as outlined in this Handbook.

C. Timing of Reports

Date Range for Reports

All reports cover a specific period of time. The pe-
riod covered is always the day after the cut-off date
from the previous report, up to and including the
cut-off date for the current report. The cut-off date
is always four days before the filing due date (refer
to Filing Calendar).

The purpose of the cut-off date is to allow filers to
assemble the appropriate data of their financial
activity and prepare their campaign financial disclo-
sure reports.

Methods of Submission

Mail: A campaign financial disclosure report, sub-
mitted by paper (if authorized or exempt), diskette,
CD or DVD, is deemed properly filed when sent by
certified mail within the prescribed time.

Email: Disclosure reports filed by email with NYS-
BOE must be in the appropriate electronic format
and must also be submitted within the prescribed
time. Such reports received after 5 p.m. on a busi-
ness day, or on Saturday or Sunday, or on a legal
holiday, will be date-stamped for the next business
day.

Report Receipt Verification

For each report filed with NYSBOE, please
check the Campaign Finance section of the
board’s website at www.elections.state.ny.us,
to ensure the correct campaign financial dis-
closure report was received (e.q., year or type)
and to review the information to ensure the
balances accurately reflect your records and
that the information you provided is complete.

Part One —Filing Requirements
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When to File the First Campaign
Financial Disclosure Report

The first campaign financial disclosure report that is
required to be filed depends on whether the filer is
a candidate or a committee.

1. Candidates

Where a candidate is obligated to file campaign

financial disclosure reports, the first report he or
she must file is the 32-day pre-election report for
the first election in which that candidate:

e Seeks a ballot line; or -

e Appears on the ballot; or -

e Seeks a ballot line via an “Opportunity to
Ballot”.

This is regardless of when campaigning began.

Candidates should refer to the “Who Must File &
What Must Be Filed?” section in this Handbook for
instructions on candidate filing obligations.

Candidates or Authorized
Committees With Pre-existing
Filing Obligations

The “first filing” instructions set forth above do
not apply to candidates, or their authorized
committees, who have not terminated their
filing obligation after their last election. Until
termination is requested and approved, these
candidates or authorized committees must
continue to file all periodic reports, as well as
any election reports, as applicable.




2. Committees

The first campaign financial disclosure report that a
committee must submit, after it registers by filing a
Committee Registration/Treasurer and Bank Infor-
mation form (CF-02) is either of the following
reports, whichever comes first:

e The next periodic report; or -
e The 32-day pre-election report for the next
applicable election.

Committee treasurers should refer to the “Who
Must File & What Must Be Filed?” section of this
Handbook for instructions on committee filing
obligations.

Committees With Pre-existing
Filing Obligations

The ‘first filing” instructions set forth above do
not apply to committees that have not termi-
nated their filing obligation. Until termination is
requested and approved, these committees
must continue to file all periodic reports, as
well as any election reports, as applicable.
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Housekeeping Committee Reports

“Housekeeping” is a term that refers to the receipts
and expenditures of only a party or constituted
committee used to maintain permanent headquar-
ters and staff, and to carry on ordinary activities
that are not for the express purpose of promoting
the candidacy of specific candidates (see NYS
Election Law Section 14-124 (3)).

Such receipts and expenditures must be disclosed
on the applicable periodic and election reports by
the constituted or party committee in question.
However, a constituted or party committee may
establish and register an optional housekeeping
committee for the sole purpose of reporting house-
keeping receipts and expenditures. Such disclo-
sure would only be required on periodic campaign
financial disclosure reports filed twice each year,
on January 15th and July 15th.

Candidates and committees, other than party and
constituted committees, are not authorized to have
housekeeping expenses and receipts or to register
optional housekeeping committees.
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III. WHERE & HOW ARE REPORTS FILED?

Inside Part One, Section III:

o Where & How State Candidates and Committees Supporting or Op-
posing Them Must File

o  Where & How Local Candidates and Committees Supporting or Op-
posing Them Must File

o  Where & How Village Candidates and Committees Supporting or
Opposing Them Must File

e Ballot Propositions

o Duplicate Filing—Proposed Regulation

Where campaign financial disclosure reports are filed by a candidate, or a committee supporting or
opposing the candidate, is determined by the specific office that the candidate is seeking.

A. State Candidates

And Committees Supporting
Or Opposing Them

B. Local Candidates
And Committees Supporting
Or Opposing Them

Candidates running for state offices and certain
party offices, and the committees supporting or
opposing those candidates, including party and
constituted committees, must register and file with
the New York State Board of Elections, unless ex-
empt from filing under Election Law Section 14-
124. (See “Exceptions to Filing Requirements” sec-
tion in this Handbook for more details.)

State offices include Governor, Lt. Governor, State
Comptroller, Attorney General, State Senate, State
Assembly and State Supreme Court Justice.

Such filings must be made electronically, unless a
waiver allowing filing on paper has been applied for
and granted in writing. (See “Electronic Filing with
NYSBOE” section in this Handbook for more de-
tails.)

If supporting or opposing local candidates, state
filers must provide copies of their campaign finan-
cial disclosure reports at the applicable local
board(s) of elections.
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Candidates running for local public and party of-
fices, and the committees supporting or opposing
those candidates, including local party and consti-
tuted committees, must register and file with the
appropriate county or city board of elections,
unless exempt from filing under Election Law Sec-
tion 14-124. (See “Exceptions to Filing Require-
ments” section in this Handbook for more details.)

Local filers should contact the appropriate county
or city board of elections for information on how to
submit reports locally (i.e., paper or electronic).

Local filers who raise or spend, or expect to raise
or spend, more than $1,000 in any calendar year
are also required to register and file campaign fi-
nancial disclosure reports with NYSBOE, in addi-
tion to filing with the appropriate county or city
board of elections.

Such filings made with NYSBOE must be made
electronically, unless a waiver has been applied for
and granted in writing. (See “Electronic Filing with
NYSBOE" section in this Handbook for more details.)




Proposed Change to Regulation
Regarding Duplicate Filing

County board filers required to also file with
NYSBOE should be aware that a proposed
regulation is pending which would, if adopted,
eliminate the duplicate filing with the county
board. See “Proposed Change to Regulation
Regarding Duplicate Filing” in the “Where &
How Are Reports Filed?” section of this Hand-
book for more details.

Filing Until Termination

Any filer, once registered with NYSBOE, must con-
tinue to make all required filings until the filer re-
quests a termination in writing (via CF-18 or CF-01
form, as applicable) to NYSBOE and it is granted
by NYSBOE.

Terminating with a county/city board does not auto-
matically terminate filing requirements with NYS-
BOE and vice versa.

Termination must be requested and processed
separately with each board where a filer is regis-
tered.

Simply closing the filer's bank account does not
terminate the obligation to file campaign financial
disclosure reports with the applicable board(s) of
elections.
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C. Village Candidates

And Committees Supporting or
Opposing Them

Village Elections

For village elections run by the village clerk, candi-
dates and committees solely supporting or oppos-
ing candidates for village office must register and
file with the village clerk. For village elections run
by a county board of elections, such registrations
and filings must be made with the county board of
elections.

For village elections run by the village clerk, where
filers with the village clerk have campaign finance
activity outside of the village election in question
(e.g., supporting/opposing candidates and/or com-
mittees for town, county or state offices; transfers
to party or constituted committees outside of the
village), the filers will then also have an obligation
to register and file with the appropriate county and/
or state board of elections.

For village elections run by a county board of elec-
tions, which would then require that the filings be
made with that county board of elections, where
the receipts or expenditures exceed or are ex-
pected to exceed $1,000 in a particular calendar
year, then such registrations and filings must also
be made with the NYSBOE electronically, unless a
waiver allowing filing on paper has been applied for
and granted in writing.
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D. Ballot Propositions

E. Proposed Change to
Regulation Regarding
Duplicate Filing

Statewide

Committees supporting or opposing statewide bal-
lot propositions must register and file with
NYSBOE.

Local

Committees supporting or opposing local ballot
propositions must register and file with the appro-
priate local board of elections. Any such committee
supporting or opposing a local ballot proposition
that raises or spends, or expects to raise or spend,
more than $1,000 in the calendar year, relative to
said local ballot proposition, must also register and
submit campaign financial disclosure reports with
NYSBOE, in addition to filing with their local board.

A regulation is pending which would, upon its effec-
tive date, eliminate duplicate filing by certain local
filers who also have to file with NYSBOE.

Effective January 1, 2006, any local filer who raises
or spends or expects to raise or spend more than
$1000 in a particular calendar year must register
and make electronic filings of campaign financial
disclosure reports with NYSBOE, in addition to
making their local filings with the applicable county
or city board(s) of elections.

Under the proposed regulation, any local filer re-
quired to also file with NYSBOE, and who actually
does so, would not have to make a duplicate filing
with the county or city board(s) of elections. Their
NYSBOE filing would satisfy their local filing obliga-
tion.

It is anticipated that the new regulation will go into
effect sometime within the 2009 election cycle. Any
updates will be posted on NYSBOE's website:
www.elections.state.ny.us.

Related Issues Concerning the
Proposed Regulation

e Local filers would still be obligated to sat-
isfy any registration requirements with
their applicable county or city board(s) of
elections.

e Existing duplicate filing requirements re-
main in effect until the regulation goes into
effect.

e | ocal filers who are not otherwise required
to file with NYSBOE cannot elect to do so
to avoid local filing obligations.
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IV. CONTRIBUTION & RECEIPT LIMITATIONS

Inside Part One, Section IV:

e Contributions - Definition and Certain Exceptions
o Aggregate Calendar Year Limits

e Business Contributions

e Candjdate/Family Confributions

e Primary/General/Special Election Campaign Limits

e Candidate Contribution Recelpt Limits

o Miscellaneous Details

The NYS Election Law establishes certain limits on contributions that can be given and received by
candidates and political committees, as well as limits on contributions that can be given by individu-

als and other entities.

A. Contributions -

Definition & Certain
Exceptions

A contribution is:

Any gift, subscription, outstanding loan (to the
extent provided for in NYS Election Law Section
14-114), advance or deposit of money, or any-
thing of value (in-kind contribution), made in
connection with the nomination for election (e.g.,
primary), or election (e.g., general), of any can-
didate, or made to promote the success or de-
feat of a political party or principle, or of any bal-
lot proposal/proposition.

Any funds received by a political committee from
another political committee to the extent such
funds do not constitute a transfer. (See
“Frequently Used Terms” section of this Hand-
book for details.)

Any payment by any person, other than a candi-
date or a political committee authorized by the
candidate, made in connection with the nomina-
tion for election (i.e., primary), or election (i.e.,
general), of that candidate, or any payment
made to promote the success or defeat of the
political party or principle, or of any ballot pro-
posal. This includes, but is not limited to, the
compensation for personal services of an indi-
vidual which are rendered without charge in sup-
port of the candidate’s nomination or election.
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None of the foregoing is a contribution if it is
made, taken or performed by:

A candidate or that candidate’s spouse;

An individual independent of the candidate and
the candidate’s agents or authorized political
committee;

A political committee independent of the candi-
date and the candidate’s agents or authorized
political committee. “Independent” means that
the candidate, his/her agent or authorized politi-
cal committee, did not authorize, suggest, foster
or cooperate in any such activity.

The following are not “contributions”:

Volunteer services — the value of services pro-
vided without compensation by individuals who
volunteer a portion or all of their time on behalf
of a candidate or political committee.

“House parties”/personal property — the use of
real or personal property and the cost of invita-
tions, food and beverages voluntarily provided
by an individual to a candidate or political com-
mittee on the individual’s residential premises
for candidate-related activities, to the extent
such services do not exceed $500 in value.
Volunteer travel expenses — the aggregate
travel expenses of an individual who on his or
her own behalf volunteers personal services to
any candidate or political committee, to the ex-
tent such expenses are unreimbursed and do
not exceed $500 in value.




B. Aggregate Calendar
Year Limits

The New York State Election Law places calendar
year contribution limits on the total amount of politi-
cal contributions that can be made by individuals
and corporations to New York State candidates
and committees, as follows:

¢ Anindividual may contribute up to a total of
$150,000, in the aggregate, in a calendar year.

e A corporation may contribute up to a total of
$5,000, in the aggregate, in a calendar year.

Each affiliated or wholly-owned subsidiary corpora-
tion, if a separate legal entity, has its own limit. No
other type of contributor has an aggregate calendar
year limit on its contributions.

Notwithstanding the above, no individual, corpora-
tion or other contributor may give more to a candi-
date and/or a candidate’s authorized political com-
mittee(s) than an amount determined under the law
for the office sought by the candidate. This is called
the election limit. This amount is the maximum that
the candidate may receive, in the aggregate, from
any one contributor during the campaign/election
cycle for the particular election.

For some offices, the law requires a formula be
used to determine the limit. In those cases, candi-
dates should contact the board of elections where
they file campaign financial disclosure reports to
find out the limits.

C. Business
Contributions

Corporations

A corporation may contribute up to a total of
$5,000, in the aggregate, in a calendar year. Each
affiliated or wholly-owned subsidiary corporation, if
a separate legal entity, has its own limit. Such
contributions are reported on Schedule B.
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Limited Liability Companies

A limited liability company (LLC) is treated as an
individual for limitation purposes. Contributions re-
ceived from LLCs are reported on Schedule C of
the campaign financial disclosure report.

Sole Proprietorships

A sole proprietor’s contributions are deemed as
being from the owner of the company and must be
listed as such on Schedule A of the campaign fi-
nancial disclosure report.

Partnerships

Partnership contributions are attributed to the indi-
vidual partners who are making the contributions
through the partnership, but the individual partners
who are making the contribution are not specifically
listed until the aggregate partnership contribution
exceeds $2,500 to the specific recipient (i.e., candi-
date or committee).

Partnership contributions are always reported in
the name of the partnership on Schedule A. Once
the aggregate partnership contribution exceeds
$2,500 (during the calendar year for a constituted
or party committee or PAC; or during the election/
campaign cycle for a candidate or authorized com-
mittee), then the recipient must also complete
Schedule O, which for information purposes pro-
vides the itemization of the individual partner’s
contributions making up the aggregate partnership
contribution.

Each individual partner’s contributions, whether
taken from the partnership account or from the
partner’s personal account, will count towards that
partner’s individual calendar year limit of $150,000.




D. Candidate/Family
Contributions

E. Primary/General/
Special Election
Campaign Limits

Funds of a Candidate and the
Spouse of a Candidate

Funds of a candidate and the spouse of the candi-
date spent on the campaign are not contributions
and are not limited. They must be reported on
Schedule A.

Family Limits

The election limit for family members is an aggre-
gate limit from all of the candidate’s family (defined
as the candidate’s child, parent, grandparent,
brother, sister and the spouses of those persons).

Any one member of the candidate’s family can con-
tribute any portion of the family limit, or the entire
amount of the family limit. However, any portion
contributed reduces the amount of the aggregate
that is left for the other family members to contrib-
ute. If one family member contributes the whole
limit, then the limit has been reached and the rest
of the family is prohibited from making any contri-
butions.

See “Candidate Contribution Receipt Limits” in this
section for details.

Separate Limits for Elections

Each primary, general or special election cam-
paign has its own limit. No contributor may give
more to a candidate and/or a candidate’s author-
ized political committee(s) than an amount deter-
mined under the law for the office sought by the
candidate. This is called the election limit. This
amount is the maximum that the candidate/
committee may receive, in the aggregate, from
any one contributor during the campaign/election
cycle for the particular election.

The total contributed to a candidate and/or any
authorized committee(s) must be combined and
applied to the limit for that particular election.

Candidates and committee treasurers must en-
sure that the election limits are not exceeded and
that those funds are spent only for the election to
which they pertain, unless the funds were surplus
funds left over from a prior election.

Limits for Contested Primaries

In order for a candidate or a candidate’s committee
to qualify for a separate primary contribution limit,
the candidate must be participating in a contested
primary. This also includes participation in a pri-
mary where an “Opportunity to Ballot” has been
perfected.

The candidate or candidate’s committee receives
an additional primary contribution limit for every
contested primary in which the candidate partici-
pates.
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F. Candidate Contribution Receipt Limits

The charts in this section set forth the maximum election limits that may be received by a candidate for a par-
ticular office. Column A represents the amount that can be received from any non-family contributor and Col-
umn B represents the amount that can be received from the family.

Column A Column B
Office Election Non-Family Limit Family Limit
Statewide Governor, Lt. Primary Total number of enrolled voters | Total number of enrolled voters in
Governor, Comptroller, At- in candidate’s party in NYS x the candidate’s party in the state x
torney General $0.005* $0.025.
General Any amount up to $37,800 Total number of registered voters

in the state x $0.025.

NYS Senate Primary $6,000 $0.25 x enrolled voters in candi-
date’s district and party; but at
least $20,000 and no more than
$100,000.

General $9,500 $0.25 x registered voters in dis-
trict; but at least $20,000, and no
more than $100,000.

NYS Assembly Primary $3,800 $0.25 x enrolled voters in candi-
date’s district and party; but at
least $12,500, and no more than
$100,000.

General $3,800 $0.25 x registered voters in dis-
trict; but at least $12,500, and no
more than $100,000.

NYC Offices of Mayor, Pub- | Primary Total number of enrolled voters | $0.25 x enrolled voters in candi-
lic Advocate and Comptrol- in Candidate’s party in NYC x date’s party in the city; but at least
ler $0.05* $1,250, and no more than
$100,000.
General Any amount up to $37,800 $0.25 x registered voters in the

city; but at least $1,250, and no
more than $100,000.

*The formula amount up to $18,100, but at least $6,000.

Note: Candidates opting into the NYC Public Financing program should check with the New York City Cam-
paign Finance Board for further limitations.
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Column A Column B
Office Election Non-Family Limit Family Limit
All Other Public Offices* Primary $0.05 x enrolled voters in candi- $0.25 x enrolled voters in
and Supreme Court Jus- date’s party and district, but at least | candidate’s party and
tice $1,000 with a maximum of $50,000 | district, but at least
$1,250 and no more than
$100,000.
General $0.05 x registered voters in candi- | $0.25 x registered voters
date’s district, but at least $1,000 in candidate’s district, but
with a maximum of $50,000 at least $1,250 and no

*Contact local board(s) of elections for contribution limits (based on number of enrolled/registered voters)
for local candidates. The general election limit applies to special elections as well.

More on Candidate
Contribution Receipt Limits

Please remember that these limits are for the entire
election cycle. Generally, the election cycle is ei-
ther two or four years. (See “Campaign Cycle” in
“Frequently Used Terms” section in this Handbook
for more details).

Where a candidate’s election limit is more than
$5,000, a corporation is still limited to giving a total
of $5,000 in a calendar year. However, a corpora-
tion may contribute to a candidate during each year
of the election cycle, subject to both the remaining
amount of the candidate’s limit for the election cy-
cle, and the remainder of the corporation’s own
aggregate calendar year contribution limit.

A contribution is deemed attributable to the next
election in which the candidate participates. The
date of the contribution is the date it is received.

If the date of receipt is after an election day, it auto-
matically applies to the very next election for that
candidate. The only exception to this rule is where,
as of election day, the debts of the candidate/
candidate’s committee exceed the ending cash
balance on hand.

27

Where debt exceeds the ending cash balance on
hand as of the applicable election day, the candi-
date/candidate’s committee can receive contribu-
tions from contributors that have not yet reached
the contribution limit for the candidate for the previ-
ous election.

However, the amount that can be collected toward
the previous election’s limit can only equal the
amount of the outstanding debts that are greater
than the cash balance on hand as of election day.
In other words, contributions allocated to prior cam-
paigns to pay outstanding debts must remain within
the limits applicable to that election.




G. Miscellaneous Details

Ballot Propositions

There are no limits on contributions to support or
oppose a ballot proposition.

Party or Constituted Committees

These committees may not, in a calendar year,
receive more than $94,200 from any one contribu-
tor. However, corporations cannot contribute this
amount to party and constituted committees. They
are still subject to their overall $5,000 aggregate
annual contribution limit. The above limits do not
apply to contributions made by any contributor, in-
cluding corporations, to party and constituted com-
mittees for “Housekeeping”.

Housekeeping

“Housekeeping” is a term that refers to the receipts
and expenditures of a party or constituted commit-
tee used to maintain permanent headquarters and
staff, and to carry on ordinary activities that are not
for the express purpose of promoting the candidacy
of specific candidates (see NYS Election Law Sec-
tion 14-124 (3)).

Candidates and committees, other than party and
constituted committees, are not authorized to have
housekeeping expenses and receipts.

There are no limits on contributions to a party or
constituted committee for housekeeping expenses.

Contributions by a corporation for housekeeping
are not applied to the corporation’s $5,000 aggre-
gate calendar year contribution limit. Contributions
from an individual for housekeeping are not applied
to the individual's $150,000 aggregate calendar
year contribution limit.

Housekeeping contributions must be clearly desig-
nated as housekeeping on the check.
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Checks Drawn on Joint Account

Checks drawn on a joint account are assumed
given by the signatory (the person who signed the
check). However, if the contribution is to be attrib-
uted to multiple joint account holders, then all of the
names, in addition to the signatory, and the specific
amounts attributed to each contributor on the joint
account, must be indicated in the “memo” portion of
the check and/or on an attached letter. See Sched-
ule A #5 in the campaign financial disclosure re-
porting instructions.

Legal Responsibility

The person or committee making a contribu-
tion, as well as the person or committee re-
ceiving it, are responsible to ensure that the
applicable limits are not exceeded.




V. EXCEPTIONS TO FILING REQUIREMENTS

paign financial disclosure reports.

Inside Part One, Section V:

e Media Not Obligated to File
e Candidates/Committees Not Obligated to File

This section lists organizations, candidates and committees that are not obligated to file cam-

Filing requirements do not apply to the
following:

A. Media

For purposes of the filing exception, media are con-
sidered to be any person, association or corpora-
tion engaged in the publication or distribution of
any newspaper or other publication issued at regu-
lar intervals in respect to the ordinary conduct of
such business.

B. Candidates/Committees

e Federal candidates or committees filing with
the Federal Election Commission. However, if
contributions or expenditures to aid or take part
in the election or defeat of a state or local can-
didate exceed $1,000 in the aggregate in any
calendar year, then the committee is required
to register and submit campaign financial dis-
closure reports as required of any New York
State political committee. Such committee is
required to have a depository (bank account)
physically located in New York State as is re-
quired of any other committee registered in the
state.

Candidates who do not receive or spend more
than $50 (which also applies to their own per-
sonal funds), including candidates for county
committee and for delegate and alternate to a
judicial convention. However, the appropriate
board(s) of elections must be informed in writ-
ing of a claim of this exemption.

Any candidate or candidate’s authorized com-
mittee, where the candidate is in an uncon-
tested primary and not otherwise supporting
candidates who are in a contested primary, do
not have to file primary election reports. Mon-
ies received or spent shall be disclosed in the
first general election campaign financial disclo-
sure report filed.

Candidates and authorized committees solely
supporting one candidate for public office, or
solely supporting or opposing a ballot proposi-
tion, in towns, cities or villages having a popu-
lation under 10,000, where the candidate/
committee does not raise or spend in excess
of $1,000.

A committee formed solely to support or op-
pose a ballot issue, and that does not raise or
spend over $100.




DUTIES OF TREASURERS

Inside Part One, Section VI:

o Documents Required to Register and File
e Additional Responsibilities of Treasurers

A. Documents Required

In order to register with the applicable board(s) of
elections, the treasurer must file, or cause to be
filed, the:

1.

Committee Registration/Treasurer
and Bank Information Form (CF-02)
This form is used to register all committees. It
provides the board(s) with the committee’s
name, type, treasurer, bank/depository, candi-
dates/ballot propositions supported or opposed,
and other authorized banking signatories.

This form must be filed within five days of
choosing a treasurer and depository and prior
to receiving or expending any funds.

The CF-02 form is filed with the board(s) of
elections where the campaign financial disclo-
sure reports must be filed. Local filers should
consult with the appropriate county or city
board(s) of elections for their requirements and
procedures.

Only the treasurer, and the individuals so des-
ignated by the CF-02 in section G, “Person(s)
Other than Treasurer Authorized to Sign
Checks”, may sign checks drawn on the com-
mittee depository. Your campaign’s bank ac-
count(s) must be opened at a banking organi-
zation authorized to do business in New York
State. The branch where the account is opened
and held must be physically located in New
York State.
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Constituted Committee Exception

The CF-02 form is not required to be filed
by a constituted committee (see
“Frequently Used Terms” for definition).
However, NYSBOE requests that all con-
stituted committees required to file with
NYSBOE submit a completed CF-02
form for administrative purposes. Consti-
tuted committees required to file disclo-
sure reports with the county or city board
(s) of elections should consult with the
appropriate county or city board(s) of
elections for their requirements regarding
registration.

2. Committee Authorization Status Form

(CF-03)

This form is used to indicate whether or not the
committee has been authorized by the specific
candidate(s) listed therein to aid or take part in
their nomination or election. A CF-03 form must
be filed by all political committees that support
or oppose the nomination or election of any
candidate through direct expenditure.

A CF-03 form is not required to be filed by a
committee that only makes contributions (i.e.,
PACs).

The treasurer must file, or cause to be filed, the
CF-03 form, if applicable, at the same time of
the filing of the CF-02 form.




Authorization can only be granted by a candidate.
This means the candidate(s) has affirmatively ac-
knowledged to you that your committee is author-
ized to aid or take part in their campaign, which
includes raising and spending money on their be-
half. The mere fact that the candidate(s) knows
that your committee is conducting activity relative
to their campaign does not constitute authorization.

Time Requirement for Filing
CF-02 and CF-03 Amendments

A treasurer must file amended CF-02 and CF-03
forms as applicable within two days of any changes
to any information contained therein.

B. Additional
Responsibilities

The treasurer is legally responsible for filing all
campaign financial disclosure reports of their politi-
cal committee.

Treasurers filing with NYSBOE must file electroni-
cally, via diskette, CD, DVD or email, using NYS-
BOE'’s Electronic Filing Software (EFS).

Local filers should contact the appropriate county
or city board(s) of elections for information on how
to submit reports locally (i.e., paper or electronic).

Filer ID# and PIN

When registering by filing the Committee Registra-
tion/Treasurer and Bank Information form (CF-02),
treasurers will be assigned a Filer ID# as well as a
PIN. For filing purposes, the PIN is the electronic
signature of the treasurer. The PIN also ensures
that the campaign financial disclosure report has
been filed by or authorized by the designated treas-
urer. As liability attaches to each filing, the treas-
urer should ensure that his or her PIN is securely
kept and used.

Resignation or Termination

Treasurers filing treasurer resignation or termina-
tion reports with NYSBOE must also file a paper
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Verification Statement (CF-18) with an original sig-
nature, making sure to check the box(es) applica-
ble to the request. (See the “Resigning as Treas-
urer” and “Terminating Filing Obligations” sections
in this Handbook for details).

Limits on Cash

There are limits on the amount of cash that candi-
dates and political committees/treasurers can re-
ceive and expend. Receipts/contributions and dis-
bursements/expenditures in excess of $100 may
NOT be in cash. The $100 cash limit for contribu-
tions received is an aggregate limit as well.

All expenditures over $10 must be vouched for by a
receipted bill stating the particulars of the expense.

Officers, members or agents of a political commit-
tee or agents of a candidate that receive any re-
ceipt, contribution, or transfer, or make any expen-
diture or incur any liability, must within three days
after demand of the treasurer, and in any event
within 14 days after any such financial activity,
give to the treasurer of such committee, or to such
candidate if any agent authorized by him or her, a
detailed accounting of all with vouchers/receipts.

Records Retention

In accordance with NYS Election Law Section 14-
118, every political committee shall have a treas-
urer and depository (bank), and shall cause the
treasurer (active and/or resigned) to keep detailed
bound accounts of all receipts, transfers, loans,
liabilities, contributions and expenditures made by
the committee or any of its officers, members or
agents, acting under its authority or on its behalf,
for a period of five years from the date of the filing
of the final campaign financial disclosure report
with respect to the election or convention to which
they pertain. These requirements regarding records
retention also apply to candidates.

No officer, member or agent of any political com-
mittee shall receive any receipt, transfer or contri-
bution or make any expenditure or incur any liability
until the committee shall have chosen a treasurer
and depository and filed their names (initial regis-
tration or amendment thereto) as required with the
appropriate board(s) of elections.




VII. RESIGNING AS TREASURER

Inside Part One, Section VII:

Documents Required for Treasurer Resignation
Records Transfer and Retention Upon Treasurer Resignation
Obligation to File Until Resignation Process Complete

A. Documents Required

To resign, a treasurer must submit the following to
all board(s) of elections where the committee(s) is
registered:

1. A campaign financial disclosure resignation
report; and either a CF-18 or CF-01 form,
as applicable;

2. A letter of resignation.

For time frames, consult Section 6200.7 of the
Rules and Regulations of NYSBOE.

Reports and Forms

Electronic Filers with NYSBOE

Electronic filers with NYSBOE must submit a fully
completed paper Verification Statement (CF-18)
when submitting a final campaign financial disclo-
sure resignation report as described below:

¢ Itemized campaign financial disclo-

sure report: An itemized report created us-
ing the Electronic Filing Software (EFS),
whether filed as an attachment to an email, or
filed by mail on diskette, CD or DVD; or -

e Online reports: One of the limited type of
non-itemized reports which can be filed online
(i.e., In-Lieu-Of Statement or No-Activity Re-
port) at www.elections.state.ny.us. A No-
Activity Report can also be submitted on a
paper CF-18 form.
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This form must be completed in its entirety with the
appropriate “Filing Period” and “Treasurer Resigna-
tion Report” boxes checked.

The fully completed CF-18 form must contain an
original signature and be submitted by mail or in
person to:

New York State Board of Elections

Campaign Finance Unit

40 Steuben Street

Albany, NY 12207-2108

The Electronic Filing Software does not contain a
designation (i.e., report type) for campaign financial
disclosure resignation reports in conjunction with a
treasurer resignation. As such, a campaign finan-
cial disclosure report submitted electronically that is
intended to be a resignation report cannot be proc-
essed as a resignation report without submitting
the completed CF-18 form. NYSBOE would not
otherwise know that the filer intended the submitted
report to be its resignation report.

Forms submitted by fax or by an electronic file at-
tached to an email will be rejected.

Local Electronic Filers

Local filers who file electronically with county
board(s) of elections should contact that board for
any local resignation requirements.




Paper Filers with Any Board of Elections

Filers with a local board of elections, or filers with
NYSBOE with an exemption to file on paper, who
submit a paper CF-01 form for resignation pur-
poses must complete the cover page of the CF-01
form in its entirety with the appropriate “Filing Pe-
riod” and “Treasurer Resignation Report” boxes
checked.

The fully completed CF-01 form must contain an
original signature and be submitted by mail or in
person to the applicable board(s) of elections.

Time Period of Transactions
Required on Resignation Reports

Any regularly scheduled filing can be designated as
a treasurer resignation report. At other times, a
treasurer can submit an off-cycle campaign finan-
cial disclosure resignation report. An off-cycle cam-
paign financial disclosure report is defined as a
report which does not correspond to any specific
filing period.

The resignation report must include all transactions
from the cut-off date of the last report filed, up to
the effective date of resignation.

A resignation will not be processed unless all re-

quirements for resignation are met; this includes
the filing of all delinquent reports.

Part One —Filing Requirements
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Resignation Letter Requirements

In addition to submitting a copy of their letter of res-
ignation to any board where a treasurer is required
to file disclosure reports, treasurers of any political
committee must also provide a copy of their letter
of resignation to the appropriate committee chair-
person or, if no such individual, the appropriate
management of their organization.

Treasurers of a candidate’s authorized committee
must also provide a copy of the letter of resignation
to the candidate.

Upon the effective date of resignation, or upon the
death of the treasurer, no member of the commit-
tee may receive or spend funds until a new treas-
urer is chosen, and an amended Committee Regis-
tration/Treasurer and Bank Information form
(CF-02) is submitted.

The new treasurer must file amended CF-02, and

CF-03 forms if applicable, within two days of any
changes to information contained therein.

Bank Freeze

NYSBOE will place a bank freeze on the account
until a new treasurer is designated.




B. Records Transfer and
Retention Upon
Treasurer Resignation

C. Obligation to File Until
Resignation Process
Complete

Record transfer: The resigning treasurer is ex-
pected to fully cooperate in the transition to the
new treasurer. The resigning treasurer should turn
over all accounts, checkbooks and records to the
new treasurer, maintaining a copy for themselves,
immediately after completing the resignation proc-
ess.

Records retention: In accordance with NYS Elec-
tion Law Section 14-118, every political committee
shall have a treasurer and a depository (bank), and
shall cause the treasurer (active and/or resigned)
to keep detailed accounts of all receipts, transfers,
loans, liabilities, contributions and expenditures,
made by the committee, or any of its officers, mem-
bers or agents, acting under its authority or on its
behalf, for a period of five years from the date of
the filing of the final report with respect to the elec-
tion or convention to which they pertain .

These requirements regarding records retention
also apply to candidates as well. As such, records
must be maintained upon approved termination for
the required period of time outlined herein.

Treasurers are required to continue to file all appli-
cable campaign financial disclosure election re-
ports, as well as all periodic reports, with NYSBOE
and/or local boards until the resignation require-
ments have been met.

Resignations must be processed separately with
each board where the filer is registered. Resigna-
tion with one board does not equal resignation with
another board.

Furthermore, resignation with a local board of elec-
tions does not constitute resignation with NYS-
BOE.

Additionally, simply submitting a letter of resigna-
tion does not fulfill all of the requirements neces-
sary for a treasurer resignation. A treasurer has a
continuing obligation to file campaign financial dis-
closure reports with the applicable board(s) of
elections until he or she successfully resigns and
the resignation is processed.

Resignations are subject to review and approval by
the board(s) of elections for compliance with the
applicable statutes and rules and regulations, and
are not deemed final until appropriate processing
has taken place. If all requirements are not met,
filers will receive a letter outlining remaining issues
to be resolved to qualify for resignation.

All previously required reports must have been
submitted. Additionally, letters of forgiveness/
indebtedness, if not previously submitted, must
also be provided.

Part One —Filing Requirements




VIII. TERMINATING FILING OBLIGATIONS

Inside Part One, Section VIII:

e Documents Required to Terminate Filing Obligations
e Additional Criteria for Termination

o Obligation to File Until Termination Process Complete
e Records Retention

A. Documents Required

Termination ends a filer's obligation to file cam-
paign financial disclosure reports with the appropri-
ate board(s) of elections.

In order to terminate, a filer must complete a series
of steps. The first step in the termination process
begins with a request from the filer that is reviewed
at the applicable board(s) of elections. All filing obli-
gations continue until the termination process is
finalized.

Reports and Forms
Electronic Filers with NYSBOE

Electronic filers with NYSBOE must submit by mail
or in person a fully completed paper Verification
Statement (CF-18) when submitting a campaign
financial disclosure termination report as described
below:

¢ Itemized campaign financial disclo-

sure report: An itemized report created us-
ing the Electronic Filing Software (EFS),
whether filed as an attachment to an email, or
filed by mail on diskette, CD or DVD; or -

e Online reports: One of the limited types of
non-itemized reports which can be filed online
(i.e., In-Lieu-Of Statement or No-Activity Re-
port) at www.elections.state.ny.us. A No-
Activity Report can also be submitted on a
paper CF-18 form.
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This form must be completed in its entirety with the
appropriate “Filing Period” and “Termination Re-
port” boxes checked.

The fully completed CF-18 form must contain an
original signature and be submitted by mail or in
person to:

New York State Board of Elections

Campaign Finance Unit

40 Steuben Street

Albany, NY 12207-2108

The Electronic Filing Software does not contain a
designation (i.e., report type) for termination re-
ports. As such, a campaign financial disclosure
report submitted electronically that is intended to
be a termination report cannot be processed as a
termination report without submitting the com-
pleted CF-18 form. NYSBOE would not otherwise
know that the filer intended the submitted report to
be its termination report.

Forms submitted by fax or by an electronic file at-
tached to an email will be rejected.

Local Electronic Filers

Local filers who file electronically with county
board(s) of elections should contact that board for
any local termination requirements.




Paper Filers with Any Board of Elections

Filers with a local board of elections, or filers with
NYSBOE with an exemption to file on paper, who
submit a paper CF-01 form for termination pur-
poses must complete the cover page of the CF-01
form in its entirety with the appropriate “Filing Pe-
riod” and “Termination Report” boxes checked.

The fully completed CF-01 form must contain an
original signature and be submitted by mail or in
person to the applicable board(s) of elections.

Time Period of Transactions
Required on Termination Reports

Any regularly scheduled filing can be designated as
a termination report. At other times, a treasurer can
submit an off-cycle campaign financial disclosure
report for termination purposes. An off-cycle cam-
paign financial disclosure report is defined as a
report which does not correspond to any specific
filing period.

The termination report must include all transactions
from the cut-off date of the last report filed, up to
the effective date of termination.

A termination will not be processed unless all re-
quirements for termination are met.

Termination Restrictions on
Constituted Committees

Constituted committees do not generally cease to
exist except in extreme circumstances. As such
any constituted committee that desires a termina-
tion should consult with NYSBOE for further de-
tails.
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B. Additional Criteria for
Termination

In addition to documentation required for termina-
tion as previously indicated, in order to terminate,
filers must also have:

e Submitted all previously required campaign
financial disclosure reports;

e An ending cash balance of $0 in the bank ac-
count, which also must be reflected in the filer's
final campaign financial disclosure termination
report; and -

e All outstanding loans or liabilities repaid or for-
given. Any forgiven loans or liabilities are sub-
ject to applicable contribution limits.

When Funds Remain

Before termination can occur when there is money
remaining in the filer's account, the funds must be
legally dispersed. To do so, funds can be:

e Contributed to a charity recognized by the In-
ternal Revenue Service where the filer or a
member of the filer's family does not control the
charity or have decision making powers
therein;

e Contributed to a candidate or a political com-
mittee, subject to the recipient candidate’s or
committee’s receipt limit;

e Transferred between two authorized commit-
tees solely supporting the same candidate; or
to a party or constituted committee where the
filer making the transfer is a candidate or can-
didate’s authorized committee. Transfers are
not subject to a limit;

e Refunded on a pro-rated basis to all
contributors.
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Forgiven Loans or Liabilities

Loans or liabilities that are forgiven are considered
contributions for limit purposes, and are subject to
contribution limits for the applicable election or cal-
endar year cycle.

Forgiveness can result in the receipt of an over-
contribution, if the amount forgiven:

e s, in and of itself, greater than the applicable
contribution limit, or -

e When added to the previous contribution(s) of
the contributor who is forgiving the loan or li-
ability, results in an aggregate amount that is
greater than the applicable contribution limit.

Filers are strongly cautioned to consider the appli-
cable contribution limit as applied to the amount to
be forgiven, as well as cautioned to review the con-
tribution history of the particular contributor who will
be forgiving a loan or liability.

Required letters of forgiveness: Additionally, let-
ters of forgiveness/indebtedness, if not previously
submitted, must also be provided.

Mid-Cycle Termination Restrictions

Candidates or committees that are obligated to
submit reports for a particular election cycle (e.g.,
primary, general and/or special) cannot terminate
mid-cycle.

They must submit all required reports for that elec-
tion, and can only terminate, if qualified to do so,
when submitting the applicable post-election cam-
paign financial disclosure report at its scheduled
filing date (i.e., 10-day post-primary, or 27-day
post-general/special).

C. Obligation to File
Until Termination
Process Complete

Treasurers are required to continue to file all appli-
cable campaign financial disclosure election re-
ports, as well as all periodic reports, with NYSBOE
and/or local boards until the termination require-
ments have been met.

Terminations must be requested and processed
separately with each board where the filer is regis-
tered. Termination with one board does not equal
termination with another board.

Furthermore, termination with a local board of elec-
tions does not constitute termination with NYSBOE.

Terminations are subject to review and approval by
the board(s) of elections for compliance with the
applicable statutes and rules and regulations, and
are not deemed final until appropriate processing
has taken place. If all requirements are not met,
filers will receive a letter outlining remaining issues
to be resolved to qualify for termination.

Additionally, simply closing a filer's bank account
does not terminate that filer’s obligation to continue
to file campaign financial disclosure reports with
the applicable board(s) of elections until they suc-
cessfully terminate. Filers will receive a letter outlin-
ing any remaining issues to be resolved to qualify
for termination, if applicable.

Liabilities remaining: If the post-election re-
port or the last report filed shows assets or
liabilities remaining, the candidates must con-
tinue to file periodic reports until there are no
assets or liabilities, at which point termination
may be requested.
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D. Records Retention

Treasurers: In accordance with NYS Election Law
Section 14-118, every political committee shall
have a treasurer and a depository (bank), and shall
cause the treasurer (active and/or resigned) to
keep detailed accounts of all receipts, transfers,
loans, liabilities, contributions and expenditures,
made by the committee, or any of its officers, mem-
bers or agents, acting under its authority or on its
behalf, for a period of five years from the date of
the filing of the final report with respect to the elec-
tion or convention to which they pertain .

Candidates: These requirements regarding re-
cords retention also apply to candidates filing cam-
paign financial disclosure reports, as well.

As such, records must be maintained upon ap-
proved termination for the required period of time
outlined herein.
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IX. NON-COMPLIANCE & PENALTIES

Inside Part One, Section IX:
e Financial Penalties for Non-Compliance

e Criminal Penalties for Non-Compliance

There are significant consequences for both treasurers and candidates, which may include penalties,
for failure to comply with the requirements of the NYS Election Law relating to campaign financial
disclosure reports as outlined in this Handbook. This includes failure to file required campaign finan-

cial disclosure reports.

A. Financial Penalties

NYSBOE or a local board of elections may institute
a judicial proceeding (i.e., lawsuit) to obtain filing
compliance as well as a financial penalty, plus
costs and disbursements, for bringing the proceed-
ing. The maximum financial penalty for each indi-
vidual failure to file by a treasurer or candidate is
$500.

Treasurer’s Responsibility

Penalties for a committee’s failure to file are the
personal responsibility of the treasurer. Judgments
are obtained and entered against the treasurer, not
the committee, or the candidate if the committee is
a candidate’s authorized committee. However, the
penalties can be paid for by the committee and
should be reported as an expenditure.

Candidate’s Responsibility

When a candidate has individual campaign finan-
cial disclosure requirements, which may include the
filing of a Candidate’s Authorization for a Commit-
tee to Make Campaign Financial Disclosures form
(CF-16), the candidate’s failure to file is the per-
sonal responsibility of the candidate, not of any
committee or treasurer. Such judgments for penal-
ties would be obtained and entered against the
candidate.
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These judgments can occur regardless of whether
or not the candidate has an authorized committee
with its own separate and distinct disclosure re-
quirements, and regardless of whether or not the
authorized committee has actually made its filing.
In addition, the penalty is applicable to each filing
period in which the candidate has not yet filed his
or her CF-16 form or campaign financial disclosure
report, as the case may be. Additionally, candi-
dates who do not have an authorized committee,
and who fail to make their own required filings, will
be subject to penalties for each filing that is not
made.

B. Criminal Penalties

In addition to the financial penalties outlined herein,
there may be associated criminal penalties for fail-
ure to comply with the requirements of the NYS
Election Law relating to campaign financial disclo-
sure reports, as the case may be. Any person who
willfully and knowingly violates any provision of the
Election Law pertaining to campaign finance disclo-
sure or contribution limits may be guilty of a misde-
meanor and/or a felony, as the case may be.




Part Two —
Electronic Filing with NYSBOE

L. Introduction to Electronic Filing

Il. Electronic Filing Software
Reference Guide
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I.

INTRODUCTION TO ELECTRONIC FILING

Inside Part Two, Section I:
e Highlights of Electronic Filing Software (EFS)

e  Electronic Filing Software Reference Guide

A. EFS Highlights

Candidates or treasurers must submit campaign
financial disclosure reports electronically either by
diskette, CD or DVD; or by email, using NYSBOE’s
Electronic Filing Software (EFS).

At this printing, the most recent version is EFS
V4.0. The latest version of the EFS Software and
User Guide is under the Campaign Finance head-
ing at NYSBOE'’s website:
www.elections.state.ny.us
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The Electronic Filing Software Reference Guide to
using EFS, which immediately follows this section,
contains specific instructions on:

e Downloading and installing Electronic Filing
System software;

e Using the EFS program;

e Creating a master record;

e Creating a report/file;

e Entering schedule data;

e Printing reports;

e Saving reports;

e Sending/submitting reports to NYSBOE;

e Verifying receipt and accuracy of transmitted
reports; and -

e Technical assistance.

To request the EFS software on CD, or for techni-
cal questions, contact the NYSBOE Information
Technology Help Desk at (518)474-8200 or 1-800-
458-3453 or by email at:
efshelp@elections.state.ny.us.

The EFS User Guide is also available from the
website address listed above, as well as from the
Help menu in EFS V4.0.




Overview of Electronic Filing

Filer ID#/PIN

Before NYSBOE can accept a campaign financial
disclosure report, a candidate or treasurer must
first register by submitting the appropriate registra-
tion forms. (See “Who Must File & What Must Be
Filed?” section of this Handbook for more details.)
The filer will then be assigned a Filer Identification
Number (Filer ID#) and Personal Identification
Number (PIN).

A filer must not use the NYSBOE software to pre-
pare a report for filing before receiving a Filer ID#
and PIN from NYSBOE. A filer who does so will
have to re-enter all data in the report, as reports
prepared without a correct Filer ID# and PIN can-
not be uploaded into the database. Since a PIN
serves as an electronic signature, PIN use is man-
datory to authenticate a filing.

Submission of Campaign Financial Dis-
closure Reports

Electronic filings may be submitted to NYSBOE in
one of two ways:

¢ Via mail on diskette, CD or DVD to:

New York State Board of Elections
Campaign Finance Unit

40 Steuben Street

Albany, New York 12207-2108

or-

e As an email attachment to:
efsfiling@elections.state.ny.us

Consult the EFS User Guide or the Electronic Filing
Software Reference Guide, which immediately fol-
lows this section, for specific instructions on sub-
mission of electronic filings to NYSBOE.

Part Two —Electronic Filing with NYSBOE
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Online Filing Options

Filers registered with NYSBOE can submit the fol-
lowing reports on paper, or choose to submit them
online:

e In-Lieu-Of Statement;

o No-Activity Reports;

e  24-Hour Notice; and

¢ Notice of Inactive Status.

However, the Electronic Filing Software cannot be
used to create/submit these reports online. They
can only be electronically created and submitted
online at www.elections.state.ny.us:

CLICK [Campaign Finance]

CLICK [Filing Options]

Select the appropriate report

Follow the step-by-step instructions (Filer ID #
and PIN needed)

Additional Requirements for Electronic
Filers Resigning/Terminating

The filer must submit a fully completed paper Verifi-
cation Statement (CF-18 form) if the filer’s report is

intended to be either a treasurer resignation report

or a termination report:

e An Itemized Report created using the Elec-
tronic Filing Software, whether filed as an attach-
ment to an email or filed by mail on diskette, CD or
DVD; or -

e Areport filed online (i.e., In-Lieu-Of Statement
or No-Activity Report)

The fully completed form must contain an original
signature and be submitted by mail to NYSBOE. A
resignation or termination cannot be requested oth-
erwise or processed without submitting the com-
pleted CF-18. Forms submitted by fax or by an
electronic file attached to an email will be rejected.
A resignation or termination can only be granted by
NYSBOE, and is not effective until so granted.
(See “Resigning as Treasurer” or “Terminating Fil-
ing Obligations” section in this Handbook for more
details.)




Ongoing Filing Obligation

Filers are required to continue to file all applicable
campaign financial disclosure election reports, as
well as all campaign financial disclosure periodic
reports, with NYSBOE and/or local boards until
termination has been requested. Termination must
be requested and processed separately with each
board where the filer is registered. Termination with
one board does not equal termination with another
board. Additionally, simply closing a filer’'s bank
account does not terminate that filer's obligation to
continue to file campaign financial disclosure re-
ports with the applicable board(s) of elections until
he or she successfully terminates. (See “Resigning
as Treasurer” or “Terminating Filing Obligations”
section in this Handbook for more details.)

Important Information for Certain Local Filers

Making a first electronic filing with NYSBOE
when already filing locally

NOTE: The following information does not apply to
local filers whose first filing will be made with both a
local board and NYSBOE, since they will not have
an initial balance needing to be carried forward
from a previous report.

Active local filers (candidates and/or committees)
filing with a local board of elections, other than
those filers noted above, who also become obli-
gated to file electronically with NYSBOE because
they have raised or spent more than $1,000 in
2005, 2006, 2007 or 2008; or have raised or spent
or expect to raise or spend more than $1,000 in
2009, must comply with the following:

e [nitial electronic filing must contain the ending
cash balance of the most recent paper filings
made at the local board of elections Failure to
do so will result in the initial filing and all future
filings to have incorrect balances.
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e In order to properly carry forward the ending
cash balance onto the first electronic filing,
local filers are required to do a one-time en-
try on Schedule G (Transfers-In). To do so,
the following information must be entered on
Schedule G:

Date — Use the cut-off date of this filing as
the first campaign financial disclosure
report for NYSBOE (e.g., January 11,
20XX— is the cut-off date for January
15, 20XX periodic campaign financial
disclosure report).

Transfer Type — Use Type 2 (Committee
solely supporting same candidate).

Name — Treasurers will list their committee
name. Candidates filing their own report
will list their name.

Amount — Record the ending cash balance
from the last paper report filed with the
local board of elections.

Twenty-four hours after transmitting a filing,
check the NYSBOE website to verify that the
data and the ending cash balance are correct.
Failure to make the one-time entry on Schedule
G will result in an incorrect balance, which will
carry forward to future filings and may prevent a
filer from terminating.

Requesting an Electronic Filing Exemption
Form (CF-19)

To request an exemption from filing electroni-
cally with NYSBOE, a filer must complete and
submit an Application for Electronic Filing Ex-
emption (CF-19) form to NYSBOE. The CF-19
must be submitted by mail, on paper with an
original signature. Forms submitted by fax or by
an electronic file attached to an email will be
rejected. An exemption can only be granted in
writing by NYSBOE, and is not effective until so
granted.
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NOTE: Paper reports submitted without an Ex-
emption formally granted in writing by NYSBOE
will be rejected and returned. This may result in a
Filer being subject to a penalty for late filing or non-
filing.

Exemptions are rarely granted. To qualify for an
exemption from the electronic filing requirement,
which is a special and limited permission to submit
reports on paper, Filers must meet both of the fol-
lowing criteria and submit a CF-19 (Application for
Electronic Filing Exemption):

1.

Filer does not have access to the technology
necessary to comply with the electronic filing
requirement. “Access to the technology” is de-
fined as the ownership and/or the ability to ac-
cess a computer with a windows-based operat-
ing system capable of complying with elec-
tronic filing requirements; and -

Filing electronically would cause a substantial
hardship. “Substantial hardship” is defined as
the financial inability of the Committee and/or
the Candidate to purchase and/or acquire ac-
cess to the technology (i.e., a computer) nec-
essary to comply with the electronic filing re-
quirements.

It is not the obligation of a treasurer or a candidate
submitting his/her own reports to use personal
funds to provide access to technology (i.e., buying
a computer). Committee funds may be used to pur-
chase a computer. If the committee or the candi-
date, based upon contributions received, has a sig-
nificant cash balance on hand at the time of the
application, they will not meet the substantial hard-
ship criteria. (A low cash balance is not determina-
tive of “substantial hardship.” The amount of money

raised or spent by a candidate or committee as
shown in past reports, is the determining factor.)

Part Two —Electronic Filing with NYSBOE
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A filer does not need Internet access or email
to submit reports electronically. Reports can be
submitted by mail on diskette, CD or DVD.

If an exemption is granted, the filer must submit
all required campaign financial disclosure elec-
tion reports and all periodic reports on paper
using the CF-01 Campaign Financial Disclo-
sure Report, which must contain an original
signature together with all applicable Sched-
ules and a Summary and Status Report.

An exemption from electronic filing does not
exempt the filer from having to file at all — all
necessary reports are still required to be filed.

The exemption, if granted, is only for the speci-
fied period of time granted as stated in the
Board’s written response to the application.
Upon expiration, reports must be submitted
electronically, unless another exemption re-
quest has been submitted and approved.

An Application for Electronic Filing Exemption
(CF-19) must be submitted to NYSBOE at least
30 days prior to the filing due date or the expi-
ration date of a previously granted exemption.

Filers who receive an exemption are obligated
to inform NYSBOE of any change in circum-
stances (i.e., substantial increase in cash bal-
ance and/or receipts and expenditures) which
would disqualify the committee/ candidate from
the exemption for electronic filing. NYSBOE
may revoke the exemption at any time.




ELECTRONIC FILING SOFTWARE REFERENCE GUIDE

This Electronic Filing Software Reference Guide is a condensed version of the Electronic Filing Software
(EFS) User Guide (v4.0) providing step-by-step instructions for:

Downloading and installing the necessary NYSBOE software to access the Electronic Filing Program;
Creating a Master Record;

Creating a Campaign Financial Disclosure Report;

Deleting or correcting Transactions Prior to Sending the Report;

Printing and saving such reports;

Submitting reports to NYSBOE (via email or mailing a diskette, CD or DVD) and

Verifying reports for receipt and accuracy via the website www.elections.state.ny.us ;

Amending a Report;

1. Downloading and Installing Electronic Filing Software (EFS)

To download the most recent version of the EFS:

1. Go to the NYSBOE website at www.elections.state.ny.us

2. CLICK [Campaign Finance]
Under [Electronic Fling Software and User Guide]

3. CLICK [Download latest Version 4.0 of NYSBOE Electronic Filing System Software (EFS)]
(for Windows Vista Users: CLICK [VISTA] link and follow instructions)

Depending on your computer settings, a box will then offer the options to [SAVE or RUN] or
[RUN] or [SAVET]:

If using a high-speed Internet connection, choose [RUN] to install the EFS program on the C:
drive. When the installation is finished, a shortcut icon (torch on top of a building) called
“Electronic Filing Program” will appear on your Desktop. Use this Desktop icon to access and
open your EFS program.

If using a dial-up Internet connection, choose [SAVE] and save the EFS Program to your
Desktop. After saving (which can take up to one hour), a [setup.exe] icon will appear on your
Desktop. DOUBLE CLICK [setup.exe] file to launch installation. If saving the [setup.exe] file
fails, contact the Help Desk to request installation assistance or to request an installation CD to
be mailed to you. If the EFS program on the mailed CD does not automatically start when
inserted, use Windows Explorer to locate and launch the setup.exe file from the CD.

During any installation, accept all Default settings (CLICK [NEXT]) whenever prompted. Upon
successful installation, the EFS User Guide (the source document of this Electronic Filing
Software Reference Guide) will open as a PDF document and be available for printing. Please
refer to the EFS User Guide for screen shots and troubleshooting hints.
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2. Begin Using the EFS Program

1. DOUBLE CLICK the [Electronic Filing Program icon] on your Desktop (it looks like a torch on top
of a building)

2. CLICK [BEGIN SESSION]

3. ENTER [your initials]

4. CLICK [OK] or PRESS [ENTER]

The NYSBOE Disclosure Filing Software Version 4.0 screen will now appear.

3. Create a Master Record (completing the gray “Filer Information” section)

1. CLICK in the [ID Number] field
2. ENTER the [6-character Filer ID Number] that was assigned to you by NYSBOE
(e.g- A12345 or C12345). If you do not have a Filer ID#, STOP! and see “Who Must File
& What Must Be Filed” section of the Handbook for more details
3. TAB to [Committee or Candidate Name] field (type in whichever is applicable)
a. For State office, fill in [Office, District and Type] fields;
or -
b. For County office, leave [Office, District and Type] fields BLANK
4. TAB through to [Treasurer information ]
5. ENTER the Treasurer and Depository (bank) information
6. CLICK [V] (Post-Edit Button) on the Navigation Bar. This will save your Master Record.

The Master Record has been saved as a permanent record on your computer and a pop-up box will ap-
pear:
1. ENTER the [8-digit PIN] that was assigned with your Filer ID Number
2. CLICK [OK]

Now you are ready to create your Report.
For Treasurers/Preparers Serving Multiple Committees
To create additional Master Records for preparing reports for more than one (1) Committee:

1. CLICK [+] button to add a “New Record” (the Filer section will now go blank)
2. To add an additional Committee Record, follow steps 1 — 6 under “Create a Master Record”

NOTE: Multiple Filer ID #s are stored alpha-numerically.

If after logging out you need to search for a previously created Master Record:
Log in again (EFS defaults to the lowest alpha-numeric Filer ID # )

. Enter PIN for default Filer ID #

. DOUBLE CLICK in the [Filer ID #] field (a drop-down list will appear)
. Choose the appropriate [Filer ID#]

. Enter the [PIN] for that Filer ID #

aAwWN =
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4. Creating a Report

On the menu bar located at the very top of the screen:

1.
2.

»

© ®©®© N o o

11.
12.

CLICK [Inventory Maintenance]
CLICK [Add Periods/Schedules]
An [Inventory Maintenance] box will appear on the mid-left part of the screen:

CLICK on the [downward arrow] to select Year Filing Due

CLICK [appropriate year] on the drop-down box. A note will appear explaining how to properly
choose the Filing Year — read to verify the correct year has been selected.

CLICK [OK]

Tab to the [Filing Period] field

CLICK [downward arrow]

CLICK [appropriate Filing Period] (please choose the correct Filing Period)

TAB to the [Schedule] field

CLICK [downward arrow]

Select appropriate Schedule (for a list of Schedules and their use titles, see next page):
CLICK the [Letter] of the Schedule needed

CLICK [V] (Post-Edit Button) in the Filing Inventory box to Save. The Schedule should appear in
the Filing Inventory box on the Right

For each Schedule needed, repeat steps 11 and 12

Once you have created all the Schedules needed for your report period:

CLICK [Exit] (inside the Inventory Maintenance box)

Now you can start entering data into your Schedule(s).
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SCHEDULES FOR CAMPAIGN FINANCIAL DISCLOSURE REPORTS (CF-01)

Schedule A-  Monetary Contributions/Individual and Partnerships
Schedule B-  Monetary Contributions/Corporate

Schedule C-  Monetary Contributions/All Other

Schedule D -  In-Kind Contributions

Schedule E -  Other Receipts

Schedule F -  Expenditures/Payments

Schedule G-  Transfers In

Schedule H-  Transfers Out

Schedule | - Loans Received
Schedule J - Loan Repayments
Schedule K-  Liabilities/Loans Forgiven

Schedule L - Expenditure Refunds

Schedule M - Contributions Refunded

Schedule N - Outstanding Liabilities/Loans

Schedule O -  Partners/Subcontracts

Schedule P -  Non-Campaign Housekeeping Receipts
Schedule Q- Non-Campaign Housekeeping Expenses
Summary of Receipts and Expenditures

Status Report
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5. Entering Transactions onto Schedule(s)

In the Filing Inventory box:

1. CLICK once on [Year/Filing Period/Schedule] where transactions need to be entered

2. DOUBLE CLICK on the same to convert to entry mode

3. You should now see an asterisk [*] next to the [Date] field in the transaction section. This indicates
that you can now start entering transactions (if no asterisk appears, then repeat step #1)

4. Enter the date (mm/dd/yyyy)

5. TAB forward to each [Field] and fill in the required information. Please complete ALL required

fields.
6. After entering ALL transactions, CLICK V (Post-Edit Button) to save all transactions

NOTE: You cannot file a No-Activity Report using the Electronic Filing Software. In order to qualify to
file a No-Activity Report, there cannot have been any activity (i.e., receipts and/or expenditures, in-
cluding interest, dividends and bank charges) during the reporting period and, therefore, there are no
transactions to report.

e For filers with NYSBOE, a CF-18 form can be submitted in hard copy with an original signature,
or online using a Filer ID# and PIN at www.elections.state.ny.us.

e For filers with county or city board(s) filing on paper who do not have activity: to report no activity
for a particular reporting period, filers should submit fully completed cover, summary and status
pages of the campaign financial disclosure report (CF-01)

6. Deleting or Correcting Transactions Prior to Sending the Report

1. To delete a transaction line in a schedule, CLICK on the icon »to the left of “Date Received”
for that line and then CLICK on the Delete Record button (=) on your navigation bar. You will get
a pop up confirm box asking if you want to delete the record and choose OK.

NOTE: Before you can delete a specific filing year, period and schedule from your Filing Inventory
Section you must first delete all the transaction lines in the schedule under that filing year, period and
schedule. Each transaction line will need to be deleted individually.

2. To delete afiling year, period and schedule from your Filing Inventory Section (all transactions
must be deleted first), CLICK on the year, period and schedule (ex. 2007 January Periodic A) and
then CLICK on the Delete Record button (-) on your navigation bar. You will get a pop up confirm
box asking if you want to delete the record and choose OK.

3. To Edit or correct an entry in a transaction line CLICK on the entry you need to change and then
CLICK on the Edit Record button A on your navigation bar. CLICK on the entry again and use
Backspace on your keyboard to clear. Make your change and CLICK on the Post Edit button V to
save your changes.
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7. Printing Reports (for your records only)

In the Filing Inventory box, CLICK on ANY Schedule of the Filing Period desired to be printed
On the menu bar located at the very top of the screen, CLICK [Reports]

CLICK on [Full Period] Report

Read the NOTE, then CLICK [OK]

Enter [Opening Balance] (same as Ending Balance from the last report filed)

On the menu bar located at the very top of the screen, CLICK [Printer]

CLICK [Close] to get back to EFS screen

Before saving and submitting your Disclosure Statement, review printed report for accuracy

N R LN~

8. Saving Campaign Financial Disclosure Report(s)

On the menu bar located at the top of the screen:

CLICK [File]

CLICK [File Disclosure Statement]
Read the Legal Notice

CLICK [OK]

hoON=

Select Filing Type:

Select [STANDARD] for Original filing OR [AMENDMENT] for Amended filing
CLICK [OK]

Select the [Filing Period] you wish to save

CLICK [OK]

9. Verify that the Default Filing Year is correct

10. CLICK [OK]

11. Verify that the Filer ID # is correct

12. CLICK [OK]

13. Prompt will appear to [Insert a Formatted Diskette in Drive A:]:

© NGO

a) If you are NOT sending a report by disk, CLICK [OK]. The prompt to “Insert a Disk into
Drive A:” will appear again — ignore it and CLICK [Cancel].

b) If you ARE copying and sending a report by diskette, CD or DVD, insert and follow instruc-
tions.

The [Save Disclosure Filing] box will now appear.

NEVER alter the file name assigned to your report!
(Re-naming the file will make it unidentifiable to NYSBOE’s EFS and the loader)

14. At “SAVE IN:” choose [Desktop]
15. CLICK [Save] — your report is now saved onto your desktop.
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An [Export is Complete] note will appear on the bottom portion of your Software. It will contain the number
of transactions exported (This number should always be greater than zero). This note will also contain the
internally coded name of the associated report (e.g., A12345.08J: 08=year; J=Reporting Period). In this
case, the letters DO NOT refer to the Schedules; they represent the Reporting Period Codes:

Report Period Codes

32-Day Pre-Primary
11-Day Pre-Primary
10-Day Post-Primary
32-Day Pre-General
11-Day Pre-General
27-Day Post-General
32-Day Pre-Special
11-Day Pre-Special
27-Day Post-Special
January Periodic
July Periodic

Off Cycle

Amended Report (where X = any letter above)

9. Submitting Campaign Financial Disclosure Report(s) to NYSBOE

There are two methods for submitting Campaign Financial Disclosure Report(s): a) create an email, attach
your report and send; OR b) save your report to a diskette, CD or DVD and mail.

a) Create Email, Attach Report and Send

The EFS file that was created and saved on your Desktop now needs to be attached to an email

and sent to NYSBOE.

When “Disclosure Filing Software” screen is open, and your default email program is set (e.g., Out-

look or Outlook Express):

1. CLICK [File] from the menu bar

2. Select [Send Statement by Email]
(this will launch your default email program, opening a blank message addressed to the
NYBOE email address: efsfiling@elections.state.ny.us) )

3. An “email box” will appear with the NYSBOE address (efsfiling@elections.state.ny.us) in the

“To:” field

NOTE 1: If your email program is not set up as the default, then create an email addressed to efsfiling@
elections.state.ny.us and enter “EFS Filing” in the “Subject:” field. Attach and send the email following the

instructions.

NOTE 2: Please note that Hotmail and MSN cannot be used for emailing campaign financial disclosure
reports. In this case, set up an alternate email account, create an email and follow the instructions in

Note 1.
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Attach Report to Email
(Be sure to do this — failure to do so transmits an email with NO report):

CLICK on [Paper Clip] symbol; or the words [Attach File] or [Insert File Attachment]
In “Look In” box, CLICK on [drop down arrow]
Select same location where you previously chose to save your EFS file (e.g., Desktop)
Select the report just saved (e.g., A12345.08J)

a) Filer ID# = XXXXXX

b) Year = XX

c) Report Code = X (refer to the Reporting Period Code list above)

d) X.A = Amended Report
5. Verification that an attachment was made to the email is specific to each email program
6. CLICK [Send]

hoON=

Unless prevented by certain firewalls (to which adjustments can be made), you should next receive an
Automated Email Response from NYSBOE confirming receipt of your email.

However, receipt of this email DOES NOT confirm proper uploading of your campaign financial disclosure
report. Twenty four hours after submitting your report, go to the NYSBOE website
www.elections.state.ny.us to verify receipt and accuracy (see #10 for instructions).

or-
b) Save Financial Campaign Financial Disclosure Report to a Diskette, CD or DVD and Mail

1. Save your EFS File onto a diskette, CD or DVD
2. Label your diskette, CD or DVD with your:

a) Filer ID #

b) Committee Name

c) Year of Report

d) Name of Report (ex., 32-day pre-general; January periodic, etc.)
3. Place diskette, CD or DVD in a secure mailer and mail to:

NYS Board of Elections
Attn: Campaign Finance Unit
40 Steuben Street

Albany, NY 12207

In ALL cases, the receipt and content of campaign financial disclosure reports sent to NYSBOE need to be
verified. To do so, please continue with Step #10.
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10. Verifying Receipt and Content of Reports Submitted

After sending your EFS file to NYSBOE (either by email or by mail), it is necessary for you to access the
NYSBOE website to: a) verify its receipt, and b) verify its content.

It typically takes up to 24 business hours after NYSBOE has received and successfully uploaded your filing
to access your Reports online. To do so, follow these steps:

a) Verify Receipt

1. Access your Internet browser
2. Enter www.elections.state.ny.us in the “Address” line
(Suggestion: add this Link to your “Favorites” for easy future access)
3. CLICK [Campaign Finance]
4. CLICK [Disclosure Reports]

Under “Query the Database”:
5. CLICK [View Committee by Name]

To search for your Committee, input one (1) word unique to the name of your Committee:
6. CLICK [Submit Query]
7. CLICK [Your Filer ID Number]

All the campaign financial disclosure reports that NYSBOE has received from you since July 1999 will now
be visible.

b) Verify Content

1. CLICK on the report you would like to view

2. CLICK on a submitted Schedule or Summary

3. Confirm that all data is entered and totals are correct

4. To view additional Schedules, CLICK [BACK] and repeat

11. Amending a Report

1. If incorrect information is detected, return to the EFS software to make necessary corrections to
the EXISTING report that has already been filed with NYSBOE (see #6, Deleting or Correcting
Transactions Prior to Sending the Report).

2. After the necessary corrections have been made repeat #8, Saving Campaign Financial Disclo-
sure Report(s), selecting [AMENDMENT] for amended filing.

NOTE: After selecting amended filing continue with #8 Saving Campaign Financial Disclosure Reports and

#9 Submitting Campaign Financial Disclosure Reports to NYSBOE. Don'’t forget to verify the receipt and
content of the reports submitted.
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12. Technical Assistance

For more details, refer to the NYSBOE Electronic Filing Software (EFS) User Guide available at
www.elections.state.ny.us/CFDownloads.html

For assistance with technical questions related to the Electronic Filing Software, refer to its Help menu or

contact the Help Desk of the NYSBOE Information Technology Unit by calling (518) 474-8200 (option 5) or
1-800-458-3453; or send an email to: efshelp@elections.state.ny.us.
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Part Three —

Forms & Schedules
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I. FORMS & SCHEDULES

Inside Part Three, Section I:

e Registration Forms (CF-02, CF-03, CF-16)
e  Campaign Financial Disclosure Form & Schedules (CF-01)
e Other Forms (CF-18, CF-19, CF-20)

Current versions of all forms are available at www.elections.state.ny.us under Campaign Finance.

A. Registration
Forms (CF-02, CF-03,
CF-16)

B. Campaign Financial

Disclosure Form &
Schedules (CF-01)

This section includes sample registration forms and
instructions:

e Committee Registration/Treasurer and Bank
Information Form (CF-02);

e Committee Authorization Status Form(CF-03);

e Candidate’s Authorization for a Committee to

Make Campaign Financial Disclosures (CF-16).
See pages 62-67.

This section includes a sample campaign financial
disclosure form and instructions:

Campaign financial disclosure report (CF-01)
cover page;
All Schedules (A-Q);
1. Summary of Receipts and
Expenditures;
2. Status Report.
See pages 68-103.

For More Information About
Forms & Schedules

Concepts related to the instructions found
throughout this part of the Handbook are set
forth in greater detail in Part One of this Hand-
book.
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. Other Forms (CF-18,

CF-19, CF-20)

This section includes miscellaneous sample
forms and instructions:

o Verification Statement (CF-18);

¢ Application for Electronic Filing Exemption
(CF-19);

¢ Notice of Inactive Status (CF-20).
See pages 104-106.




CF-02 COMMITTEE REGISTRATION

TREASURER AND BANK INFORMATION
NEW YORK STATE BOARD OF ELECTIONS

Section 14-118 of NYS Election Law

THIS FORM MUST CONTAIN ORIGINAL SIGNATURES IN INK AND BE COMPLETED IN FULL

[ 1 New Registration [ 1 Amended Registration* (provide Filer ID#):

[ 1 For State Campaign [ 1 ForLocal Campaign (provide County):

* For sections being amended, also check applicable box(es) on the left and complete the form in full.

[ 1 A, COMMITTEE NAME:

For Acronyms (see instructions):

] B. COMMITTEE TYPE (see instructions):

—

—

] C. TREASURER:

Full Name

Residential Address (no P.O. Box)

Mailing Address (P.O. Box allowed)

Social Security Number / / E-mail Address

Telephone: Home Business Cell

[ 1 D. DEPOSITORY/BANK:

Name

Address

[ 1 E. CANDIDATE(S) TO BE SUPPORTED OR OPPOSED (Attach additional sheets if necessary):

ELECTION YEAR OFFICE/DISTRICT CANDIDATE FULL NAME
1.

SUPPORT/OPPOSE

2.

3.

[ 1 F. BALLOT ISSUE(S) (Attach additional sheets if necessary):

1.

SUPPORT/OPPOSE

2.

[ 1G. PERSON(S) OTHER THAN TREASURER AUTHORIZED TO SIGN CHECKS:

Full Name 1. 2.

Res. Address

Phone Number

Signature

The above information is true to the best of my knowledge and belief

Signature of Treasurer

CF-02 3/09

Date




FORM CF-02 INSTRUCTIONS
A POLITICAL COMMITTEE MUST:

File this form within five days of choosing a treasurer and depository and prior to receiving or expending any funds.
Complete this form and provide original signature(s) in ink. Copies of signatures, including those on faxes, PDFs or
other electronic files are not acceptable.

¢ File this form at each appropriate board of elections where the candidates, committees and/or ballot proposition(s)
being supported or opposed by your committee are required to file their campaign financial disclosure reports.

New Registration: If registering a new committee, check this box. A Filer ID# may be assigned to the
committee by the board of elections where you are filing this form, and should be used on all documents and
correspondence to the appropriate board(s).

Amended Registration: For an existing committee if any information previously filed has changed, other than
the election year, check this box. A fully completed amended registration must be filed within two days of any
change. Provide Filer ID# that was assigned by the board of elections where this form was originally filed.
State and county boards of elections Filer ID#s may be different.

For State Campaign: For committees supporting or opposing candidates for New York State Governor,

Lt. Governor, State Comptroller, State Attorney General, State Senate, State Assembly and State Supreme
Court, as well as those supporting or opposing statewide ballot propositions, check this box. These committees
must file this form and the required financial disclosure reports with the New York State Board of Elections
(NYSBOE).

For Local Campaign: For all other offices and local ballot propositions, check this box and list the county name
where the local office is being sought or the ballot proposition is appearing. Committees supporting or opposing
such candidates or ballot propositions must file with the appropriate local board of elections or village clerk
where the village clerk runs the election. Any committee that files with a local board of elections and that raises
or spends or expects to raise or spend more than $1,000 in a calendar year must also file an original of this form
and the required financial disclosure reports with the NYSBOE.

Candidates should not file this form unless they are the treasurer of the committee in question. Candidates filing their
own campaign financial disclosure reports should contact the appropriate board(s) of elections to obtain Filer ID#s and
PINs, where applicable.

Item A: Enter the name of the committee. If an acronym is used in the name of the committee (e.g. “NYSBOE” = “New
York State Board of Elections”), please also spell out the acronym in the space provided.

Item B: Committee Type: Select one of the following types (Consult the NYSBOE Campaign Finance Handbook or
www.elections.state.ny.us for clarification):

1 Authorized Single Candidate Committee* 6 Party State Committee
2 Political Action Committee (PAC) 6H Party State Housekeeping Committee
3 Constituted County Committee 7 Duly Constituted Sub-Committee of a
3H Constituted County Housekeeping Committee County Committee™*
4 Party County Committee 7H Duly Constituted Sub-Committee of a
4H Party County Housekeeping Committee County Committee-Housekeeping™*
5 Constituted State Committee 9 Others (e.g. Multi-Candidate Committee or
5H Constituted State Housekeeping Committee Unauthorized Committees)
9B Ballot Issue

* The candidate has affirmatively acknowledged that the committee will be raising and spending money on his/her behalf
(e.g. Friends of John Doe).

** For committee types 7 and 7H, indicate political subdivision by adding T for Town, C for City, V for Village (e.g. 7T or
7HT). For the City of New York also include the Assembly District number.

Item C: Social Security number is optional.

Item D: Your account must be opened at a banking organization authorized to do business in New York State. The
branch where the account is opened and held must be physically located in New York State.

Items E& F: These sections should only be completed by committees that engage in campaign activity in support of or in
opposition to a candidate or ballot issue. It should not be completed by a committee that only makes contributions to
candidates or their committees (e.g. PACs). Note: A Committee Authorization Status form (CF-03) must be filed for
all candidates listed in Section E. 63



CF-03 COMMITTEE AUTHORIZATION STATUS

NEW YORK STATE BOARD OF ELECTIONS
Section 14-112 of NYS Election Law

THIS FORM MUST CONTAIN ORIGINAL SIGNATURES IN INK AND BE COMPLETED IN FULL

[ ] New Form

[ ] Amended Form (provide Filer ID#):

NAME OF COMMITTEE:

For Acronyms (see instructions):

A. Listin this section those candidates who have authorized your committee to aid or take part in their election or nomi-
nation (other than by making contributions). Provide name, office and district. (Attach additional sheets if necessary.)

DATE OF ELECTION OFFICE/DISTRICT LAST NAME FIRST NAME

B. List those candidates for whom your committee is aiding or taking part in their election or nomination (other than by
making contributions) but who have not authorized your committee to do so. (Attach additional sheets if necessary.)

DATE OF ELECTION OFFICE/DISTRICT LAST NAME FIRST NAME

VERIFICATION STATEMENT BY TREASURER

, being duly sworn, depose and say that the information provided
(Print Full Name of Treasurer) on this form is complete, true and correct.

Signature of Treasurer

Sworn to before me this day Social Security Number

of , 20

Residential Address

(Notary Public or Commissioner of Deeds)

Home Telephone

Business Telephone Cell

CF-03 3/09




FORM CF-03 INSTRUCTIONS

This form must contain original signature(s) in ink and be notarized or subscribed to.
Copies of signatures, including those on faxes, PDFs, or other electronic files, are not acceptable.

« All committees that are taking part in the campaign of any candidate by making direct expendi-
tures on the candidate’s behalf must complete this form. It should be filed together with the Com-
mittee Registration/Treasurer and Bank Information form (CF-02).

o Enter the name of the committee. If an acronym is used in the name of the committee (e.g.
‘NYSBOE” = “New York State Board of Elections”), please also spell out the acronym in the
space provided.

o Section A: List candidate(s) in this section who have authorized you to be a committee
for their campaign. This means the candidate(s) have affirmatively
acknowledged to you that your committee is authorized to aid or take part in
their campaign, which includes raising and spending money on their behalf.
The authorization is determined by the candidate(s), not the committee.
The mere fact that the candidate(s) know that your committee is conducting
activity relative to their campaign does not constitute authorization.

Note: The candidate(s) listed in this section may need to file the
Candidate’s Authorization for a Committee to Make Campaign Financial Dis-
closures form (CF-16). See form CF-16 for clarification.

o Section B: List candidate(s) who have not authorized your committee to aid or take part in
their campaign as explained above.

e If your committee aids or takes part in the election or nomination of candidates only by making
contributions and does not otherwise aid or take part in their campaign through direct expendi-
tures, then you do not file this form (e.g. PAC’s do not file this form).

e Social Security number is optional.
e This form is required to be filed prior to the first election to which it relates and will remain in

effect for each subsequent election. However, if any information provided on this form changes,
other than the year of election, then you must file an amended form.
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CF-16
CANDIDATE’S AUTHORIZATION FOR A COMMITTEE

TO MAKE CAMPAIGN FINANCIAL DISCLOSURES

NEW YORK STATE BOARD OF ELECTIONS
Section 14-104 of NYS Election Law

THIS FORM MUST CONTAIN ORIGINAL SIGNATURES IN INK AND BE COMPLETED IN FULL

[ ]New Form [ 1 Amended Form

OFFICE: DISTRICT:

CANDIDATE’S FULL NAME:

CANDIDATE’S ADDRESS:
Residential (no P.O. Box)

Mailing (P.O. Box allowed)

CANDIDATE’S COUNTY:

SOCIAL SECURITY NUMBER: / / E-MAIL ADDRESS:

TELEPHONE:

Home Business Cell

| SWEAR OR AFFIRM THAT:

1) 1 am a candidate for the office as stated above, and

2) All financial activity related to my campaign, including my own, will be disclosed by an
authorized committee, which will file on my behalf.

NAME OF AUTHORIZED COMMITTEE:

TREASURER’S NAME:

TREASURER’S RESIDENTIAL ADDRESS:

Sworn to before me, this day
of , 20
(Notary Public or Commissioner of Deeds) (Signature of Candidate)

CF-16 3/09




FORM CF-16 INSTRUCTIONS

This form must contain original signatures in ink and be notarized or subscribed to.
Copies of signatures, including those on faxes, PDFs, or other electronic files, are not acceptable.

CANDIDATES FOR PUBLIC OFFICE OR PARTY POSITION MAY BE REQUIRED TO FILE THIS FORM.
FILE THIS FORM IF:

You are a candidate with an authorized committee that will make all of the candidate’s required campaign finan-
cial disclosure filings. These filings would include all the financial activity of the campaign, including the financial
activity of the candidate.

DO NOT FILE THIS FORM IF:

1) You are a candidate with an authorized committee and you have additional financial activity not reported by
your committee: Candidates with an authorized committee that have, or plan on having, any financial activity that
will not be disclosed by the committee are required to disclose this other financial activity by filing financial dis-
closure reports on the required filing dates. These reports would be in addition to the committee’s reports.

2) You are a candidate without a committee: Candidates that do not have an authorized committee are required
to disclose all the financial activity of the campaign by filing disclosure reports on the required filing dates.

WHEN COMPLETING THIS FORM, THE CANDIDATE MUST:

¢ Provide the office sought, district # (if applicable), candidate’s full name, residential address (no P.O. Boxes
allowed), county, and telephone number(s).

¢ Provide an original signature (copies of signatures, including those on faxes, PDFs, or other electronic files,
are not acceptable).

e Have this form notarized, or subscribed to by a commissioner of deeds.

e File this form at least 32 days prior to the first election to which it relates.

e Provide additional sheets if this form does not provide enough spaces for the candidate information.

e File an amended CF-16 any time information on the original form changes, other than an election year.

Note: The optional mailing address may include a P.O. Box . E-mail address, Social Security number, cell and business
telephone numbers are optional.

WHERE TO FILE THIS FORM:

o Candidates for statewide office, NYS Senate/Assembly, Supreme Court Justice, and certain party offices:
File this form with the New York State Board of Elections (NYSBOE).

e Local candidates (all other offices/party positions): File this form with the applicable city or county board of
elections. In addition, file an original of this form with NYSBOE if your authorized committee plans to raise or
spend more than $1,000 in a calendar year.

o Village candidates: File this form with the village clerk unless the county board is running the village election.
If so, file with the county board of elections, and also file an original of this form with NYSBOE if your author-
ized committee plans to raise or spend more than $1,000 in a calendar year.

ADDITIONAL INFORMATION:

o |f the committee named by the candidate on this form (1) does not register by filing the CF-02 form, and
(2) does not then file the required disclosure reports, the candidate will be responsible for filing the reports.

e The committee identified on this form must file the CF-03 form in order to complete the authorization proc-

ess.
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CF-01 STATE OF NEW YORK
BOARD OF ELECTIONS DISCLOSURE STATEMENT --— COVER PAGE

ELECTION YEAR FILER ID STATEMENT NUMBER STATEMENT PERIOD DATES DATE FILED (FOR BOARD USE ONLY)
FROM BELOW**
FROM / / TO / /

IDENTIFICATION YOU MUST TYPE OR PRINT LEGIBLY IN BLACK OR BLUE INK
Full name of filer (candidate or committee name) STATEMENT INVENTORY
Number of Schedules
Pages
Mailing address of filer - number and street Amended
Individuals/Partnership Contributions (Sch. A)
City State Zip Corporate Contributions (Sch. B)
Check box if mailing address has changed since last report All Other Contributions (Sch. C)
LI [file amended CF-02, CF-03, CF-16 as necessary] In-Kind Contributions/Other Receipts (Sch. D/E)
Expenditure Payments (Sch. F)
Committee treasurer name (Last) (First) Transfers In/Out (Sch.G/H)
. . . . ) O ] N
Is this committee authorized by the candidate Yes o} Loans Received/Paid (Sch. 1)
Liabilities/Loans Forgiven {Sch. K)
OFFICE/DISTRICT/CANDIDATE BEING SUPPORTED Expenditures Refunds/Contributions Refunded (Sch.L/M) -
STATEMENT IS BEING FILED BY: ] o
Outstanding Liabilities (Sch. N)
O candidate O political Committee *
U Party Committee O constituted Committee Partners/Subcontracts (Sch. O)
O Housekeeping Account O pac i i
(For Party/%orgstituted Committees only) Housekeeping Receipts Sch. P)
* For Authorized or Unauthorized single or multi-candidate Housekeeping Expenses (Sch. Q)
committee and for Ballot Issues. Summary/Status Report
TYPE OF REPORT
**CHECK ONE BOX AND INDICATE STATEMENT NUMBER ABOVE
1. 11 32 day Pre Primary 7. 0 32 day Pre Special
2. U 11 day Pre Primary 8. [J 11 day Pre Special IN-LIEU-OF STATEMENT
3. [0 10 day Post Primary*** 9. [ 27 day Post Special***
4. O 32 day Pre General  10. O Periodic Jan. 15, 20 L1 I state that | am a candidate or a treasurer of an authorized
5. O 11 day Pre General 1. O Periodic July 15, 20 committee which supports only one candidate, and at the close of
' - C this reporting period neither the total receipts nor the total
6. L) 27 day Post Generai*** 12. [ 24 hour notice expenditures of this campaign have exceeded one thousand
13. O oft-Cycle dollars.
*** Campaign material or a disclaimer must be submitted with Post Election
statements. . . i .
O see Attached T No Campaign Material Produced Note: Once you file an itemized statement, you cannot file an
paig In-Lieu-Of Statement for any future reports.
O Termination Report (you can not terminate if any funds or debts remain)

O Amendment Repont Date of original report / /

O Treasurer Resignation Report: Copy of ietter of resignation attached.

| state that the information contained in this statement is in all respects true and complete to the best of my knowledge, information

and belief. VERIFICATION
Name - Print or type Signature {must be original in biue or black ink only.)
Title Date Signed ‘Phone number

ANY FALSE INFORMATION IN THIS STATEMENT MAY BE A CLASS A MISDEMEANOR, PUNISHABLE BY A FINE AND/OR UP TO ONE YEAR IMPRISONMENT,
PURSUANT TO SECTION 210.45 OF THE PENAL LAW. FOR FURTHER INFORMATION, CONTACT THE NEW YORK STATE BOARD OF ELECTIONS OR YOUR
COUNTY BOARD OF ELECTIONS.




Cover Page Instructions:
Campaign Financial Dis-
closure Report (CF-01)

Election Year is the year of the primary, general or special election to which the transactions in the report
relate. This is the calendar year for PACs and party committees.

Filer ID# is the identification number assigned to filers by the Board of Elections. Some boards of elections
do not assign filer ID#s.

Statement Number relates to the numbers 1-13 under Type of Report Section (e.g., 4=32 day pre-general).

Statement Period Dates are the inclusive dates covered by this report. They must agree with the filing cal-
endar’s filing cut-off dates.

Full Name (Candidate): If this report is being filed by a candidate and no committee exists, provide the can-
didate’s name.

Full Name (Commiittee): If this report is being filed by or on behalf of a treasurer of a committee, provide
the committee’s name.

Mailing Address: Mailing address of candidate or treasurer.
Committee Treasurer Name: Print name of treasurer.

Is this committee authorized by a candidate: Check the appropriate box to indicate whether or not the
candidate(s) listed have authorized the committee to act on their behalf.

Office/District/Candidate being supported: For committees which are supporting only one candidate
through campaign expenditures provide the office, district and name of candidate. If the report is filed for a
candidate by the candidate, provide office and district only.

Statement is being filed by: Check the appropriate box for the type of entity filing the report.
Type of Report: Check the box next to the report being filed and place that number in the heading.

Campaign material or a disclaimer: If campaign material was purchased (palm cards, buttons, scripts of
radio or TV ads, etc.), copies must be submitted with post-election reports. Otherwise, submit a disclaimer (a
signed and dated statement that there was no campaign material).

Termination Report: Check the box if you are requesting a termination.
Amendment Report: Check the box if you are amending a report and indicate date of original report.

Treasurer Resignation Report: Copy of letter of resignation attached. Any regularly scheduled report may
also be a treasurer resignation report.

Statement Inventory: The cover page must always be submitted. The summary and Status pages must be
submitted unless the In-Lieu-Of Statement on the cover page is completed. Please indicate which schedules
have been completed by placing the number of pages in the column next to the name of those schedules.

Note: You need only to submit those schedules that are required/necessary to report the types of transac-
tions that occurred during the period. Do not submit blank schedules or schedules that are not used.

In-Lieu-Of Statement:

1. If you qualify to file an In-Lieu-Of Statement, check the box and complete the verification section. You
must not complete any other schedules.

2. You qualify to file an In-Lieu-Of Statement if you are a candidate and/or an authorized committee solely
supporting the candidate, or a ballot proposition committee, and if, at the close of the reporting period for
which such statement would be required, neither the total receipts nor the total expenditures of the cam-
paign have exceeded $1,000.

3. If you have previously filed an In-Lieu-Of Statement and find that you now exceed this threshold, you
must file an itemized report covering all transactions since the beginning of the campaign. Once an item-
ized statement is required, you may not file an In-Lieu-Of Statement for any future reporting.
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MONETARY CONTRIBUTIONS/Individual & Partnerships Schedule A

ELECTIONYEAR | FILERID [STATEMENT PERIOD DATES PAGE
FROM 1 00 _OF__
DATE RECEVED | NAME CHECKE AMGUNT PREV. AMT,
STREET APT
Code: CITY - STATE P s 5
DATE RECEVED | NAME CHECKS AMGUNT PREV. AMT.
STREET ART
Code: CITY - STATE O 5 $
DATE RECEVED | NAME CHECKE AMOUNT PREV. AWT.
STREET APT
Code: CITY - STATE 7P N s
DATERECEED  |NAME CHECKS AMOUNT BREV. AMT.
STREET APT
Code: CITY - STATE 2P 5 5
DATERECEIVED | NAME CHECHE AMOUNT PREV. ANT.
STREET APT
Code: CITY - STATE 7P $ 5
DATE RECEIVED | NAME CHECKS AMOUNT PREV. AMT.
STREET APT
Code: CITY - STATE 2P § $
DATE RECEVED [ NAME CHECK AMOUNT PREV. AMT.
STREET APT
Code: CITY - STATE P $ $
DATE RECEIVED | MAME CHECKS AMOUNT PREV. AMT.
STREET APT
Cod: CITY - STATE 2P $ 5
DATE RECEIVED  |NAME CHECK# AMOUNT PREV_ AMT.
STREET APT
Code: CITY - STATE ZIF 5 5
DATE RECEIVED | NAME CHECKS AMOUNT PREV. AMT.
STREET APT
Cods: CITY - STATE P s $
TOTAL THIS PAGE
CODE: s
CAN = CANDIDATE/CANDIDATE SPQUSE
IND = INDIVIDUAL @ mouzEo | ¢
CONTRIBUTIONS.
FAM = FAMILY MEMBER: SEE IN?TRUFT IONS, Complete this summary o —
PART = m:Tﬁtj:iSr:LI;n I:z?:r:secr::dtpusl :gm contribute over $2500.00 total, on your last page only! commmaos | s
Schedule Total | $




Schedule A

Schedule A is used to report all monetary contributions from individuals and partnerships. Funds
received from candidate(s) and their spouses, as well as contributions from relatives of the candi-
date, are also reported on this schedule.

All Unitemized Contributions for the reporting period should be added together and listed as “Total Unitem-
ized Contributions” on the last page of your Schedule A. Detailed records must be kept of all contributions
(i.e., Name of Contributor, Date Received, Amount), regardless of the amount. At anytime the $99.00
threshold is exceeded from a particular contributor, from a single or aggregate contribution, during the ap-
plicable Cycle (Calendar Year or Election Cycle, depending on the Filer), then the contributions must be
itemized. See “Itemized/Unitemized” in the Frequently Used Terms section of the Handbook for details.
When a partnership’s total aggregate contributions exceed $2,500 (Calendar Year for Constituted/Party
Committees/PACs; Election Cycle for Candidates/Candidate’s Committees) Schedule O must also be com-
pleted. Loans from Candidates and/or their spouses should be reported on Schedule |—Loans Received.

e Provide the date the monetary contribution was received.

e CODE: CAN = CANDIDATE/CANDIDATE SPOUSE
IND = INDIVIDUAL (includes Sole Proprietorships)
FAM = FAMILY MEMBER: SEE INSTRUCTIONS IN HANDBOOK
PART = PARTNERSHIP (includes LLPs)

e Provide the complete name and address of the contributor.
e Provide the check number and amount.

e Contributions from Joint Accounts are assumed given by the signatory (the person who signed the
check). However, if the multiple owners of the account want credit for the contribution, all names and
applicable split amounts need to be reported separately, using the same check number.

e Provide the total of previous contributions from this contributor, received during the relevant time pe-
riod. If the total exceeds $99, you must then itemize those contributions. For PACs and Party Commit-
tees, the relevant time period is the calendar year. For all other committees, the relevant time period is
the Campaign Cycle.

e Provide the total monetary contributions for each page.

e Complete the summary section on the last page of each schedule by listing the total of all pages in box
1, the total of unitemized receipts from your records in box 2, and the Schedule total in box 3. Forward
the schedule total to line 2a of the Summary Page.
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MONETARY CONTRIBUTIONS/Corporate Schedule B

Schedule Total

[ELECTIONYEAR | FLERID STATEMENT PERIOD DATES 2
FROM | I ™ 1 e OF
DATE RECENVED NAME CHECKE AM;)UNT PREV. AMT.
STREET APT
CITY - STATE up s s
DATE RECEIVED NAME CHECK# AMOUNT PREV. AT,
STREET APT
CITY - STATE up $ §
DATE RECEIVED NAME CHECKE . AMOUNT PREV. AMT.
STREET APT
CITY - STATE e $ 5
DATE RECEIVED HAME CHECKE AMOUNT PREV. AMT,
STREET APT
CITY . STATE e $ s
DATE RECEIVED NAME CHECKR AMOUNT FREV. AMT.
STREET APT
CITY - STATE 2P s s
[DATE RECEVED MAME CHECKE AMOUNT PREV. AMT.
STREET APT
CITY - STATE 7P s s
DATE RECENED | NAME CHECKY AMOUNT PREV. AMT.
STREET APT
CITY - STATE ZIP 5 $
DATE RECEVED NAME CHECKE AMOUNT PREV. AMT.
STREET APT
CITY - STATE P 5 5
DATE RECENVED NAME CHECH# AMOUNT PREV. AMT,
STREET APT
CITY - STATE e 3 $
DATE RECEIVED  |NAME CHECKE AMOUNT PREV. AMT.
STREET APT
CITY - STATE [ s $
TOTAL THIS PAGE R
O
CONTRIBUTIONS
Complete this summary TOTAL
@ UNITEMIZE]
on your last page only! CONTRIBUTIONS
©}




Schedule B

Schedule B is used to report all monetary contributions from Corporations (e.g., Corp./Inc./PC).

NOTE: Limited Liability Company (LLC) contributions are reported on Schedule C.

All Unitemized Contributions for the reporting period should be added together and listed as “Total Unitem-
ized Contributions” on the last page of your Schedule B. Detailed records must be kept of all contributions
(i.e., Name of Contributor, Date Received, Amount), regardless of the amount. At anytime the $99.00
threshold is exceeded from a particular contributor, from a single or aggregate contribution, during the ap-
plicable cycle (Calendar Year or Election Cycle, depending on the Filer), then the contributions must be
itemized. See “ltemized/Unitemized” in the Frequently Used Terms section of the Handbook for details.

Provide the date the monetary contribution was received.
Provide the complete name and Address of Contributor.
Provide the Check Number (if applicable) and Amount.

Provide the total of previous contributions from this Contributor, received during the relevant time pe-
riod. If the total from the contributor exceeds $99.00 for that Reporting Period or for the relevant time
period for the Filer, those contributions must be itemized. For PACs and Party Committees, the relevant
time period is the Calendar Year. For all other Committees, including Candidates, the relevant time pe-
riod is the Campaign Cycle. See “ltemized/Unitemized” in the Frequently Used Terms section of the
Handbook for details.

Provide the total monetary contributions for each page.

Complete the summary section on the last page of this schedule by listing the total of all pages in box
1, the total of Unitemized receipts from your records in box 2, and the Schedule total in box 3. Forward
the schedule total to line 2b of the Summary Page.
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MONETARY CONTRIBUTIONS/AIl Other Schedule C

ELECTION YEAR FILER ID STATEMENT PERIOD DATES PAGE
FROM ! ! TO ) i _oF_____
DATE RECEIVED | NAME CHECKS AMQUNT "FREV. AMT.
STREET APT
CITY - STATE 2IP $ $
DATE RECEIVED NAME CHECK# AMOUNT PREV, AMT,
STREET APT
CITY . STATE ZIP [ $
DATE RECEVED NAME CHECKH AMOUNT PREV. AMT.
|STREET AFT
CITY - STATE P s s
DATE RECEVED | NAME CHECK# AMOUNT PREV. AMT.
STREET APT
CITY - STATE 2P $ $
DATE RECEIVED NAME CHECK# AMOUNT PREV. AMT,
STREET APT
CITY - STATE il 5 $
DATE RECEIVED NAME CHECKS AMOUNT PREV. AMT.
STREET APT
CITY - STATE 2P s s
DATE RECENED |NAME CHECKF AMOUNT FREV. AMT.
STREET APT
CITY - STATE 2P s 5
DATE RECEIVED NAME CHECK# AMOUNT PREV, AMT,
STREET APT
CITY - STATE P $ $
DATE RECEIVED NaME CHECKS AMOUNT FREV. AMT.
STREET APT
CITY - STATE P s $
DATE RECEIVED NAME CHECK# AMOUNT PREV. AMT.
STREET APT .
CITY - STATE P 5 $
TOTAL THIS PAGE .
@ ko
CONTRIBUTIONS
Complete this summary ToTAL
@ UNITEMIZED
on your last page only! CONTRIBUTIONS
@
Schedule Total




Schedule C

Schedule C is used to report all monetary contributions from other entities not captured on Sched-
ules A and B, including Political Committees, Unincorporated Unions and Unincorporated Associa-
tions. Limited Liability Companies (LLC) are also reported on Schedule C.

All Unitemized Contributions for the Reporting Period should be added together and listed as “Total Unitem-
ized Contributions” on the last page of your Schedule C. Detailed records must be kept of all contributions
(i.e., Name of Contributor, Date Received, Amount), regardless of the amount. At anytime the $99.00
threshold is exceeded from a particular Contributor, from a single or aggregate contribution, during the ap-
plicable Cycle (Calendar Year or Election Cycle, depending on the Filer), then the contributions must be
itemized. See “ltemized/Unitemized” in the Frequently Used Terms section of the Handbook for details.

Provide the date the monetary contribution was received.
Provide the complete name and mailing address of contributor.
Provide the check number (if applicable) and amount.

Provide the total of previous contributions from this contributor, received during the relevant time period.
If the total from the contributor exceeds $99.00 for that reporting period or for the relevant time period
for the Filer, those contributions must be itemized. For PACs and Party Committees, the relevant time
period is the Calendar Year. For all other Committees, including Candidates, the relevant time period is
the Campaign Cycle. See “ltemized/Unitemized” in the Frequently Used Terms section of the Handbook
for details.

Provide the total monetary contributions for each page.

Complete the summary section on the last page of each schedule by listing the total of all pages in box
1, the total of Unitemized receipts from your records in box 2, and the Schedule total in box 3. Forward
the schedule total to line 2c of the Summary Page.
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IN-KIND CONTRIBUTIONS Schedule D

ELECTION YEAR _ [FILERID STATEMENT PERIOD DATES P
FROM ! ! O [ L OF ____
DATE RECEIVED | NAME TYPE CODE:
STREET AT
$
TNTRE CODE: TITY - STATE i |oEscRipTION —
TATE RECEIVED | NAME TYPE CODE:
[STREET T A
CNTRB CODE: TITY - STATE Fig TESCRIPTION
TATE RECEIVED | NAME TVFE CODE.
STREET APT
P
CNTRE CODE: TITY - STATE FiZ TESCRIPTION
DATE RECEVED  |NAME TYPE CODE.
STREET AT
$
CNTRB CODE. TITY - STATE 7P DESCRIPTION
CONTRIBUTOR CODE: CONTRIBUTION TYPE CODE: i
TOTAL THIS P,
CAN = CANDIDATE/ CANDIDATE SPOUSE 1 = SERVICES/FACILITIES PROVIDED OTAL THIS PAGE _ |$
FAM = FAMILY MEMBERS (SEE INSTRUCTIONS) 2 = PROPERTY GIVEN TOTAL ITEMIZED l
CORP = CORPORATE 3 = CAMPAIGN EXPENSES PAID CONTRIBUTIONS (3
IND = INDIVIDUAL
PART = PARTNERSHIP TOTAL UNITEMIZED
COM = COMMITTEE CONTRIBUTIONS H
SCHEDULE TOTAL
LAST PAGE ONLY $
DATE RECEVED | NAME RECEIPT AMOUNT
STREET T [ INTERESTIDVIDEND H
[ PROCEEDS SALELEASE
CITY - STATE ZIP
[ omer
DATE RECEVED | NAME RECEIPT AMOUNT
STREET APT [ wreresTDVIDEND 5
[ procEEDS SALELEASE
CITY - STATE F -
] omier
DATE RECEIVED | NAME RECEIPT AMOUNT
STREET APT [ TEReSTIDIVIDEND $
[] PROCEEDS SALELEASE
CITY - STATE P P
1 omHer
DATE RECEVED | NAME RECEIPT AMOUNT
STREET 2T [0 TERESTIOVIDEND s
[ PROCEEDS SALELEASE
CITY - STATE P 0 oner
TOTAL THIS PAGE i
TOTAL ITEMIZED
RECEIPTS $
TOTAL UNITEMIZED
RECEIPTS $
SCHEDULE TOTAL
LASTPAGEONLY |3




Schedules D & E

Schedule D is used to report In-Kind (Non-Monetary) Contributions: 1) services/facilities; 2) goods,
property and equipment; and 3) expenses incurred that were paid by someone else.

Provide the date the non-monetary contribution was received.
Provide the Contributor Code.

Provide complete name and address of contributor.

Provide the Contribution Type Code. (1, 2 or 3).

Provide the amount of the in-kind contribution.

Provide a brief description of the in-kind contribution.

Provide the page total.

Provide the total itemized in-kind contributions for all pages.

Provide the unitemized in-kind contributions from your records. These are in-kind contributions of
$99.00 or less. They should be added together for the report period and listed as total unitemized con-
tributions on the last page of Schedule D.

Provide the schedule total of all itemized and unitemized in-kind contributions.

Forward the Schedule Total to Line 2d of the Summary Page.

NOTE: For Electronic Filers with NYSBOE, In-Kind Contributions received by Party/Constituted Committees
for Housekeeping ONLY are reported on Schedule P and out on Schedule Q simultaneously, with an expla-
nation.

Schedule E is used to report miscellaneous receipts such as interest received on a bank account or
loan, dividends from investments, or proceeds from the sale or lease of campaign property or equip-
ment.

Provide the date received.

Provide the name and complete address of the payor.

Check the box indicated the type of receipt or provide a description for “other”.

Provide the amount received.

Provide the page total. (Complete the Summary section items on the last page of the Schedules.)
Provide the total itemized receipts from all pages.

Provide the total unitemized receipts from your records.

Provide the Schedule Total and forward to line 3a of the Summary Page.

77 Part Three —Forms & Schedules




EXPENDITURE/PAYMENTS Schedule F

ELECTION YEAR  |FILER 1D STATEMENT FERIOD DATES PAGE
FROM ] ) ™ ! ! B »
| DO NOT report Transfers Out:
DATE PAID NAME PURPOSE CODE EXPLAIN AMT PAID
STREET [
CHECK NO. CITY - STATE ZIP
DATE PAID NAME PURPOSE CODE EXPLAIN AMT PAID
STREET APT L —————
CHECK NO. CITY - STATE ZIP
DATE PAID NAME PURPOSE CODI EXPLAIN AMT PAID
[STREET AT ———
CHECK ND. CITY - STATE ZIP
|DATE FAID HAME PURPOSE CODE EXPLAIN AMT PAID
STREET APT e pp—
CHECK NO. CITY - STATE ZIP
[DATE PAID NAME PURPOSE CODE EXPLAIN ANT PAID
STREET ey L e
CHECK NO. CITY - STATE ZIP
[DATE PAID NAME PURPOSE CODE EXPLAIN AMT PAID
STREET APT | ===
CHECK NOD. CITY - STATE ZIP
DATE PAID NAME PURFOSE CODE EXPLAIN AMT PAID
[STREET . | ————
CHECK NO. CITY - STATE ZIP
DATE PAID NAME PURPOSE CODE EXPLAN AMT PAID
STREET S
CHECK NO. CITY - STATE ZIP
DATE PAID HAME PURPOSE CODE EXPLAIN AMT PAID
STREET [ T
CHECK NO, CITY - STATE ZiP
TOTAL THIS PAGE
Expenditure Purpose Codes
CMAIL Campaign Mailings POLLS Polling Cosis TOTAL
CONSL  Campaign Consultant * POSTA  Paostage EXPERES
CONSV Consliluent Services PRINT Print Ads. Complete this summary
CNTRB Palitical Contributions PROFL Professional Services * @ m‘urr%m"zso
FUNDR  Fundraising RADIO  Radio Ads on your last page only! EXPENDITURES
LITER Campaign Literatura RENTO Office Rent
OFFCE  Office Expenses TVADS  Television Ads ® Schedule
OTHER Olther: Must Provide Explanation VOTER ‘Voter Registration Malerials or Services Total
PETIT Petition Expenses WAGES Campaign Workers' Salaries
INT Interest Expense
* Sub Contractors must be further defined in le O - Se0




Schedule F

Expenditure/Payments

During the course of committee/candidate financial disclosure report reviews, the New York State Board of
Elections sends numerous letters for clarification of Schedule F transactions. To help ensure that Sched-
ule F is submitted completely and correctly, the Board has redefined the Schedule F codes and provided
examples to illustrate correct usage of these codes and proper completion of Schedule F.

Schedule F is used to report all disbursements made in connection with a campaign, other than loan re-
payments, refunds of contributions and transfers out. The law requires, in addition to other information,
that a clearly stated purpose be provided. For the purpose of saving space and to provide some uniform-
ity, the State Board of Elections developed expenditure/payment codes to be used on Schedule F.

The codes listed on Schedule F are the ONLY ones to be used. Failure to provide a code will result in cor-
respondence from this Board. Following are the codes authorized for use on Schedule F, the definition of
the code, and examples of the expenses for which you would use a particular code.

Sometimes a particular expense may fit into more than one code. You should use the code most repre-
sentative of the expense. For example: You purchase stamps for day to day correspondence, bills, etc.
This would be listed as POSTA. However, when you purchase stamps for a mass mailing to voters or con-
tributors, that would most properly be reported as CMAIL. You should list an item only under one code.

The following pages and examples will:

1. Review and further explain the proper codes to use when identifying a candidate or commit-
tee’s expenses; and

2. Explain the proper reporting method for the reimbursement of individuals or the making of
payments to credit card companies for campaign expenses.

Schedule F is used to report all campaign expenses, and all political contributions to other Candi-
dates and Political Committees, other than Transfers. Transfers Out are reported on Schedule H.
(See “Frequently Used Terms” for definition of Transfers.) You must provide the detail for each
expenditure that exceeds $49.99.

e Provide the date paid and check number.

e Provide the complete name and address of payee.

e Provide the appropriate purpose code. When using code “other”, provide an explanation.
e Provide the amount of each entry.

e Provide the total for this page.

e Total all pages of Schedule F in Box 1—total itemized expenditures. Place the total of all unitemized
expenditures (from your records) in Box 2—unitemized expenditures box. Add the itemized and
unitemized amounts to arrive at the total expenditure amount, which is placed in Box 3. Forward Box 3
total to line 6a of the Summary Page.
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Schedule F (cont.)

Code Definition

CMAIL: Campaign Mailings

CONSL: Campaign Consultant

CONSV: Constituent Services

CNTRB: Political Contributions

FUNDR: Fundraising ***

LITER: Campaign Literature

OFFICE:Office Expenses

OTHER: Other

PETIT: Petition Expenses

INT: Interest Expense

Examples

Cost to produce mail-
ing envelopes, typing,
printing, design

Consultant’s fees,
subcontracts (see
instructions for
Schedule O)*

District office renova-
tions,
supplies, telephones**

Meals, entertainment,
hall rental, tickets

Palm cards, flyers,
brochures, lawn signs,
letters, billboards, voter
lists, printing, circulation
costs

Utilities, telephone,
equipment, supplies,
cleaning

(Must provide explana-
tion, i.e., campaign van
rental, campaign

travel, tuxedo rental,
reimbursements)

Voter lists, printing,
circulation costs

Loan interest, late
payment charges

Part Three —Forms & Schedules

80

Code Definition
POLLS: Polling Costs

POSTA: Postage

PRINT: Print Ads

RADIO: Radio Ads

TVADS: Television Ads

PROFL: Professional

Services
RENTO: Office Rent

VOTER: Voter
Registration
Materials

WAGES: Campaign
Workers’
Salaries

Examples

Pollster fee, telephones,
Voter lists

Includes all mailing and
delivery service production
and placement expense
paid directly by the
Candidate

“ “

“ “

(Accounting fees, legal fees,
speech writing)

Maps, printing, mailing
costs or services

Examples are including but not limited to items listed.

*Subcontractors must be further defined in Schedule O—
See Instructions on Schedule O

**CONSYV can be used only by a political office holder to
better serve your constituents or better serve your office.

***Expenses to conduct your own fund raiser are fund
raising expenses. Purchasing tickets to another candi-
date’s fund raiser is a political contribution and you would
use the code CNTRB. For candidates, purchasing tickets
to a state or county committee’s fund raiser is a transfer-

out on Schedule H.




Schedule F (cont.)

You must provide the detail for each expenditure that exceeds $49.99.

Provide the date paid and check number.
Provide the complete name and address of payee.

Provide the appropriate purpose code.

(When using code “other” provide an explanation)
Provide the amount of each entry.

Provide the total for this page.

Total all pages of schedule F in Box 1—total itemized.
Complete the summary on your last page only!

Place the total of all unitemized expenditures (from your records) in Box 2—unitemized expenditures
box. Add the itemized and unitemized amounts to arrive at the total expenditure amount, which is place
in Box 3. Forward Box 3 total to line 6a of the Summary Page.
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('YOU SHOULD REPORT A REIMBURSEMENT FOR A CREDIT CARD AS FOLLOWS:

FIRST ENTRY:
Date Payee Purpose | Street City State | Zip Check/Ref# | Amount -Explanation
Paid

6/3/1999 GM Card OTHER 75 Minot St | Albany | NY 12187 1312 $800.00 Reimbursement

DATE PAID NAME GM Card PURPOSE EXPLAIN AMT
6/3/1999 STREET 75 Minot St OTHER

CHECK NO. Reimbursement $ 800.00
1312 CITY-STATE Albany NY ZIP 12187

SUBSEQUENT ENTRIES: You will now provide the vendor information for those individual expenditures included in the
reimbursement which exceeded $49.99, for example:

Date Payee Purpose | Street City State | Zip Check/Ref# | Amount Explanation
Paid
5/5/1999 Staples OFFCE RT#5 Albany | NY 12353 | 1312R Memo $300.00
5/19/1999 | Nusbaum's | LITER 847 2"°Ave | Troy NY 12382 | 1312R Memo $300.00
6/3/1999 Unitimized | OTHER 1312R Memo $200.00
DATE PAID NAME Staples PURPOSE EXPLAIN AMT PAID
5/5/1999 STREET Rt #5 - OFFCE
CHECKNO. | oiry.sTATE Albany  NY 2 Memo $300 $
1312R 12353 :
DATEPAID | NAME Nusbaum's PURPOSE CODE | EXPLAIN | AMT
APT
E .
C":;:RNO CITY-STATE Troy NY ZIP 12382 Memo $300 ’
DATE PAID NAME Unitemized PURPOSE CODE | EXPLAIN AMT
§/2/12902 STREET APT OTHER
CHECK NO. $
1312R CITY-STATE Zip memo $200

NOTE: In our example above, on the subsequent entries, you provide the date the vendor was paid, the purpose code,
the vendor name, an R after the check # in the CHECK NO. column, and the amount for each vendor with the word memo
in front of it in the EXPLAIN column. For those items under $50.00, and not requiring itemization, you select under Purpose

OTHER and under Payee write unitemized. In the EXPLAIN column use the word memo with the unitemized balance. The
total of all memo amounts must equal the amount paid. The amount paid column is blank. In both examples when there
are several unitemized payments, use the date of the reimbursement for the date paid.




|REIMBURSEMENTS TO INDIVIDUALS OR CREDIT CARDS: I

A major problem that many filers encounter is how to correctly report a payment when it is to reimburse an individual for
expenditures (s)he made to a vendor on behalf of the campaign. A similar problem occurs when payments are made for
campaign expenses via credit card. We expect that payments to persons are for personal services (wages, fees,
and/or stipends for work they performed for the campaign). If you are reimbursing a person for non-personal

services for something (s)he purchased for the campaign, from a vendor, then you must report the transaction as in the
following example:

}[Ilou SHOULD REPORT A REIMBURSEMENT TO A PERSON AS FOLLOWS:
FIRST ENTRY:
Opate Paid @Payee ©OPurpose @OStreet OCity OState @zip OCheck/Ref # @ Amount Paid WExplanation

]

6/3/1999 John Doe OTHER 1235"Av Troy NY 12180 1248 $600 Reimbursement
DATE PAID NAME John Doe © PURPOSE CODE |EXPLAIN AMT. PAID
@ 6/3/1999 (1] APT OTHER Reimbursement] ()}
STREET 123 5™ Avenue ® ®
CHECK NO. $ 600.00
© 1248 CITY-STATE @ Troy, @ NY zr @ 12180

SUBSEQUENT ENTRIES: You will now provide the vendor information for those individual expenditures included in the
reimbursement which exceeded $49.99, for example:

Date Payee Purpose Street City State Zip Check/Ref# Explanation
5/5/1999 Print it PETIT 24 EIm St Cohoes NY 12047 1248R memo $240
5/19/1999  WTRY RADIO 88h 4™ St Troy NY 12183 1248R memo $240
6/3/1999 Unitemized OTHER 1248R memo $120
DATE PAID NAME Print It PURPOSE CODE | EXPLAIN AMT PAID
5/5/1999 STREET 24 Elm St APT PETIT Memo $240
CHECKNO. c TATE Coh NY ZIP 12047 $
1248R ITY-S ohoes
DATE PAID NAME WTRY PURPOSE CODE | EXPLAIN AMT PAID
Memo $240
51911999 | qrreeT 88 4™ St APT RADIO
CHECK NO. $
1248R CITY-STATE Troy NY zp 12183
PURPOSE CODE AMT PAID
DATE PAID NAME Unitemized EXPLAIN
Memo $120
6/3/1999 STREET OTHER $
CHECK NO. $
1248R CITY-STATE ZIP

NOTE: In our example above, on the subsequent entries, you provided the date the vendor was paid, the purpose code,
the vendor name, an R after the check # in the CHECK NO. column, and the amount for each vendor with the word memo
in front of it in the EXPLAIN column. Forthose items under $50.00, and not requiring itemization, you select under Purpose
OTHER and under Payee write unitemized. In the EXPLAIN column use the word memo with the unitemized balance. The
total of all memo amounts must equal the amount paid. The amount paid column is blank. In both examples when there are
several unitemized payments use the date of the reimbursement for the date paid.




Receipts from Party Committee and oth i
syt s (TRANSFERS IN) Schedule G

ELECTION YEAR FILER ID STATEMENT PERIOD DATES
FROM ) ) To I 1 __OF ___
DATE NAME TRANSFER TYPE AMOUNT TRANSFERRED
STREET APT 102
CHECK # CITY - STATE I 20 $
DATE NAME TRANSFER TYPE AMOUNT YRMEF?RRED
STREET AT 10
CHECK # CITY - STATE 2P 20 s
DATE NAME TRANSFER TYPE AMOUNT TRANSFERRED
STREET APT 10
CHECK® CITY - STATE zp 20 $
DATE HAME TRANSFER TYPE AMOUNT TRANSFERRED
STREET APT 10
CHECK # CITY - STATE i} 20 s
DATE NAME TRANSFER TYPE AMOUNT TRANSFERRED
STREET APT 10
CHECK # CITY - STATE P 20 $
. _ NOTE: DO NOT REPORT FUNDS RECEIVED FROM INDEPENDENT
1- Party/Ci it TOTAL THIS PAGE
g:: , m:l’mi:::‘;z::’ :°""“' "5 COMMITTEES OR COMMITTEES AUTHORIZED BY A DIFFERENT CANDIDATE $
T e o TP AS A TRANSFER. THESE RECEIPTS MUST BE REPORTED AS A SREDULE TOTAL
Sl CONTRIBUTION ON SCHEDULE C. lstpageony |

pomensto oty Conmies s o cmitss(TRANSFERS OUT) Schedule H

DATE HAME TRANSFER TYPE AMOUNT TRANSFERRED
STREET T 110
CHECK# CITY - STATE i 20 $
DATE NAME TRANSFER TYPE AMOUNT TRANSFERRED
STREET APT 10
CHECK# CITY - STATE 7P 20 $
DATE NAME TRANSFER TYPE AMOUNT TRANSFERRED
STREET T 10
CHECK CITY - STATE 7P 20 $
DATE HAME TRANSFER TYPE AMOUMNT TRANSFERRED
STREET AT 10
CHECK# TITY - STATE P 20 $
DATE MAME TRANSFER TYPE AMOUNT TRANSFERRED
STREET APT 10
CHECK # CITY - STATE P 2 _:. $
TOTAL THIS PAGE
_ _ NOTE: DO NOT REPORT FUNDS PAID TO INDEPENDENT COMMITTEES OR $
g:i ;‘ z:f’?:“s‘;“td g”"""'::" S COMMITTEES AUTHORIZED BY A DIFFERENT CANDIDATE AS A TRANSFER.
- Commitiee Solely Suppoing  ryESE PAYMENTS MUST BE REPORTED AS A PAYMENT ON Eentie seT
Same Candidate SCHEDULE F Last Page Only $




Schedules G & H

Schedule G is used to report Transfers In. Transfer means the exchange of funds or anything of
value between: a) a Party or Constituted Committee and a Candidate or any of his/her Authorized
Committees; or b) two (2) Committees solely supporting the same Candidate.

e Provide the date received for Transfers in and the check number.
e Provide the complete name and address of Transferor.

e Check the appropriate box for the type of transfer.

e Provide the amount of the transfer.

e Provide the total transferred amount for this page.

e On the last page of this schedule place the total of all pages in the Schedule Total Box. Forward the
Schedule Total amount to line 3b of the Summary page.

Note: Do not report funds received from Independent Committees or Committees authorized by a different
Candidate as a transfer. These receipts must be reported as a Contribution on Schedule C (e.g., “Friends
of John Doe” to “Citizens for Smith”).

PACs (Political Action Committees) must not use this schedule. Any monies received by PACs must be
reported on Schedule A, B, or C depending on the type of contributors.

Schedule H is used to report Transfers Out. Transfer means the exchange of funds or anything of
value between: a) a Party or Constituted Committee and a Candidate or any of his/her Authorized
Committees; or b) two (2) committees solely supporting the same Candidate.

e Provide the date paid for Transfers out and the check number.
e Provide the complete name and address of Transferee.

e Check the appropriate box for the Type of Transfer.

e Provide the Amount of the Transfer.

e Provide the Transfer Total for this page.

e On the last page of this Schedule, place the total of all pages in the Schedule Total Box. Forward the
Schedule total amount to line 6¢ of the Summary Page.

NOTE: Do not report funds given or paid to Independent Committees or Committees authorized by a differ-
ent Candidate as a Transfer (e.g., “Friends of John Doe” to “Citizens for Smith”). Those must be reported
as an expenditure on Schedule F.

PACs (Political Action Committees) must not use this schedule. Any monies given or paid for political pur-
poses must be reported on Schedule F.
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LOANS RECEIVED Schedule |

FLECTIDN YEAR  |FILER 1D STATEMENT FERIOD DATES PAGE
FROM 1 i 0 P
[TOAN DATE LENDER NAME LOAN AMCUNTT
SIREED AT
Tl:m tBank o] G STATE 7P s
LOAN DATE LENDER NAME LOAN AMOUNT
STREET [
o] S ;
LOAN DATE LENDER NAME LOAN AMOUNT
STREET APT
Ebl‘l 1 Bank Loan| CITY . STATE Fid H
LOAN DATE LENDER NAME LOAN AMOUNT
STREET T
Clcnect i Bank Laaa| 6T * STATE I H
LOAN DATE LENDER NAME LOAN AMOUNT
STREET T
[ ek Bk Losa CITY - STATE I H
List any loans received during the reporting period. When submitling this schedule to the Board of Elections, a TOTAL THS PAGE
copy of the evidence of indebtedness for each loan must be attached to the statement. If the loan was $
received from a lending institution, the evidence of indebtedness must include the name and address of any obligor SCHEQULE
of the loan, or any other person who endorses, co-signs, or otherwise provides security for such loan. TOTAL
Last Page Only | §
LOAN REPAYMENTS Schedule J
CRIGMAL DATE OF LOAN |LENDER NAME CHECK NO AMOUNT
STREET AT
CITY - STATE P DATE 5
(s, DaTE OF LON | LENDER NAME CHECK NO. AMOUNT
STREET APT
CITY - STATE 3 DATE $
onecival DATE OF LOAN [LENDER NAME CHECK NO AMCUNT
STREET APT
CITY - STATE Fid DATE 5
uRGIHAL CATF OF Lo | LENDER NAME CHECK NO. AMOUNT
STREET C
CITY - STATE i DATE [
oAGNAL ik oF youw |LENDER NAME CHECK NO. AMOUNT
STREET - AT
CITY - STATE w DATE §

TOTAL THIS PAGE

SCHEDULE
TOTAL
Last Page Ordy




Schedules | & J

Schedule | is used to report Loans Received during the reporting period.

Evidence of indebtedness (a signed copy of a promissory note or a letter outlining loan details) for each
loan must be submitted in conjunction with the applicable Report to the County and/or State Boards of
Elections. Such evidence must include the name and address of the lender, the amount of loan, any inter-
est to be charged and the repayment schedule. If the loan was received from a lending institution (or any
other loan where applicable), the evidence of indebtedness must include the name and address of any co-
signor, obligor or any other person providing security for or otherwise guaranteeing the loan.

e Provide the date of the loan and indicate if a bank loan.

e Provide the complete name and address of the lender, guarantor, or co-signer.
e Provide the loan amount.

e Provide the loan amount page total.

e On the last page of this schedule place the total of all pages in the Schedule Total Box. Forward this
amount to line 3c of the Summary page.

NOTE: A loan made to a Candidate or Political Committee, other than a Constituted Committee, by any
person, firm, association or corporation other than in the regular course of the lender’s business (i.e.,
Banks) shall be deemed, to the extent not repaid by the date of the primary, general or special election, as
the case may be, a contribution by such person, firm, association or corporation.

A loan made to a Candidate or Political Committee, other than a Constituted Committee, by any person,
firm, association or corporation in the regular course of the lender’s business (i.e., Banks) shall be deemed,
to the extent not repaid by the date of the primary, general or special election, as the case may be, a contri-
bution by the obligor on the loan and by any other person endorsing, cosigning, guaranteeing, collateraliz-
ing or otherwise providing security for the loan.

However, any outstanding liability remains, and you must continue to report it on Schedule N until it is re-
paid or forgiven.

Schedule J is used to record the repayment of loans received. Only repayments of principal are re-
ported here. Interest payments are reported on Schedule F.

e Provide the original date of the loan.

e Provide the complete name and address of the lender.
e Provide the check number and the date repaid.

e Provide the amount paid.

e Provide the loan repayment total for this page.

e On the last page of this schedule place the total of all pages in the Schedule Total Box. Forward this

amount to line 6d of the Summary Page.
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LIABILITIES/LOANS FORGIVEN Schedul

ELECTHM YEAR FHERID : STATEMENT PERICD DATES PAGE
FROM 1 10 1 .
DATE VENDOWLENDER 'AMOUNT FORGIVEN
STREET AT ~ LIABILITY
ORIGINAL DATE b LOAN
OF LUBILITY, [ CITY I STATE zP. ==
LOAN
DATE VENDORLENDER ANOUNT FORGIVEN
STREET APT _: UABILITY
QRIGINAL DATE -
OF LIBILITY [ ETy T STATE e —~ LOAN
LOAN
DATE VEMDORAENDER ANCAUNT FORGIVEN
STREET AT . LIABILITY
MIGINAL DATE T LOAN
oF LUBILITYT  [Ce T STATE P o
LOAN .
DATE { VENDORILENDER AMOUNT FORGIVEM
STREET T 7 LABILITY
DRIGINAL DATE el
OF LMBILITYS  Feiry § STATE i — LO?&N
LOAN
DATE VENDORLENDER MOUNT FORGIVEN
STREET W -~ LIABILITY
ORIGINAL DATE -
Pl e = = LOAN
LOAN
DATE VENDORLENDER ANOUNT FORGIVEN
STREET T - LIABILITY
ORIGIAL OATE -
OF LABILTY! [ CiTY 7 STATE T — LOAN
LOAN
DAIE VENDORMLENDER AMOUNT FORGIVEN
STREET T —_ LIABILITY
CAIGINAL DATE -
OF LBBILITY! [ CITY [ STATE P - LOAN
LOAN
DATE VENDOR/LENDER ANOUNT FORGIVEN
STREET I — LIABILITY
ORIGHAL DATE — .
OF LABILTY] | CITY / STATE 3 — LOAN
LOAN
DATE VENDORAEMDER AMOUNT FORGIVEN
STREET APT " LIABILITY
CAIGH -
otl' nNu‘almUr?J:E CAY I STATE 3 — LOAN
LOAN
DATE VENDOR/LENDER ANQUNT FORGIVEN
STREET i — LiaBiLITY
ORIGINAL DATE — LOAN
OF LUBILITY, | CITY 1 STATE I3
LOAN
DATE VENDORALENDER ANOUNT FORGIVEN
STREET APT ~- LIABILITY
ORIGINAL DATE -
OF LABILITYS [ CITY 7 STATE I3 .- LOAN
LOAN
COPY OF EVIDENCE FROM YENDOR/LENDER INDICATING FORGIVENESS MUST BE ATTACHED. TOTAL THIS PAGE
SCHEDULE TOTAL

(LAST PAGE ONLY)




Schedule K

Schedule K is used to report that a Creditor or a Lender has Forgiven an Outstanding Debt. This in-
cludes any outstanding amounts owed to the Candidate which are forgiven by the Candidate.

e Provide the date forgiven and the original date of debt.

e Provide the complete name and address of the creditor/lender.

e Check box for liability or loan forgiven.

e Provide the amount of the liability/loan forgiven.

e Provide the total amounts of liabilities and loans forgiven for this page.

e On the last page of this schedule, place the Total of Liabilities and Loans forgiven from all pages in the
Schedule Total Box.

NOTE: Loans or liabilities that are forgiven are considered contributions for limit purposes, and are subject
to Contribution Limits for the applicable Election or Calendar Year Cycle. Forgiveness can result in the re-
ceipt of an over-contribution, if the amount forgiven: 1) is, in and of itself, greater than the applicable Contri-
bution Limit, or 2) when added to the previous contribution(s) of the Contributor who is forgiving the loan or
liability, results in an aggregate amount for the applicable cycle which is greater than the applicable Contri-
bution Limit for that cycle.

Filers are strongly cautioned to consider the applicable Contribution Limit as applied to the amount to be
forgiven, as well as cautioned to review the contribution history of the particular Contributor who will be for-
giving a loan or liability.
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EXPENDITURE REFUNDS Schedule L

ELECTION YEAR  |FILERID STATEMENT PERIOD DATES PAGE
FROM 1 I L' ___OF
_— -
DATE RECEVED | MAME ORIG, PATMENT DATE
STREET APT
TY | STATE
o bl AMOUNT §
DATE RECEIVED | MAME ORIG. PAYMENT DATE
STREET APT
CITY | STATE ] AMOWNT S
DATE RECEIVED | NAME ORIG, PAYMENT DATE
STREET AT
Tl
CITY 1 STATE 3 AMOUNT §
DATE RECEIVED | NAME ORIG. PAYMENT DATE
STREET AT
CITY 1 STATE 3 J—
DATE RECEIVED | NAME ORIG. PAYMENT DATE
STREET AT
CITY 1 STATE Firg e
TOTAL THIS PAGE H
SCHEDULE TOTAL
LAST PAGE ONLY
REFUND DATE ORIG. DATE. REC. |CONTRIBUTOR NAME AMOUNT REFUNDED
STREET APT
5
CITY - STATE Fiid CHECK §
REFUND DATE ORIG. DATE. REC. |CONTRIBUTOR NAME AMOUNT REFUNDED
STREET APT
$
CITY - STATE P CHECK#
REFUND DATE ORIG. DATE. REC. | CONTRIBUTOR NAME AMOUNT REFUNDED
STREET APT
$
CITY - STATE I CHECK®
REFUND DATE ORIG. DATE. REC. |CONTRIBUTOR NAME AMOUNT REFUNDED
STREET APT
$
CITY - STATE e CHECK #
REFUND DATE ORIG. DATE. REC. |CONTRIBUTOR NAME AMOUNT REFUNDED
STREET APT
$
CITY - STATE P CHECK #
TOTAL THIS PAGE
SCHEDULE TOTAL
Last page only 5




Schedules” L& M

Schedule L is used to report expenditure refunds of previously reported campaign expenses
(errors, overpayments, adjustments, return of deposits, uncashed checks, etc.) back to the candi-
date/committee.

Provide the date received.

Provide the complete name and address of the payor.

Provide the date of original payment and the amount refunded.
Provide the total amounts of expenditure refunds for this page.

On the last page of this schedule, place the total of all pages in the Schedule Total Box. Forward the
amount to 3d of the Summary Page.

Schedule M is used to report the return or refund back to the contributor of previously deposited/
reported contributions to the candidate/committee. You may not refund more than the amount con-
tributed.

Provide the date you refunded the money.

Provide the date(s) it was received.

Provide the complete name and address of the contributor.
Provide the amount of the refund and the check number.
Provide the total amount refunded for this page.

On the last page of this schedule place the total of all pages in the Schedule Total Box. Forward this
amount to line 6e of the Summary Page.
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OUTSTANDING LIABILITIES/LOANS Schedule N

, | ELECTION YEAR FRERID STATEMENT PERIOD DATES PAGE
FROM 1 L' —_
DATE HAME
Tolal Onig. Ami. | Purpose Liablity Amount |Loan Amount
STREET [ | | Liabiity Code. Oustandng | Outstanding
{]Loan Explain:
© CURRENT CIY - SIATE FI 3 $ $
.. PRIOR ' .
DATE HAME -
Total Onig. Amt. | Purpose Liabity Amound | Loan Amount
STAEET APT | ) Liabidity Code Oustanding | Outslanding
= [JLoan Explainc
CCURRENT  |CAY - SIATE FLE $ s 5 -
= pRIOR .
DATE AREE
' Total Orig. Ami. | Purpose Liabiity Amount |Loan Amount
[STREET APT () Liabiy Code, Oudandmy  |Ouistanding
Loan Explain:
< CURRENT 7Y - STATE w I;I $ $
DATE e )
. Tolal Orig. AmL | Purpose - | Uabiity Amount | Loan Amount
STREET APT (] iabiy Code Ovtandng | Outsianding
: [}Loan Explain:
= CURRENT = JCITY . STATE w $ 4 [
= PRI _ ;
DATE TR
. Total Orig. Amt. | Purpose Liabiily Amourt {Loan Amount
STREET AT | 1 LiabiRy Code_ . |Oustandng  |Ouistanding
__ [)Loan Explain
Lﬁ;mm CITY - STATE P 3 3 $
 pAiR _
TE | E3 )
Total Orig. Aml. { Purpose . Liabiity Amount {Loan Amount
[STREET AP |} LiabRy Code___ |Oustandng  |Ouistandng
_ [toan Explain
= CURRENT Ty - STATE T s . :
= pAIR .
JoaTE
Tolal Orig. AmL. | Purpose Liabiity Amounl {Loan Amount
STREET APT- { ) Uabaity ‘Code, Ouistanding Ouistanding
i I [)toan Expar
= CURRENT Y - STATE F s 1s 3
- PRIOR 3
DATE HAME
Tolal Orlg. AmL. | Purpose Liabiity Amounl }Loan Amount
STREET APT |} Liabiiy Code Oustandng | Outslanding
I {JLoan Explai 1 ’
= GURRENT  [CaIY - STATE w $ $ H
Z PR .
OATE HAVE ) .
- Totad Orig. Amt. | Pumpose Liabiity Amount TLom Amourd
STREET APT | J LisbiEty Code Outstanding | Outstanding
_ [JLoan B -
= CURAENT CITY - STATE o $ $ lt
Z PRIOR
TOTAL THES PAGE
i Purposs of Liabifity/Loan Codes. SCHEDULE TOTAL
CMAL  Campaign Mailngs POLLS  Poling Costs
COMSL  Campaign Consultant POSTA  Pustage
_CONSV  Constiuent Services PAINT  Prind Ads
FUNDR  Fundraising PROFL  Prolessional Servicas
LTER  Cumpain Lierature RADIO  Radio Ads
LOAN Loans RENTO  OMce Flord
OFFCE Otfics Experaes TVADS Television Ads. )
OTHER  Other: Must Provide Explanation VOTER . Voter Registration Materials or Services
PETIT Petion Expenses WAGES  Campaign Workers' Salaries




Schedule N

Schedule N is used to report:

a) outstanding liabilities for goods or services received;
b) outstanding loans received,;
c) the outstanding balances

as of the cut-off date for the report.

For each entry:

Provide the date the liability/loan was incurred and whether it was incurred during the current report
period or a prior report period.

Provide the complete name and address of the vendor or lender.
Provide the total amount of the original liability/loan.

Indicate by using the appropriate code for the purpose. If using code “other,” provide an explanation.

CMAIL Campaign Mailings POLLS Polling Costs

CONSL Campaign Consultant POSTA Postage

CONSV  Constituent Services PRINT Print Ads

FUNDR Fundraising PROFL Professional Services
LITER Campaign Literature RADIO Radio Ads

LOAN Loans RENTO Office Rent

OFFCE Office Expenses RVADS Television Ads

OTHER Other: Must provide explanation VOTER Voter Registration Materials
PETIT Petition Expenses or Services

WAGES  Campaign Workers’ Salaries
Provide the amount of the liability still outstanding.
Provide the amount of the loan still outstanding.

Provide page totals for columns labeled “Liability Amount Outstanding” and “Loan Amount Out-
standing”.

Provide schedule totals for columns labeled “Liability Amount Outstanding” and “Loan Amount Out-
standing” on the last page of this schedule.

Forward the column labeled “Liability Amount Outstanding”, schedule liabilities total to line 9g of the
“Status of Campaign Expenses” section.

Note: A filer cannot terminate while having any outstanding liabilities or loans, or portions thereof.
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PARTNERS [] SUBCONTRACTS Schedule O

ELECTION YEAR | FILERID STATEMENT PERIOD DATES PAGE
FROM 1 1 I T R B oF____
AMT OF PARTNERSHIP NAME PAYEE NAME
CONTRIBUTION
$
DATE RECEIVED STREET APT STREET APT
CITY - STATE ZIP CITY - STATE P
PARTNER NAME PROVIDER OF FINISHED GOODS/SERVICES:
LAST FIRST M AMOUNT PREVIOUS AMT ATTRIBUTED
ATTRIBUTED AMOUNT
|STREET APT APT S
CODE
CITY [STATE TP 7P
$ s v ] =———=—
LAST FIRST [] AMOUNT PREVIOUS AMT ATTRIBUTED
ATTRIBUTED AMOUNT
STREET APT APT s
CODE
CITY/STATE 7P 7P
$ s 2 ] m=——=———
AT FIRST M AMOUNT PREVIOUS AMT ATTRIBUTED
ATTRIBUTED AMOUNT
STREET APT APT H
CODE
CITY [STATE 7P P
$ s ® | m=m=—=—
LAST FIRST M AMOUNT PREVIOUS AN ATTRIBUTED
ATTRIBUTED AMOUNT
STREET APT [ $
CODE
CITY STATE P Fi
3 s B m=m==—
TAST FIRST M AMOUNT PREVIOUS ANT ATTRIBUTER
ATTRIBUTED AMOUNT
STREET APT APT H
CODE
CITY ISTATE 7P CITY 1 STATE P
$ s ® | mmm——
LAST FIRST Ml AMOUNT PREVIOUS NAME AMT ATTRIBUTED
ATTRIBUTED AMOUNT
STREET APT APT §
CODE
CITY I STATE F CITY [STATE b
$ s =’ emem———
LAST FIRST M AMOUNT PREVIOUS AMT ATTRIBUTED
ATTRIBUTED AMOUNT
STREET APT APT H
CODE
CITY/STATE Fd F
$ s . | =m=————
LAST FIRST Ml AMOUNT PREVIOUS AMT ATTRIBUTED
ATTRIBUTED AMOUNT
STREET APT APT $
CODE
CITYSTATE P 3
$ s 2 )} =m———
LAST FIRST M AMOUNT PREVIOUS AMT ATTRIBUTED
ATTRIBUTED AMOUNT
STREET APT APT $
CODE
CITY [ STATE P ZIP
$ s a2 | mm===
TOTAL AMOUNT ﬂ _A_]
ATTRIBUTED |$ $ PLEASE USE “PURPOSE CODES”
TOTAL AMOUNT |8 B FOUND ON SCHEDULE F or N
UNITEMIZED  [§ g
TOTAL AMOUNT |A+B AsB
CONTRIBUTION |$ $




Schedule O

Schedule O is used to furnish additional information about partnership contributions or subcon-
tractor payments. (See the “Contribution and Receipt Limitations” section in this Handbook.)

Partnerships—see Schedules A&D Instructions

Provide the amount (and date) of the contribu-
tion as reported on Schedule A and/or D.

Provide the partnership name and address.

Once the aggregate partnership contribution
exceeds $2,500 (during the calendar year for a
constituted or party committee or PAC; or dur-
ing the election/campaign cycle for a candidate
or authorized committee), the names and ad-
dresses of the individual partners whose aggre-
gate shares of the partnerships’ contribution for
the applicable calendar year or cycle exceed
$99.00 must be provided along with the
amount attributable to each partner.

Provide the amount attributed to each partner
and any previous amounts made by them.

Provide the total of all attributable amounts.

For all partners whose shares do not exceed
$99.00 you will place the total of those shares
in the Unitemized box in the summary section.

Total amount of contribution box = total of
boxes A and B.

Subcontractors

Provide the complete name and address of the
person, entity, or consultant paid by the cam-
paign.

Provide the complete name and address of the
subcontractor.

Provide the amount attributed.

Provide the proper expenditure code as found
in Schedule F or N.

Note: The above information is required for any
subcontracted amount greater than $10,000 in the
case of Statewide candidates and $5,000 for all
other offices. This subcontractor information can be
reported either on the report which lists the expen-
diture to the consultant or on the post-election re-
port to which the transaction(s) relate.
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* NON CAMPAIGN HOUSEKEEPING RECEIPTS Schedule P

[ELECTION YEAR FILER ID STATEMENT PERIOD DATE 2
FROM 1 1 (T B | e OF

DATE RECENED NAME AMOUNT PREV. AMT.
CODE: STREET APT

CHECK # CITY - STATE ZIF s s

DATE RECENED NAME AMOUNT PREV. AMT.
CODE: STREET APT

CHECK# CITY - STATE ZIP s s

DATE RECEVED NAME AMOUNT PREV. AMT,
CoDE: STREET APT

CHECK® CITY - STATE ZIP s s

DATE RECENVED NAME AMOUNT PREV. AMT,
CooE: STREET APT

CHECK # CITY - STATE P s s

DATE RECENVED NAME AMOUNT PREV. AMT.
CODE: STREET APT

CHECK # CITY - STATE . ZiP s s

DATE RECENVED NAME AMOUNT PREV. AMT.
CooE: STREET AT

CHECK # CITY - STATE ZIP s s

DATE RECEIVED NAME AMOUNT PREV, AMT,
CODE: STREET APT

CHECK # CITY -STATE - 2P s s

DATE RECENED HAME AMOUNT PREV. AMT.
CODE: STREET APT

CHECK® CITY - STATE 7P ; .

DATE RECEVED NAME AMOUNT PREV. AMT,
CODE: STREET APT

CHECK S CITY - STATE 7P s ‘

DATE RECEIVED NAME AMOUNT PREV. AMT.
COOE: STREET APT

CHECK# CITY - STATE ZIP s s

TOTAL THIS PAGE |3

CODE:

IND = INDIVIDUAL
CORP = CORPORATE ® ToTAL

PART = PARTNERSHIP: Partnerships which contribute over $2500.00 total, contruomions | §

must further define in Schedule O. Complete this summary ® —
COMM = POLITICAL COMMITTEE on your last page only! conTRBTIONS | §
®
* This schedule to be used only by party or constituted committee. Schedule Total | §




Schedule P

Schedule P is used only by Party and Constituted Committees to report receipts associated with
maintaining a permanent Party Headquarters and staff and carrying on ordinary activities which are
not for the express purpose of promoting the candidacy of specific candidates. See Election Law
Section 14-124(3).

Provide the date received.

Indicate the type of contributor and the check #.

Provide complete name and address of the contributor.

Provide the amount of contributions received from that contributor.

List any previous contributions received during the calendar year from that contributor.

Provide total monetary contributions for each page.

On the last page of this schedule, place the total of all itemized receipts in Box 1 of the Summary sec-
tion. Place the total of all Unitemized amounts* (from your records) in Box 2 of the Summary section.

Total of Box 1 and Box 2 amounts. Forward Box 3 total to line 3e of the Summary Page.

The threshold for itemizing is an aggregate over $99.00 for the calendar year.

Note: Returned housekeeping receipts should be listed on this schedule, and as negative amounts.
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* NON-CAMPAIGN HOUSEKEEPING EXPENSES Schedule Q

ELECTION YEAR | FILERID STATEMENT PERIOO DATES PAGE
I ot OF
l DO NOT report Transfers Cut:
DATE PAID NAME PURPOSE CODE EXPLAIN ANT PAID
Bi o ===
CHECKNO, TITY - STATE i)
DATE PAID NAME PURPOSE CODE EXFLAIN TPAD |
[STREET w ===
CHECK KO, TITY - STATE il
[DATE PAID NAME PURPOSE CODE EXPLAN AMTPAD |
STREET AT —
CHECK ND. CITY - STATE TP
DATE PAID RAME PURPOSE CUDE EXPLAIN ATPAD |
STREET APT —
CHECKNO. CITY - STATE TP
TATE PAID NAME PURPOSE CODE ~EXPLAIN AMTPAD |
'STREET B |=e———
CHECK KO, CITY - STATE Fid
| DATE PAID NAME PURPOSE CODE EXPLAIN AT FAID
[STREET BT e
CHECK NO, CITY - STATE Fi3
TATE PAID NAME FURPOSE CODE EXPLAN AMTFAD |
STREET APT
THECK HD. CITY - STATE b
[DATEPAID  |NAME PURPOSE CODE “EXPLAIN AMT PAID
STREET o ===
CHECK NO. CITY - STATE 7P
DATE PAID NAME PURPOSE CODE | EXPLAIN. AMT PAID
STREET W L=—=———
CHECK NO. CITY - STATE P
TOTAL THIS PAGE
Expenditure Pul‘pcs; Codas (use on Schedule Q only)
RENTO  Offica Rent
uTILS Utilities ® |‘rre?-|?£o
PAYRL Payroll EXPENDITURES s
POSTA  Postage Complete this summary —
PROFL Professional Services
orexe Offcs Exvenses on your last page only! @  purewzen :
E::ESR ::'::‘?:muiﬁu Explanation @ 5c:_1:$l le
VOTER Voler Registration Materials or Services $

* This schedule to be used only by party or constituted committee.




Schedule Q

Schedule Q is used only by Party and Constituted Committees to report expenses associated with
maintaining a permanent Party Headquarters and staff and carrying on ordinary activities which are
not for the express purpose of promoting the candidacy of specific candidates. See Election Law
Section 14-124(3).

Provide the date paid and check number.

Provide the complete name and address of payee.

Provide the appropriate purpose code. When using code “other” provide an explanation.
Provide the amount of each entry.

Provide the total of each page.

Total all pages of Schedule Q in Box 1—total itemized expenditures. Place the total of all unitemized
expenditures® (from your records) in Box 2—unitemized expenditure box.

Total of Box 1 and Box 2 amounts. Forward Box 3 total to line 6f of the Summary page.

All individual expenditures under $50.00.

Note: Returned housekeeping expenditures should be listed on this schedule, and as negative
amounts.
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ELECTION YEAR FILER ID STATEMENT PERIOD DATES

FROM ( / TO 1

SUMMARY OF RECEIPTS / EXPENDITURES

1. OPENING BALANCE - must be the same as line 7 of your previous report ....... ... iiiiiinaiianns

2. CONTRIBUTIONS

2a) SCHEDULE A - Individuals - total...........cccocueunee $
2b) SCHEDULE B - Corporations - total..........ccee.... $
2¢) SCHEDULE C - Other - total......coveersmsmsneninens $
2d) SCHEDULE D - In-kind - total.........cocvevrvienenennes $
2e) TOTAL Contributions (add 2a through 2d)........ccoeeeioiiiiiiriierncnes $

3. MISCELLANEOUS RECEIPTS

3a) SCHEDULE E - Other receipts - total.................. $
3b) SCHEDULE G - Transfers in - total..........ccoeue.e $
3c) SCHEDULE | - Loans received - total..........c....... $

3d) SCHEDULE L - Expenditure refunds - total......... $
3e) SCHEDULE P - Housekeeping receipts - total....$

3f) TOTAL Miscellaneous Receipts (add 3a through 3€).........c.coounrermmenrisensens $

4, TOTAL RECEIPTS THISPERIOD (add2eand 3f) ........... ..o,

5. TOTAL (add line1and line4) ... ... ..oouiinimnii e

6. EXPENSES

6a) SCHEDULE F - Disbursements - fotal...............$
6b) SCHEDULE D total..(offset)........cccoomveruemreecnennnns $
6¢) SCHEDULE H - Transfers out - total........cccccovunves $
6d) SCHEDULE J - Loans repaid - total....................$

6e) SCHEDULE M - Contribution refunds - total........$
6f) SCHEDULE Q - Housekeeping expenses - total..$

6g) TOTAL Expenses this period (add Bathrough 6f) ....... .. ...

7. BALANCE AT END OF PERIOD (subfract line 6g fromline5) ............... ...t




Summary Page

After all detail schedules (e.g., A, B, C, etc.) have been completed, you must then complete the
Summary of Receipts and Expenditures page. Each line on this summary will contain the total from
the corresponding detail schedule in the report, except Line 6b.

Complete the heading of the Summary Page.

Line 1 reflects your opening balance. This will be zero on the first report for a new candidate or commit-
tee. It will then be the ending balance on your previous report for any active filer.

Line 2a through 2d will reflect any contributions from Schedules A through D of this report (2d, in-kind
contribution total must be included on line 6b.)

Line 2e will be the total of 2a through 2d.

Line 3a through 3e will reflect other receipts from Schedules E, G, |, L or P, as appropriate.
Line 3f will be the total of lines 3a through 3e.

Line 4 will be the total of lines 2e and 3f.

Line 5 will be the total of lines 1 and 4.

Lines 6a through 6f will reflect the totals from the appropriate detail schedules.

Line 6a reflects the amount entered in Box 3, Schedule F.

Line 6b is an offset entry. (Place Schedule D total here).

Line 6c through 6f will reflect the totals from Schedules H, J, M or Q, as appropriate.

Line 6g will be the total of lines 6a through 6f.

Line 7 equals line 5 minus line 6g. This should never be negative.
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ELECTION YEAR FILER ID STATEMENT PERIOD DATES

FROM o TO ! !

STATUS REPORT
8. STATUS OF CONTRIBUTIONS
8a) Contributions received, from line 8e of your previous report * .. ............ouvi i,

8b) Contributions received this period, iN@ 208 . . ....o.. ittt ee e e e e e
8¢) TOTAL, line 8a plus 8b . . . . . . TSR
8d) Contributions refunded, from this summary, lineBe ..............covvreenor i, ..
8e) TOTAL contributions to date (line Be minUS BA) .. ...\ vu ettt et et e e
“This figure will be 0 (zero) if this is the first report of a new campaign.
9. STATUS OF CAMPAIGN EXPENSES

9a) Campaign expenses paid, from line 9f of your previous report* ... ............cooorerennnis,
8b) Campaign expenses this period, iNe BA . ... ......c..oruurrer et e
9c) In-Kind offset, Schedule D6tal . . .........oine ettt e e e e e
9d) TOTAL add lines 9athrougaC .. ... o.vuitt ettt et st et e e e e e e
9e) Refunds of campaign expenses, from this summary, ine 3d . ...
9f) SUB-TOTAL campaign expenses to date (liNe 9d minus 9€) ... ... e e e
9g) Outstanding liabilities (Schedule N total, excluding loans) ...............c.c.ueeerrrernnnnnnnn
9h) Total Campaign Expenses to date (line 9f plus ine 8g) . ... ......vvnteeire e i,
*This figure will be 0 (zero) if this is the first report of a new campaign.

9i) EXPENSE ALLOCATION SECTION (Schedule R of Electronic filing)

Candidate name Office/District Election Year $ Amount

TOTAL AMOUNT ALLOCATED (please use additional pages if necessarny) ............................ .

10. STATUS OF LOANS MADE
10a) Loans made to date, from line 10f of your previous report . . . . ... ..vurr e e e oo
10b) Loans made this period, from YOUF feCOS . . .. ... v vsre e e e e e
10¢) TOTAL, 1ine 10a plus 10D . . .ottt e et e e et e e e e e e e e e e
10d) Amounts included in 10c above, which were repaid thisperiod . ... ...........voevveevrennnnn...
10e) Amounts included in 10c above, which were forgiven thisperiod . ....................... ... .....
10f) Balance of loans made to date (line 10c minus 10dand 10€) . .............ooiimirrnnnnnnnn...
11. STATUS OF HOUSEKEEPING RECEIPTS
11a) Housekeeping receipts ONLY, from line 11¢ of your previous report ... ............coureeevunn...
11b) Housekeeping receipts this period, from this summary, i@ 3e . .. ... ovivn et e,
11c) TOTAL housekeeping receipts to date, (line 11aplus 11b) . ... .o e et e
12. STATUS OF HOUSEKEEPING EXPENSES
12a) Housekeeping expenses ONLY, from line 12¢ of your previousreport . ...........................
12b) Housekeeping expenses this period, from this summary, line 6f ... ................ oo,
12c) TOTAL housekeeping expenses to date (line 12aplus 12b) ... ... ...t ..




Status Report

Status Report—Paper Filers
Complete the heading of the Status Report.

Each report filed during a campaign cycle should list those contributions received and campaign expenses
incurred for a particular reporting period (lines 8a and 9a), as well as aggregate to date totals for either the
calendar year or campaign cycle as described below.

The purpose of the Status of Contributions and Status of Campaign Expenses schedules is to enable one
to examine the last report filed and to be able to determine the cumulative, to date amounts of all contribu-
tions and expenses for the campaign cycle.

Status of Contributions—This schedule will show all contributions received for the campaign less any
contributions for the campaign that were refunded.

Line 8a is completed on your second through final reports for the campaign cycle (Calendar year for PACs
and Party committees) by bringing forward the total from line 8e of your previous report.

Status of Campaign Expenses—This schedule will show all expenses paid for during the campaign, plus
outstanding liabilities incurred for this campaign, less any refunds received that were previously expended
for the current campaign.

Line 9a is completed on your second through final reports for the campaign cycle (Calendar year for Party
committees) by bringing forward the total from line 9f of your previous report.

Line 9i Allocation Section—Party committees, constituted committees and authorized multi-candidate
committees are required to allocate campaign expenses among the candidate they support according to
the relative benefit each candidate received form the expenditures. (These amounts are cumulative per
candidate for the campaign cycle). Paper filers must include this information where indicated on the
Status Report. Electronic Filers must create and complete Schedule R.

Remember, candidates generally have either a two or four year campaign cycle. (See “campaign cycle” in
the “Frequently Used Terms” section in this Handbook.)

When a committee spends its first dollar on a candidate for a particular election campaign, they list on this
schedule the candidate’s name, the office, the district or municipality, and the allocated amount spent for
that candidate.

On each subsequent report, this information is carried forward. As the committee spends more on a candi-
date, the amount will be increased accordingly.

After having reported the total spent on a candidate for a particular campaign, you will no longer carry for-
ward this information.

Status of Loans Made—This section shows the current amount of loans made outstanding and the loan
activity for the period. You must maintain a supporting documentation of any loans made including
repayments and forgiveness.

The Status of Housekeeping Receipts and the Status of Housekeeping Expenses—Aggregate these
items for the calendar year. These are used only by party and constituted committees.

103 Part Three —Forms & Schedules




CF-18 NEW YORK STATE BOARD OF ELECTIONS
VERIFICATION STATEMENT

IDENTIFICATION NO. OFFICE & DISTRICT
(Assigned by the Board) (If applicable) E.g., 12" S.D.

Report Period
1,

am the treasurer for the Committee

OR
l,

AM A CANDIDATE FOR PUBLIC OFFICE, AND | HAVE SUBMITTED HEREW ITH ON COMPUTER DISKETTE, OR HAVE

SUBMITTED VIA E-MAIL, THE COMMITTEE'S/CANDIDATE’'S FINANCIAL DISCLOSURE STATEMENT FOR THE PERIOD
INDICATED BELOW: :

3

1. O 32 Day Pre Primary 7. U 32 Day Pre Special

2. [0 11 Day Pre Primary 8. 0 11 Day Pre Special

3. U0 10 Day Post Primary * 9. 0O 27 Day Post Special *
4. O 32 Day Pre General 10. O Periodic Jan. 15,20
5. O 11 Day Pre General 11. O Periodic July 15,20
6. O 27 Day Post General * 12. O 24 Hour Notice

13. 0O Off-Cycle

No-Activity: Be sure to check appropriate report period above.

O Termination Report

O Treasurer Resignation Report

O o O O ached) 0 Although I am required to file a statement for the period indicated,

O Amended Reoort there are no transactions to report, so I have not filed electronically
- mended Repo - via e-mail or diskette. Note: No-Activity reports may be filed via the
* Campaign material or a Disclaimer must 4 - 3
. Ee guﬁmmed with Post Elaction Board’s website. ~ www.elections.state.ny.us
eports

[0 see Attached O No Campaign Materials Produced

| STATE THAT (i) THE INFORMATION CONTAINED IN THE ELECTRONICALLY FILED DISCLOSURE STATEMENT
REFERENCED ABOVE IS IN ALL RESPECTS TRUE AND COMPLETE TO THE BEST OF MY KNOWLEDGE,
INFORMATION AND BELIEF, OR (ii) | HAVE NO TRANSACTIONS TO REPORT FOR THIS PERIOD.

Name - print or type Preparer’s Signature

/ / (- -
Title Date Signed Phone Number

KNOWINGLY INCLUDING FALSE INFORMATION IN THE DISCLOSURE STATEMENT IDENTIFIED ABOVE OR ON

THIS VERIFICATION STATEMENT CONSTITUTES A CLASS A MISDEMEANOR, PUNISHABLE BY A FINE AND/OR
IMPRISONMENT. SEE PENAL LAW § 210.




CF-19 New York State Board of Elections

APPLICATION FOR ELECTRONIC FILING EXEMPTION

(Applications should be received by the Board at least 30 days prior to the filing)

Treasurer/Candidate: identification No.
(please print name) (assigned by the Board)
Committee Name: :

Office & District
Address: (if applicable)

e.g., 12" S.D.

Zip

Telephone: (__ __ __)- - __Ext.

| , swear or affirm that the committee/candidate does not have access to the technology
necessary to comply with the electronic filing requirements of Subdivision Nine-A of Section 3-102 of the Election Law
AND that filing by such means would constitute a substantial hardship for such committee/candidate.

NOTE: For purposes of granting an exemption to the electronic financial disclosure requirements of Article 14 of the Election Law, the following
definitions apply:

“Access to the technology” Is defined as the ownership and/or the ability to access a computer with a windows-based operating system
capable of complying with electronic filing requirements.

“Substantial hardship” is defined as the financial inability of the candidate/committee to purchase and/or acquire access to the technology
necessary to comply with the electronic financial filing requirements.

Please explain the basis of your request for an exemption. (Additional pages may be attached, if needed)

T T T L P e o T T . e S S W e,

| understand that the exemption is valid until December 31 of the calendar year for which it is granted and that | am
obligated to inform the State Board of Elections of any change in circumstances which would disqualify the
committee/candidate from the exemption for electronic filing. The Board may revoke the exemption at any time. | understand
if the exemption is granted | am still obligated to file using the paper form.

I state that the information contained in this statement is in all respects true and complete to the best of my knowledge,
information, and belief,

Knowingly including false information in this application constitutes a Class A Misdemeanor, punishable by a fine and/or
imprisonment. See Penal Law § 210.45

/ /
Signature Date
For Board use only
The Application for the exemption is (check one): OGranted Openiep* Date: /]

**(DENIED explanation)

By:




CF-20 New York State Board of Elections

NOTICE OF INACTIVE STATUS
(CF-20)

Treasurer: Identification No.
{please print name) (assigned by the Board)

Committee Name:

Office & District
Address: ' (if applicabie)

e.g., 12"S.D.

Zip

Telephone: ( ) - Ext.

The above-named committee will not support or has not supported, in any way, any candidate or
political committee which is a participant in the year Primary Elections and/or the year
General Elections.

| state that the information contained in this statement is in all respects true and complete to the best of my knowledge,
information, and belief.

Knowingly including false information in ttiis application constitutes a Class A Misdemeanor, punishable by a fine and/or
imprisonment. See Penal Law § 210.45

Signature Date

Instructions
1. The State Board of Elections assumes that all active committees are supporting candidates for
election and therefore we will expect to receive election reports from them (3 Primary Election reports
and/or 3 General Election reports),unless otherwise notified.
Note: If you are active only for the Primary Election, or only for the General Election, be sure to cross
off the election that does not pertain to you on the form above. We will expect reports only for the
specific election in which you took part.
2. Filing of this notice will serve as that notification.

3. This applies only to filers with the State Board of Elections.

4. You are, however, required to continue to make your Periodic filings in July and January.
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I. FREQUENTLY USED TERMS

reports.

Inside Part Four, Section I:

This section contains terms used throughout the Handbook, as well as
concepts which may be helpful in preparing campaign financial disclosure

24-Hour Notice - a required disclosure of any contri-

bution or loan over $1,000, received the day after the

cut-off date of the 11-day pre-election report up to
election day.

e These notices apply to all primary, general and
special elections and must be filed by any filer
for a specific election in which they are required
to file campaign financial disclosure reports.

e These notices must be received by the appro-
priate board(s) of elections within 24 hours of
receipt of the contribution or loan in question.

e These notices are required because without
them, there would be no public disclosure of
large loans or contributions received during the
period leading up to election day, which would
otherwise only be first disclosed on the post-
election campaign financial disclosure report.

o For filers with NYSBOE, these notices can be
filed electronically at:
www.elections.state.ny.us or in person or by
fax (518-486-6627). For local filers, these no-
tices can be filed in person or by fax. Consult lo-
cal boards of elections for further details.

Allocating Expenses - party committees, consti-
tuted committees and authorized multi-candidate
committees are required to allocate campaign ex-
penses among the candidates they support. These
amounts must be aggregated for the campaign/
election cycle. Electronic filers need to create and
complete Schedule R. Paper filers will allocate ex-
penses on the Status Report page, Section 9i.

109

Aggregate — multiple figures combined into one

total amount.
Example 1: if a contributor gives a candidate for
Assembly a $2,000 contribution in 2008 and
another contribution of $1,800 in 2009, the ag-
gregate contribution of that contributor is $3,800.
Example 2: For a particular election, if a con-
tributor first gives a candidate a contribution of
$50, and additional contributions of $50, $100
and $25, the aggregate contribution of that con-
tributor is $225.

Amended Report — a campaign financial disclosure
report (CF-01) that replaces a previously submitted
campaign financial disclosure report (CF-01) for the
purpose of making corrections or changes. For elec-
tronic filers with NYSBOE, a complete report must
be submitted when making an amendment, be-
cause, presently, amended reports overwrite the
previously submitted report in question. As such,
simply filing only those transactions relative to the
corrections or changes will result in an incomplete
filing. (See pages 8, 32, 34 of this Handbook for de-
tails.)

Anonymous Contributions — may not be accepted
and must be turned over to the NYS Comptroller’s
Office.

Attribution of Campaign Advertisements — NYS
Election Law does not require the sponsor or
payor's name to be on any political advertisements
(“paid for by”). If the ad refers to a federal candidate,
the Federal Election Commission (FEC) may impose
such a requirement. Additionally, Federal Communi-
cations Commission (FCC) regulations, and radio/
TV stations, and print media themselves, may im-
pose an attribution requirement.




Auctions — items received for an auction must be
reported as an “In-Kind Contribution” from the donor
at fair market value. The entire amount received
from the highest bidder for an item is then reported
as a contribution from the bidder on the appropriate
contribution schedule (A, B or C).

Campaign Cycle — generally speaking, the period
after an election for a particular office, up to the next
election for that office.
Example: The gubernatorial election is held
every four years. Therefore, the campaign cycle
for the Office of Governor is four years, and be-
gins the day after the last election for that office,
up to the next election day for that office.

Campaign Materials — advertisement, pamphlets,

circulars, flyers, brochures, solicitations, letterheads

and other printed matter, purchased or produced, as
well as schedules of all radio or television time, and

scripts used therein, purchased in connection with a

specific election.

¢ Any filer required to file primary, general and/or
special election campaign financial disclosure
reports must, at the same time the applicable
post-election campaign financial disclosure re-
port is due, submit copies of all the filer's cam-
paign materials, purchased or produced by or
under the authority of the person filing the post-
election report, or the committee or the person
on whose behalf it is filed.

e Copies can include duplicate originals (e.g.,
posters, flyers, buttons, etc.) or photocopies.

e These items must be hard copies, not elec-
tronic/digital files.

e For practical purposes, large, unwieldy items
(e.g., billboards, sandwich boards, etc.), which
cannot be readily reproduced in a paper copy,
may be photographed.

o All copies must be legible.
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Candidate — generally speaking, any individual who
seeks to be nominated or elected to public office or
party position, whether they ultimately appear on the
ballot or not. An individual shall be deemed to be a
candidate if:

1) He or she has taken action to qualify for
nomination or election; or -

2) Monies were raised or expended by the indi-
vidual or any person to whom that individual has
given consent to do so, in order to bring about
such nomination or election to such office or
position. The candidacy occurs when the contri-
butions or expenditures in question are made,
whether in the year in which the nomination or
election is sought or in any future year.

Committee (Political Committee) — any corpora-
tion aiding or promoting, and any committee, political
club or combination of one or more persons operat-
ing or cooperating to:

e Aid or promote the success or defeat of a politi-
cal party or principle or of any ballot proposal; or

e Aid or take part in the election or defeat of a
candidate for public office; or -

o Aid or take part in the election or defeat of a
candidate for nomination at a primary election or
convention, including all proceedings prior to
such primary election; or -

o Aid or take part in the election or defeat of a
candidate for any party position voted for at a
primary election; or -

o Aid or defeat the nomination by petition of an
independent candidate for public office.




Committee (Political Committee) (cont.)

Political Committees Related to
Political Parties:

Constituted Committee — a state committee or a
county committee, or a duly constituted subcom-
mittee of a county committee of a party as de-
fined by the NYS Election Law. A party is a po-
litical organization that ran a candidate in the
last gubernatorial election who garnered at least
50,000 votes. There are presently five parties in
New York State as so defined:

e Democrat

e Republican

e Independence

e Conservative

o Working Families

NOTE: While there are other political organizations
that refer to themselves as “Parties” (e.g., The
Green Party), under NYS Election Law they are not
parties as defined above. They are defined as
“‘independent bodies” under the NYS Election Law
and are deemed multi-candidate committees under
the provisions of Article 14 of the NYS Election Law
for campaign finance purposes. The Green Party
was formerly a “Party” under NYS Election Law, but
is no longer designated as such due to the ballot
results of the last gubernatorial election.

Duly Constituted Subcommittee of a County
Committee:

Outside the City of New York: a city, town or
village committee, which consists of all county
committee members from that city, town or vil-
lage, as the case may be, and only such mem-
bers.

Within the City of New York: an assembly district
committee, which consists of all county commit-
tee members from that assembly district, and
only such members.

Party Committee — any committee provided for

(defined) in the rules of a constituted committee

(state or county). Examples are:

e Democratic Assembly Campaign Commit-
tee (DACC)

e Senate Republican Campaign Committee
(SRCC)

Housekeeping Committee — an optional
“‘committee” that is only allowed to be registered
by a party or constituted committee for the sole
purpose of reporting “Housekeeping Receipts
and Expenditures” made and received pursuant
to NYS Election Law Section 14-124 (3), to
maintain a permanent party headquarters and
staff and carry on ordinary activities that are not
for the express purpose of promoting the candi-
dacy of specific candidates. (See pages 17 and
28 of this Handbook for details.)

Other Types of Political Committees:

Multi-Candidate Committee — a committee that
supports or opposes more than one candidate.
(See page 9 of this Handbook for details.)

Political Action Committee (PAC) — although
not specifically defined in the NYS Election
Law, a PAC is considered to be any political
committee that supports candidates or other
political committees by making contributions
only (PACs do not make direct expenditures
on behalf of candidates). (See pages 8, 9, 10,
15, and 24 of this Handbook for details.)

Unauthorized Committees (Single or Multi-
Candidate) — committees that are not specifi-
cally authorized by one candidate or a group
of candidates to raise and/or spend money on
their behalf for their election.
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Contribution —

* Any gift, subscription, outstanding loan (to the
extent provided for in NYS Election Law Section
14-114), advance or deposit of money, or any-
thing of value (in-kind contribution), made in
connection with the nomination for election (e.g.,
primary), or election (e.g., general), of any can-
didate, or made to promote the success or de-
feat of a political party or principle, or of any ballot
proposal/proposition.

e Any funds received by a political committee from
another political committee to the extent such
funds do not constitute a transfer (see definition
of “transfer”).

e Any payment by any person, other than a candi-
date or a political committee authorized by the
candidate, made in connection with the nomina-
tion for election (e.g., primary), or election (e.g.
general), of that candidate, or any payment
made to promote the success or defeat of the
political party or principle, or of any ballot pro-
posal. This includes, but is not limited to, the
compensation for personal services of an indi-
vidual which are rendered without charge in sup-
port of the candidate’s nomination or election.

None of the foregoing is a contribution if it is
made, taken or performed by:
¢ A candidate or that candidate’s spouse;
¢ Anindividual independent of the candidate and

the candidate’s agents or authorized political
committee;

e A political committee independent of the candi-
date and the candidate’s agents or authorized
political committee.

“Independent” means that the candidate, his/her
agent or authorized political committee, did not au-
thorize, suggest, foster or cooperate in any such
activity.

The following are not “contributions”:

e Volunteer services — the value of services pro-
vided without compensation by individuals who
volunteer a portion or all of their time on behalf
of a candidate or political committee.

e “House parties”/personal property — the use of
real or personal property and the cost of invita-
tions, food and beverages voluntarily provided
by an individual to a candidate or political com-
mittee on the individual’s residential premises
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for candidate-related activities, to the extent
such services do not exceed $500 in value.

e Volunteer travel expenses — the aggregate
travel expenses of an individual who on his or
her own behalf volunteers personal services to
any candidate or political committee, to the ex-
tent such expenses are unreimbursed and do
not exceed $500 in value.

Contributor — an individual, corporation, political
committee, unincorporated union or trade organiza-
tion, PAC, or any other entity such as a league, as-
sociation or club who makes a contribution (see defi-
nition).

Depository — financial institution (e.g., bank), physi-
cally located in New York State, where a campaign
account is established and maintained.

Direct Expenditures — generally speaking, the ex-
penditures made in support or opposition of a candi-
date, political committee or ballot proposition.

Disclosure Report/Statement — a report of the fi-
nancial transactions relating to a candidate or com-
mittee covering a specific period of time. (Consult
the applicable “Campaign Finance Filing Calendar”
for dates.

NOTE: Once registered, a campaign financial disclo-
sure report must be filed even when there are no
financial transactions to report. (See “Who Must File
& What Must Be Filed?” section of this Handbook for
more details.)

Election Cycle — see “Campaign Cycle”.

Filer — candidate or committee submitting campaign
financial disclosure reports.

Filer ID# - an identification number assigned by a
board of elections, upon a filer's registration with that
board, to be used in conjunction with each subse-
quent filing made to that board.

NOTE: filers may have more than one unique Filer
ID#, dependent upon how many boards of elections
they are registered and filing with.

Filing Calendar — a schedule of dates that specific
reports (e.g., July Periodic Report — July 15th, 20XX)
are due.




Fundraisers — an event or a solicitation to raise
funds for a candidate or political committee.

NOTE: The amount paid for a ticket to a campaign
event is the amount that is reported as a contribution
received. Expenses are not subtracted from the
ticket price in determining the amount of the contri-
bution. If you purchase a ticket to a campaign event,
the cost is reported as a political contribution to the
sponsoring committee on Schedule F. If the pay-
ment is from a candidate committee to a constituted
or party committee, or vice-versa, it is a transfer
rather than a contribution. (Also see “Auction” and
“Raffles”)

Housekeeping Expenditure — see “Committee —
Housekeeping Committee”.

Inactive Status — for a limited group of committees
(PACs and party or constituted committees), which
would otherwise be obligated to file campaign finan-
cial disclosure election reports, a Notice of Inactive
Status form (CF-20) serves to notify NYSBOE that
the committee will not be supporting or opposing, in
any way, any candidates in a particular primary and/
or general election, and that NYSBOE should not
expect to receive reports it would otherwise receive.
If the CF-20 form is not filed, three election reports
for the primary election and/or three for the general
election must be submitted. Periodic campaign fi-
nancial disclosure reports must always be filed re-
gardless of whether or not a CF-20 form has been filed.

NOTE: Candidates who are obligated to file cam-
paign financial disclosure election reports and who
also submit their own filings, and/or their authorized
committees, are not qualified to file a Notice of Inac-
tive Status form (CF-20) to substitute for election
reports. Campaign financial disclosure election re-
ports for three primary election and/or three for gen-
eral election must be submitted.

NOTE: If, after filing a CF-20 form, the eligible com-
mittee opts to become active for the particular elec-
tion, through contributions or expenditures, it must
begin filing campaign financial disclosure reports
with the next election report which covers the date
when the activity begins.

(See pages 10 and 11 and “Forms and Schedules”
section of Handbook for more details.)

Investments — an investment occurs when cash is
taken from a candidate or committee’s checking ac-
count (depository) and is placed in a potential in-
come-producing instrument. The investment is not
shown as a disbursement of funds, nor is the return
of principal shown as income. Interest or income
earned is reported on Schedule E as “Other Re-
ceipts”. Losses on investments will be shown on
Schedule F as a “Campaign Expense,” citing the
check number of the original investment. When
making the investment, details of the investment
must be disclosed as an attachment filed in conjunc-
tion with the campaign financial disclosure report
covering the period in which the investment was
made. Email filers must provide the details in hard
copy in person or by fax or by mail under separate
cover.

Itemized/Unitemized -

Itemized Contributions — whenever any contributor
makes a contribution to a candidate or political com-
mittee that exceeds $99 by itself, or the contributor
makes a contribution that causes the aggregate of
his/her contributions to exceed $99 for the cam-
paign/election cycle for candidates and their commit-
tees, or for the calendar year for constituted and
party committees and PACs, then the candidate or
political committee that is disclosing the contribu-
tions must itemize those contributions by reporting
the following:

e Complete name and address;

o Date;

e Check number (if applicable) and
e Amount of the contribution.

The Itemized contribution must be detailed on one of
the contribution schedules (Schedules A, B, C or D)
of the campaign financial disclosure report which
discloses the contribution. (See the applicable
schedules in this Handbook for more details.)
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Example 1: A contributor makes a single
$100.00 contribution — this must be item-
ized. Any subsequent contribution made
during the same election cycle or calendar
year, as the case may be, must be ltemized.

Example 2: A contributor makes an initial
contribution of $50 to a party committee in
one reporting period (see Unitemized Con-
tributions). Then the same contributor
makes an additional contribution of $75 to
the same party committee, during the same
calendar year, in a later reporting period.
This $75 contribution would cause the ag-
gregate contribution of the contributor to that
committee to exceed $99 in the same calen-
dar year. In such a case, this $75 contribu-
tion would have to be itemized.

Example 3: A candidate or a candidate’s
authorized committee receives an initial $60
contribution from a contributor in one report-
ing period, and then receives an additional
$50 contribution from the same contributor
during a different reporting period, in the
same election cycle. This $50 contribution
would cause the aggregate contribution of
the contributor to that candidate or commit-
tee to exceed $99 in the same election cy-
cle. In such a case, this $50 contribution
would have to be itemized.

NOTE: For Examples 2 and 3, the informa-
tion that must be disclosed on the campaign
financial disclosure report which covers the
second contribution made is different when
submitting paper campaign financial disclo-
sure reports (CF-01) than when submitting
electronic disclosure reports with NYSBOE.
For these examples, for disclosing the sec-
ond contribution on paper reports, the initial
contribution is reported under the “Previous
Amount” column. For disclosing the second
contribution via electronic reports, the initial
contribution does not have to be reported
because it was either previously reported as
“Unitemized”, or it was reported as an item-
ized contribution at the discretion of the filer.

Unitemized Contributions — A single contri-
bution that does not exceed $99; and a sin-
gle contribution which, when added to the
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contributor’s previous contributions to the
recipient candidate or committee for the
election cycle or calendar year (as is appli-
cable to that recipient type), does not raise
the aggregate amount of contributions of the
contributor to the recipient to more than
$99.

Whenever any contributor makes a contri-
bution to a candidate or political committee,
and the contribution or the aggregate contri-
butions of the contributor to the recipient do
not yet exceed $99 for the calendar year or
election cycle, as the case may be, then the
contribution does not have to be itemized on
the campaign financial disclosure report
covering the date in which the contribution
was made. The contribution can instead be
reported as an “Unitemized Contribution.”
The filer, however, may choose to itemize
contributions that qualify to be reported as
“Unitemized Contributions.”

Itemized Expenditures — single expenditures
that are more than $49.99. Whenever any
single expenditure exceeds $49.99, the filer
must provide the following information on
Schedule F (Expenditures/Payments); or, if
applicable, on Schedule Q (Non-Campaign
Housekeeping Expenses):

Date, Check Number (if applicable), Name
and Address of the Payee, the Amount, and
the Purpose of the Expenditure.

Unitemized Expenditures — single expendi-
tures that are less than $50. For single ex-
penditures that are less than $50, the filer
can simply include the amount in the “Total
Unitemized Expenditures” box on Schedule
F, or on Schedule Q if applicable. However,
the filer may choose to itemize expenditures
which otherwise qualify to be reported as
Unitemized Expenditures. For credit card
payments, or for reimbursements to indi-
viduals for campaign-related expenses, the
filer must disclose the detail for each expen-
diture over $49.99 that is part of the reim-
bursement or credit card payment. (See the
applicable schedules in this Handbook for
more details.)




NOTE: Reporting the “Total Unitemized Expendi-
tures” on a paper campaign financial disclosure re-
port (CF-01) is different than when submitting elec-
tronic campaign financial disclosure reports with
NYSBOE. On paper reports, the amount of “Total
Unitemized Expenditures” for the applicable report-
ing period is entered in the “Total Unitemized Expen-
ditures” box on Schedule F, or on Schedule Q if ap-
plicable. For electronic disclosure reports submitted
to NYSBOE, there is no “Total Unitemized Expendi-
tures” box on Schedules F or Q. In this case, a filer
must make a single entry on the applicable Sched-
ule, listing the payee name as “Total Unitemized
Expenditures,” listing the total amount of “Total
Unitemized Expenditures” in the “Amount Paid” field,
and choosing “Other” as the Expenditure Code.

Independent — the candidate, or his/her agent or
authorized political committee, did not authorize,
suggest, foster or cooperate in any such activity.
(See page 23 in this Handbook for details.)

In-Lieu-Of Statement — a type of report that can
only be filed by candidates filing their own campaign
financial disclosure reports, or by authorized com-
mittees only supporting one candidate, or by com-
mittees solely supporting or opposing ballot proposi-
tions, where at the close of the reporting period in
question, neither the total receipts nor the total ex-
penditures of the campaign have exceeded $1000.
(See pages 6, 9, 11, 33 and 37 in this Handbook for
details.)

Limits — there are limits on contributions that can be
made and limits on contributions that can be re-
ceived. (See “Contribution & Receipt Limitations”
section in this Handbook for more details.)

Loans Made — as with an investment, campaign
funds loaned to another entity are still an asset of
the filer. The initial disbursement, or return, of the
principal amount is not shown. Interest Income is
reported under Schedule E “Other Receipts”. If the
lendee defaults on all or any part of the loan, or if
any part of the loan is forgiven, that amount will be
shown on Schedule F as a political contribution or
other expense, as the case may be. The details of
the loan made must be provided in an attachment,
filed in conjunction with the campaign financial dis-
closure report covering the report period in which the
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loan was made. Email filers with NYSBOE must pro-
vide details under separate cover by fax, mail or in person.

Loans Received — see Schedule | in campaign fi-
nancial disclosure reports (CF-01). (See pages 12,
23, 32, 38 and 39 in this Handbook for details.)

No Activity Statement/Report— a report where
there has not been any activity (i.e., receipts and/or
expenditures, including interest, dividends and
bank charges) during the reporting period and,
therefore, there are no transactions to report. (See
pages 6, 9, 11, 33, and 37 in this Handbook for de-
tails.)

Off Cycle — a report that does not correspond to any
specific filing period. It should be used when filing a
resignation or termination campaign financial disclo-
sure report outside of a regularly scheduled report-
ing period. (See pages 34 and 38 in this Handbook
for details.)

Official Party — any political organization, which at
the last preceding election for governor, polled at
least 50,000 votes for its candidate for governor.

Outstanding Liabilities — goods or services that
have been received, but which have not yet been
paid for. Goods and services received along with an
invoice, to the extent to which they are not paid in
that reporting period, are reported on Schedule N.
For goods or services received without an invoice,
an estimated amount must be reported on Schedule
N. The outstanding amounts, full or partial, continue
to be reported on Schedule N until either paid or
forgiven. (See pages 27, 32 and 38 in this Hand-
book for details.)

Party Funds — NYS Election Law Section 2-126,
which prohibits the use of party funds in support of a
candidate in a primary election, was found unconsti-
tutional by state and federal courts. It is therefore
invalid. As such, party funds may be used in a pri-
mary election.

Penalties — see “Non-Compliance & Penalties” sec-
tion in this Handbook for more details.
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Periodic Reports — campaign financial disclosure
reports filed every six months on January 15th and
July 15th of each year. (See pages 10, 15, 16, 17
and 39 in this Handbook for details.)

PIN — Personal Identification Number. This number
is assigned by NYSBOE and acts as a filer’s elec-
tronic signature. PINs are used in conjunction with
each campaign financial disclosure report submitted
electronically.

Political Club — depending on the nature of its ac-
tivities, a political club may or may not be a political
committee. See “Committee”.

Raffles — funds are not allowed to be raised by raf-
fles, 50/50s, or any other type of gambling. For fur-
ther information, contact the NYS Racing and Wa-
gering Board (518-395-5400) or the Attorney Gen-
eral (518-474-7330).

Registration — see “Who Must File & What Must Be
Filed?” section in this Handbook for more details.

Report — A campaign financial disclosure report of
all monies raised and spent during a specific period
of time (reporting period).

Schedules — A campaign financial disclosure report
(CF-01) consists of 17 schedules. Each schedule
has a specific reporting purpose; only applicable
schedules need to be used with each report. (See
“Forms and Schedules” in this Handbook for more
details.)

Solicitations — Section 6113 of the Internal Reve-
nue Code requires certain solicitations for political
purposes to contain an express statement that politi-
cal contributions are not tax deductible as charitable
contributions. Consult the IRS for further details.

Status Report — see “Forms and Schedules” in this
Handbook for more details.

Transfer — the exchange of funds or anything of

value between:

e A party or constituted committee and a candi-
date or any of his/her authorized committees or
vice versa (e.g., Type 1 Transfer — NYS Repub-
lican State Committee to Friends of Smith, or
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e Two committees solely supporting the same
candidate (e.g., Type 2 Transfer — Friends of
Vincent Smith to Citizens for Vincent Smith or
vice versa). Transfers are not contributions and
are not subject to contribution limits.

(See pages 13, 20, 23 and 38 in this Handbook for

details.)

Termination — ends the filer’s obligation to submit
campaign financial disclosure reports. (See
“Terminating Filing Obligations” section in this
Handbook for more details.)

Treasurer Resignation — process by which a
treasurer ends his/her obligation to submit cam-
paign financial disclosure reports. (See “Duties of
Treasurers” and “Resigning as Treasurer” sections
of this Handbook for more details.)




For more information:

Write to us at

New York State Board of Elections
Campaign Finance Unit

40 Steuben Street

Albany, NY 12207

rev. 03/09

or visit our website
www.elections.state.ny.us

or call us at
1-800-458-3453 or 518-474-8200






