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IMPORTANT

This edition of the Candidate Handbook
was written for the 2009 election cycle.
For the 2013 elections, the expenditure
limits, maximum public funds, threshold
for borough president, bonus provisions,
and disclosure statement deadlines have
changed: please refer to the updated
information on the following page. The
2013 Candidate Handbook, which is in
development, will be distributed at a
later date, and may reflect additional
changes. Contact the Candidate
Services Unit at (212) 306-7100
if you have any questions.



2013 LIMITS, REQUIREMENTS, AND PUBLIC FUNDS

CONTRIBUTION LIMITS

Mayor, Public Advocate & Comptroller Borough President City Council

$3,850 $2,750

$4,950

These limits are for the primary and general elections combined. Both monetary and “in-kind” contributions of goods/services are subject to these limits. All
candidates are prohibited from accepting contributions from corporations, LLCs, and partnerships.

DOING BUSINESS CONTRIBUTION LIMITS

Mayor, Public Advocate & Comptroller Borough President City Council
$400 $320 $250
These “doing business” contribution limits are for the primary and general elections combined.
SPENDING LIMITS
Public Advocate . . .
Mayor & Comptroller Borough President City Council
2010-2012 (Out-Year)* $303,000 $303,000 $135,000 $45,000
2013 Primary Electiont $6,426,000 $4,018,000 $1,446,000 $168,000
2013 General Election $6,426,000 $4,018,000 $1,446,000 $168,000
* Spending in excess of these amounts will be charged against the first limit applicable in 2013.
1 If no primary election is held, there is no primary election spending limit.
THRESHOLDS
Public Advocate . . .
Mayor & Comptroller Borough President City Council

Minimum Funds Raised $250,000 $125,000 $10,000-$50,094" $5,000

No. of Contributors 1,000 500 100t 75%

Candidates must meet this two-part threshold, abide by the Program’s requirements, and face opposition on the ballot to qualify for public financing.

Only the first $175 of a contribution counts toward meeting the dollar amount threshold.

* For borough president, the threshold dollar amount is based upon the number of persons living in each borough. The dollar amount for each borough is: Bronx,
$27,702; Brooklyn, $50,094; Manhattan, $31,717; Queens, $44,614; and Staten Island, $10,000. Note: These amounts are based on the 2010 census and are rounded
to the nearest dollar.

1 Must be borough residents.

+ Must be district residents.

MAXIMUM PUBLIC FUNDS*

Public Advocate . . .
Mayor & Comptroller Borough President City Council
$3,534,300 $2,209,900 $795,300 $92,400

The Program matches each dollar a NYC resident gives, up to $175, with six dollars in public funds, for a maximum of $1,050 in public funds per contributor.

* Per election, in election year.
+ Candidates who face minimal opposition will receive a reduced public funds payment.
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STATEMENT NUMBER
1

2

7*

8*

9
10
11

Daily Pre-Election

12
13
14

Daily Pre-Election

15

16F

* Disclosure Statements 7 and 8 are filed only with the CFB. All other disclosure statements must be filed with both the CFB and New
York State Board of Elections.

STATEMENT DUE DATE

7/15/2010
1/18/2011
7/15/2011
1/17/2012
7/16/2012
1/15/2013
3/15/2013
5/15/2013
6/10/2013
7/15/2013
8/9/2013
8/30/2013
DAILY
9/10/2013
9/20/2013
10/4/2013
10/25/2013
DAILY
11/5/2013
12/2/2013

1/15/2014

DISCLOSURE PERIOD
1/12/2010-7/11/2010
7/12/2010-1/11/2011
1/12/2011 -7/11/2011
7/12/2011 -1/11/2012
1/12/2012-7/11/2012
7/12/2012-1/11/2013
1/12/2013 -3/11/2013
3/12/2013 - 5/11/2013
Certification Deadline

5/12/2013 -7/11/2013

7/12/2013 - 8/5/2013 (32 day pre-election)

8/6/2013 - 8/26/2013 (11 day pre-election)

8/27/2013 -9/10/2013

Primary Election

8/27/2013 -9/16/2013 (10 day post-election)
9/17/2013 - 9/30/2013 (32 day pre-election)

10/1/2013 -10/21/2013 (11 day pre-election)

10/22/2013 -11/5/2013

General Election

10/22/2013 - 11/28/2013 (27 day post-election)

11/29/2013 -1/11/2014

+ All candidates (those in the primary and/or general elections) must file the last disclosure statement of the 2013 election cycle on

January 15, 2014.

You must disclose all contributions in the disclosure statement due immediately after the contributions are received. If contributions

are not disclosed for the disclosure period in which they were received, they will not be matched with public funds.

You must also disclose all expenditures for the disclosure period in which the expenses were incurred.

If you have any questions, please contact the Candidate Services Unit at (212)306-7100 or CSUmail@nyccfb.info.







. 2009

v Campaign Finance Handbook

New York City Campaign Finance Board

ma






[
CH

Board Members and Staff

Joseph P. Parkes, S.J. Chairman
Art Chang Board Member
Richard J. Davis Board Member
Courtney C. Hall Board Member
Mark S. Piazza Board Member

Amy M. Loprest Executive Director

Elizabeth Bauer Chief of Administrative Services

Daniel Cho Director of Candidate Services

Shauna Tarshis Denkensohn Director of Operations and Budget
Sue Ellen Dodell General Counsel

Eric Friedman Director of External Affairs

Peri Horowitz Director of Campaign Finance Administration
Onida Coward Mayers Director of Voter Assistance

Kenneth O’Brien Director of Systems Administration

Julius Peele Director of Auditing and Accounting

Elizabeth A. Upp Director of Communications

Peggy A. Willens Director of Management Analysis & Records Administration

Copyright © 2011 | New York City Campaign Finance Board | 40 Rector Street, 7th Floor, New York, NY 10006 | All rights reserved.






C

Contents

..
R =Y - Lo <SOSR 7 1 |

What’s New and Different for the 2009 ElectionCycle . . ... .. ... ... .. ..., ix

I NewlLegislation . . . . . . . 0 e e e e e e e ix
Mandatory Trainings. . . . . . . . . . L ix
“Doing BUSINESS”. . . . . o o o ix
Prohibited Contributions . . . . . . . . . . .. X
Intermediary . . . . . . . X
Exempt Expenditures. . . . . . . . . . X
Matching Rate. . . . . . . L. X
Draft Audit Report and Final Audit Reports . . . . . . . . . .. . .. b'e

IL  C-SMART . . .ttt e e et e e e e e e e e e e e e e e X

Chapter I —Getting Started . . . . . . ... .. i i it i i i i e e e e e e

I T ) 1<3 o1 1
Obtain an Employer Identification Number . . . . . . ... ... . 1
Open a Committee with the Boards of Elections . . . . . .. ... ... . .. ... .. . . . 1
Open a Committee Bank Account . . . . . . ... .. 2

II. Working Withthe CEB . . . . . . . . .. e e e e e 3
Registering the Committee with the Campaign Finance Board . . . ... ... ... ... ... ... ... 3
Joining the Campaign Finance Program. . . . . . . . . . . .. . e 3

III. General Information. . . . . . . . .. ot i e e e e e e 4
Assistance and Trainings . . . . . . .. ... L 4
Changes in Committee’s Information . . . . . . ... .. L 4
Terminatinga Candidacy . . . . . . . . . L 5

Audits and Public Disclosure . . . . . . . . . e 5



IV.

V.

Contents

RunningasaNon-Participant. . . . . . . . .0 0 e e 5

Whereto FINd It . . . . . . 0 0 i it ittt i e e e e e e e e e e e e e e e e e e e e 6

Chapter II— Contributions. . . . o o v v v v v it ittt et o ettt oottt noosaooaseneseessd

L

II.

III.

IV.

VI

VIIL.

VIIIL

IX.

Contributors . . . . . o e e e e e e e e e e e 7
Acceptable Contributors. . . . . . . . . L 7
Prohibited Contributors . . . . . . . . .. 8
Contribution LImits . . . . . o o o o e e e 9

Table 2.1: 2009 Contribution Limits . . . . . . . . . . it e 9

Table 2.2: 2009 Contribution Limits for Candidates Giving to Their Own Campaigns . . . . . . . . .. ... 10
Contributions from Individuals or Entities Doing Business with the City. . . . . ... ... ... . ... .. .... 11

Table 2.3: Doing Business Contribution Limits for the 2009 Election Cycle. . . . . .. ............. 11
Contributions from Single Sources. . . . . .. .. L 14
Typesof Contributions . . . . . . . . . . o i e e e e 15
Monetary Contributions. . . . . . . . .. e 15
Earmarked Contributions . . . . . . . . . .. 19
In-Kind Contributions . . . . . . . . . . 19
Intermediaries — Contributions Delivered or Solicited by a Third Party . . . ... ... .... ... ... ..... 22
Collecting Contributor Information . . . . . . . .. .. o it i i i e 23
Contribution Cards. . . . . . . . . L 23
Credit Card Authorization Form . . . . . . . .. .. 26
Fundraisersand House Parties . . . . . .. . ..o i i i e e 28

Chart2.1 . .. .o e 28
Transfers. . . . . oo e e e e e e e e e e 29
Money Received From or Given to a Political Party . . . ... ... ... ... ... ... L 29
Money Received From a Committee Supporting the Same Candidate . . . . ... ..... ... ... ... .... 30
Loans. . . . o e e e e e e e e e e e e e 31
ForgivenLoans . . . . . . . . . . e 32
Recordkeeping . . . . . o o o it it i e e e e e e e e 32
RunningasaNon-Participant. . . . . .. .. .. 0 e e 34
Whereto Find It . . . . . . o oo e e e e 35



Contents

Chapter III —Expenditures. . . . . . o o v vt it it it it it et et et et ettt et et ettt 37
I Expenditure LIMIts . . . . o v o v v it i it i et e et e et e et e e e e e e e e e e e 37
Table 3.1: Spending Limits for 2009 Primary and General Elections . . . . ... ................ 37
Expenditures That Do Not Count Against the Spending Limit. . . . .. ... ... ... ... ... ....... 39
Third-Party Expenditures on Behalf ofa Campaign . . . . . . ... ... ... . ... o 39

Joint Expenditures: Splitting Costs with Another Campaign. . . . .. . ... ... ... .. .. ... .... 41

II.  Payingfor Expenditures . . . . . . . .. .. i e e 42
Committee Checks, Debit Cards and Credit Cards . . . . . . .. . ... ... .. 42

Petty Cash Fund . . . . . . . .. 42
Advances and Advance Repayments . . . . . . . . . e 43

III. UsingCampaignFunds. . . . .. .. e et et et e 44
Campaign-Related Expenditures . . . . . . ... .. 44
DPetitioning and Election Day Spending . . . . .. ... .. ... 47

IV. Post-ElectionSpending . . . . . . .o oot it i e e e e e e 47
V.  Recordkeeping for Everyday Expenditures . . ... ... ... ... ... ... i 48
Political Advertisements and Literature . . . . . . . . . .. ... 54

VI. Recordkeeping for Wages, Salaries, and ConsultingFees. . . . . . ... ...... ... ... ... ...... 55
VII. RunningasaNon-Participant. . . . . . . ... e e e 57
VIIL. Whereto Find It . . . . . . . o o o e e e e e e e e e 57
Chapter IV—Public Funds . . . . . o v o o v v it e et e e et et et et oot a oot oot oo oo oo o e 59
I.  Eligibilityfor Public Funds. . . . . . . . .. . o i e e e e e e 59
ComplianCe . . . . . . 59
Threshold . . . . . 60
Table 4.1: 2009 Threshold Requirements. . . . . . . . . . ..ottt 60
Compliance VISits . . . . . . . o 62
Certification. . . . . . . . o 63
Ballot Status . . . . . . . o 64

Debt Repayment . . . . . . . . . 64
Filing a Financial Disclosure Report withthe COIB . . . . . .. ... ... ... ... ... ... .. ... ..... 65

II. Matchable Contributions vs. Non-Matchable Contributions. . . . . . ... ... ... ... ... ... ... 65
Matchable Contributions . . . . . . . . . . . 65
Non-Matchable Contributions . . . . . . . .. ... 65

III. PublicFundsPayments . . . . . . .. o it it it it it it it it it et et et et et e e 66

Table 4.3: Maximum Public Funds . . . . . . . . . . e e 66



iv Contents
The Bonus Situation . . . . . . . ... 67
Table 4.4: Bonus Matching Funds. . . . . .. .. ... .. 68
Public Funds Disbursements . . . . . . ... . 69
Table 4.5: Disbursement Calendar . . . . . . ... .. .. 69
Deductions from Payments . . . . . . . .. .. e 70
Avoiding Public Funds Deduction: Segregated Bank Accounts . . . . . ... ... .. ... ... ... ... 71
Suspension of Public Funds Payments . . . . . .. ... .. 72
IV. Spending Public Funds: Qualified & Non-Qualified Expenditures . . . . . ... ................ 73
Qualified Expenditures. . . . . . . . . 73
Non-Qualified Expenditures . . . . . . . . . . . 74
V.  Post-Election Public Funds Repaymentsand Payments. . . . . .. .. .. . oot ittt it 74
Post-Election Public Funds Payments . . . . . . . . .. ... 75
VI. Whereto Find It . . . . . . . o o i e e e e e 75
Chapter V—Disclosure . . . . . . . . i i i et e e e e e e e e 77
Table 5.1: 2009 Disclosure Statement Deadlines . . . . ... ... ... ... ... .. ..., 78
I.  Filing Periodic Disclosure Statements withthe CFB. . . . . . ... ......... ... ... ... ... ... 79
Online Submission . . . . . . . . . . 79
Disk Submissions . . . . . . . . . 79
Backup Documentation . . . . . . . ... 80
Disclosure Statement Rejection Policy . . . . . . . . . . . 84
II.  Filing Periodic Disclosure Statements with the Stateand CityBOE . . . . ... ... ... ... ....... 85
Filing with the New York State BOE . . . . . . . ... . . 85
Filing with the New York City BOE . . . . . . . . . . . 87
III. Exceptions to Filing Periodic Disclosure Statements . . . . ... ... ... ... ... 87
Candidates Not on the Primary Election Ballot. . . . . . ... ... ... . ... ... . 87
Candidates Not on the General Election Ballot. . . . . . ... ... ... .. ... ... ... ... . ... 87
Daily Pre-Election Disclosure. . . . . . . ... ... e 88
Deferred Filing . . . . . . . . o 88
Filingasa Small Campaign . . . . . . . ... 88
Terminated Candidacy. . . . . . . ... 89
IV. Easingthe Reporting Process . . . . . .. ..o i i it i i i e e e 89
V.  RunningasaNon-Participant. . . . . .. ... .. e e 90
VI. Whereto Find It . . . . . . oo i e e e e e 90



Contents A

Chapter VI — Statement Reviews . . . .. e e e e e e e e 91
I.  AnatomyofaStatementReview. . . . . . . . . .. . i e e e 91
Prohibited Contributions Report . . . . . . . . ... L 91
Aggregate Contributions Over-the-Limit Report. . . . . . .. . .. ... . . . 91
Expenditures Over-the-Limit Report. . . . . . . . . . . . 92
Suspected Intermediaries Report. . . . . . . . .. .. L 92
Missing Employment Information Report. . . . . . .. . .. . 92
Invalid Matching Claims . . . . . . . . 92
Invalid Matching Claims (IMC) Codes . . . . . . . oot e e e 93
Doing Business Contributions Review . . . . . . . . .. . 101
II. RunningasaNon-Participant. . . . . . ... .. e e 102
III. Whereto Find It . . . . . . . oo i e e e e e e e 102
Chapter VII—Post-Election Audit . . . . . . . .o i it it i ettt et et et et 103
I. Request for Documentation . . . . . . . v v it i it ittt e e e e e e e e e e e e e e e 103
II. Draft Audit Report; Penalty and Repayment Notices . . . . .. .. .. .. .. ... 104
Penalty and Public Funds Repayment Notices . . . . . ... ... ... ... ... . .. 104
III.  Final Audit Report. . . . . . o o i e e e e e e e e e e e 105
IV. Retiring Outstanding Liabilities in the Post-Election Period. . . . . ... ... ... ... ... ... ..., 105
V.  Running for Office in a Future ElectionCycle. . . . ... ... ... ... ... ... ... . .. ... .. ... 106
VI. Whereto Find It . . . . . . oo i e e e e 106
Chapter VIII —Runoff Elections . . . . ... ... ...... e e e e e e e e e e 107
L Demonstrating that a Runoff is “Reasonably Anticipated” and Opening a Runoff Election Bank Account 107
II.  Contribution Limits. . . . . . . . o oo e e e e e 108
III. Expenditure Limits . . . . . . . o 0 o i e e e e 108
Table 8.1: Expenditure Limit for Runoff Election . . . . ... ... ... .. .. ... 108
IV. PublicFunds . . .. .o i i i e e e e e e e 109
V.  Transferring Money Between a Campaign’s Primary/General Election Bank Account and a Runoff Account .109
VI. Whereto Find It . . . . . . oo i e e e e 110
Chapter IX —Voter Guide. . . . . . . o ot i it i i i et et et e e e e e e 111

Chapter X —TheDebate Law. . . . . . . . o oo i it i it e et ettt et et ettt oo 113



vi Contents

Chapter XI — Transition and Inauguration Entities . . . . . . ..

I.  RegisteringaTIE. . . ... .....

II. TIE Donation Limits. . . ... ...
Table 11.1: TIE Donation Limits

Restricted Donations .

III. TIE Expenditures

IV. Filing Deadlines
V.  Recordkeeping .

VI. Where to Find It

Glossary . .........

Appendix. . ........

.

D

L I I R S



Preface

The independent, nonpartisan New York City Campaign Finance Board (CFB) was established in 1988 as
part of a series of ethics reforms designed to strengthen the integrity of municipal government. The CFB
administers the Campaign Finance Program (the Program), the purpose of which is to reduce the influ-
ence of private money in politics and to increase opportunities for citizen participation. Today, 20 years
after its inception, the Program is widely recognized as a model for local campaign finance reform.

Generally, candidates are divided into two classes: participants and non-participants. Participants are
candidates who join the Program. By joining the Program, participants are eligible to have the first $175
of a contribution from an individual New York City resident matched at a $6-to-$1 rate with public
funds. They are, however, required to observe strict spending limits, among other requirements of joining
the Program and accepting public funds. Non-participants are candidates who do not join the Program.
In addition to not being eligible for matching public funds, non-participants do not have a spending limit
and can contribute as much as they want to their own campaign. In 2005, 73% of the candidates on the
ballot for the primary or general election were Program participants.

This handbook is to be used as a reference guide, a user manual for candidates running for City Council,
borough president, public advocate, comptroller, or mayor. You should take time to read through this
book at least once or twice to get a full understanding of the CFB’s rules and requirements. The hand-
book will provide answers to common questions that arise throughout the election cycle. Each chapter
contains comprehensive information on its topic. Although the authors of the handbook have tried to
maintain brevity wherever possible, certain topics warranted sustained and detailed instructions.

Since the vast majority of campaigns will eventually join the Program, the handbook has been written
under the assumption that you will become a Program participant. There is a section at the conclusion
of each chapter that specifically addresses the requirements for non-participants as it relates to that
chapter’s topic.

Throughout the handbook, there are breaks in the text which highlight important information. These
breaks are marked by the following symbols:

Compliance Alert

The red “Compliance Alert” break indicates information that is vital to your compliance
with the CFB’s rules and requirements. Please pay very close attention to these alerts.
Non-compliance can result in penalties or the withholding of public funds.
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Reminder

The blue “Reminder” break reminds you about important information. These include
commonly asked questions that arise over the course of the election cycle.

This gray box addresses situations that could surface at some point during the campaign, even
though it is not directly addressed in the text.

Q. Why are specific questions italicized throughout the handbook?

A. 'These are questions frequently asked by campaigns throughout the election cycle.

There is a lot to learn and a lot of work involved. If, after reading the handbook, you have any questions,
please contact the Candidate Services Unit at (212) 306-7100. This department of the CFB and its can-
didate liaisons are available to answer any questions and concerns before, during, and after the election.
Your campaign will be assigned a liaison who will act as the campaign’s primary advisor for everything
related to compliance with the CFB’s rules and requirements.



In this chapter:

L New Legislation
II.  C-SMART

nd
What’s New and Different for the 2009 Election Cycle

Significant changes have taken place since the 2005 election cycle. On January 1, 2008, new legislation took effect,
adding several new provisions to the law and changing some integral aspects of the Campaign Finance Program.
The CFB also changed the look and feel of C-SMART, and added significant new functionality.

I.  NEW LEGISLATION

Key changes to the Campaign Finance Act (the Act) are summarized below and will be expanded upon in
their respective chapters (indicated in the parentheses).

Mandatory Trainings (Chapter I)

Candidates, treasurers, campaign managers, or individuals with significant managerial control over a
campaign are required to attend at least one compliance and C-SMART training seminar during the
election cycle.

“Doing Business” (Chapter ll)

At the center of this legislation are the restrictions on contributions from individuals and entities
engaged in business dealings with New York City. Such contributors are subject to lower contribution
limits, which vary by office, and their contributions are not matched with public funds.

The names of those doing business with New York City are entered into a comprehensive public data-
base. The “doing business database” was rolled out in three phases as the components of the database
were completed by the City and certified by the CFB and the Department of Information Technology and
Telecommunications (DoITT). If an individual’s name is included in the database, his/her contribution
limit will be:

# $400 to campaigns for mayor, public advocate, comptroller.
% $320 to campaigns for borough president.

@ $250 to campaigns for City Council member.
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Prohibited Contributions (Chapter Il)

In addition to the existing ban on corporate contributions, campaigns are no longer allowed to accept
contributions from limited liability companies (LLCs), limited liability partnerships (LLPs), and partner-
ships. The ban went into effect on January 1, 2008.

Intermediary (Chapter Il)

The new legislation now defines an intermediary as a person or entity known to the candidate who
solicits a contribution for the campaign or delivers a contribution to the campaign. The candidate him/
herself, the treasurer, other campaign staff, spouses, domestic partners, parents, children, or siblings of
the person making the contribution, fundraising agents, or hosts of any campaign-sponsored fundraiser
are not considered intermediaries.

Exempt Expenditures (Chapter lll)

Compliance costs will no longer be considered exempt from the spending limit. Exempt expendi-
tures are now limited to expenditures for: (i) challenging or defending the validity of petitions or for
canvassing or re-canvassing of election results; (ii) bringing or responding to any action, proceeding,
claim, or suit before a court or administrative agency regarding the candidate’s compliance with the Act
or election law; (iii) responding to the CFB’s post-election audit.

Matching Rate (Chapter Vi)

Previously, the first $250 contributed by an individual New York City resident was eligible to be matched
at a rate of $4-to-$1. Now, the first $175 contributed by an individual New York City resident is eligible to
be matched at a rate of $6 in public funds for every $1 contributed.

Draft Audit Report and Final Audit Reports (Chapter VII)

The new legislation outlines a timetable for the completion of the post-election audit reports. Provided
the campaign responds in a timely manner to audit requests, the CFB will issue the Draft Audit Report
(DAR) and Final Audit Reports (FAR) on a legally mandated timeframe (see page 105). The Act encourag-
es candidates, their campaign managers, and treasurers to attend a Draft Audit Report training to qualify
for receipt of the FAR on a shortened timeframe.

. C-SMART

Following the 2005 elections, the CFB organized a series of focus groups with campaigns to get feedback
about their experiences with C-SMART (Candidate Software for Managing and Reporting Transactions).
The responses were the foundation for a redesign of the software that resulted in C-SMART 9.

The updated and modern design of C-SMART 9 provides users with a variety of new features such as
fundraising and banking functions. The fundraising module helps campaigns organize events, develop
contact lists, and record pledges. Further, it allows users to enter more detailed information about their
contributors, including demographics, income, and education (any information collected in the fundrais-
ing module will not be submitted to the CFB). The banking function allows users to export and input data
from their expenditures to Microsoft Money or QuickBooks to assist in writing checks and reconciling
the user’s account.
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C-SMART 9 also generates a variety of letters and e-mails that can be sent to contributors. For example, a
thank you letter can be generated expressing the campaign’s gratitude for the contributor’s support. If the
campaign needs employer information from a contributor, a letter can be generated asking a contributor
to submit employment information to the committee.

To meet the needs of larger campaigns, C-SMART 9 can now be networked on multiple computers.
Finally, notes and Quickpost can focus the user’s attention on important matters and facilitate fast and
easy communication among members of the campaign.

These are only some of the changes that can be found in C-SMART 9. The Candidate Services Unit pro-
vides advance C-SMART training periodically throughout the election cycle for campaigns interested in
learning more about the new features.
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In this chapter:

L First Steps

1L Working With the CFB
III.  General Information
IV. Non-Participants

V. Where to Find It

Getting Started

Congratulations on taking the leap into New York City politics. Before hitting the campaign trail, you must complete
several preliminary steps before your campaign can start raising and spending money.

l. FIRST STEPS

These steps include obtaining an Employer Identification Number, opening a committee with the Board
of Elections (BOE), and opening a committee bank account, all of which must be completed before any
fundraising can begin.

Obtain an Employer Identification Number

You must obtain an Employer Identification Number (EIN) from the Internal Revenue Service, even if
the committee does not have employees. You can obtain an EIN by applying online on the IRS website,
www.irs.gov, or by completing and submitting IRS Form SS-4. You may also call the IRS directly at
(800) 829-4933.

A sample Application for Employer Identification Form (SS-4) can be found in the Appendix.

Open a Committee with the Boards of Elections

After obtaining an EIN, submit the following three forms to the New York City and New York State
Boards of Elections:

# Committee Designation of Treasurer and Depository (Form CF-02)

@ Committee Statement of Authorization or Non-Authorization (Form CF-03)

@ Candidate Non-Expenditure Statement (Form CF-16)
These forms can be downloaded from the City BOE’s website at www.vote.nyc.ny.us/candidates. Only
submit originals to the City and State BOE, which means completing each form twice. Also, remember
to get a Filer ID and PIN number from the State BOE; you will need these to submit disclosure statements

to that agency. For more information about opening your committee, visit the City BOE’s website,
www.vote.nyc.ny.us, or call them at (212) 487-5300.


http://www.irs.gov
http://www.vote.nyc.ny.us/candidates.html
http://www.vote.nyc.ny.us
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Open a Committee Bank Account

Once the committee is registered with the BOE, open a bank account in the committee’s name with a
local bank. If you ran for an office covered by the CFB in a previous election cycle, you must open a new
bank account for the 2009 election cycle (see Example 1.1).

Reminder

Candidates who want to join the Program should have only one bank account for making
deposits and disbursements for their campaign for each election cycle.

Helpful hints regarding bank accounts:

1) The bank must provide committees with the fronts and backs of canceled checks. A physical
canceled check or a scanned image of the front and back of the canceled check is acceptable.

2) Committees should also acquire a debit card from the bank because it will make purchases
and recordkeeping of purchases easier. Committees must have a bank account with check-
writing privileges.

3) Preferably, the bank should provide itemized deposit slips. The deposit slips should include
space for the campaign to indicate whether the amount deposited was in cash or by check.

4) Committees may open additional interest-bearing accounts, but deposits and disburse-
ments should only be made from the primary bank account.

Reminder

If you wish to receive public matching funds, you must have only one committee open per
election cycle (the 2009 election cycle extends from January 12, 2006 until January 11,
2010). If you ran for an office covered by the CFB in a past election, make sure the name of
the new committee cannot be confused with your old one. Contact the Candidate Services
Unit (CSU) for guidance if you would like to use an old committee name again.

Example 11

Julia Grande has decided to run for City Council against the incumbent Robert Paine. To get started, Julia
must get an EIN from the IRS, authorize her committee with the New York City and New York State BOE by
filing a CF-02, CF-03, and CF-16 form, and finally open a bank account in her committee’s name, Grande
for Council. These steps must be done before she can start raising and spending money.

Even though Robert Paine ran in the 2005 City Council elections and is the incumbent, he still has
to follow the same steps as Julia Grande in order to open a new committee for the 2009 election. In
other words, he still has to obtain a new EIN from the IRS, open a new committee with the City and
State BOE, and establish a new bank account in the name of the new committee, Paine 2009.
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WORKING WITH THE CFB

Once your committee is established and bank account is opened, you must register with the CFB.

Registering the Committee with the Campaign Finance Board

All candidates must register with the CFB by submitting a Filer Registration (FR). This form provides
the CFB with basic information about the committee, such as the committee name, candidate, treasurer,
bank account(s), liaison(s), and campaign manager. Like the forms submitted to the BOE, only FRs with
original signatures from the candidate and the treasurer will be accepted. You will not be able to submit
disclosure statements without submitting an FR.

After submitting the FR, you will receive C-SMART (Candidate Software for Reporting and Manag-

ing Transactions). C-SMART is the software candidates must use to record transactions, file disclosure
statements, and maintain contributors’ information. C-SMART also generates disclosure statements for
both the City and State Boards of Elections that committees are required to file. It is distributed free to
all campaigns.

The Filer Registration can be downloaded from the CFB’s website, www.nyccfb.info.

Helpful hints for completing the FR:

1) Make sure it’s legible! The CFB will not be able to process or accept illegible FRs. When
opening the FR from the CFB’s website, you can type the information onto the form from the
computer. Doing this will ensure that the form is legible and can help the CFB process the
form without delay.

Itis not at all unusual for campaigns to have consultants, data entry assistants, and others
who call the CFB regularly with campaign-specific compliance and C-SMART questions. To
protect the campaign’s privacy, anyone who will be in regular contact with the CFB, other

than the candidate or the treasurer, must be listed as a liaison on the FR. The CFB will not

accept phone calls or other types of inquiry, such as e-mails, from anyone not listed on the
campaign’s FR.

2

Reminder

Candidates do not have to declare their candidacy for an office in order to file the FR.
The FR simply allows the committee to file disclosure statements with the CFB.

Joining the Campaign Finance Program

The Certification form allows candidates to join the Program and become eligible for public funds.
Certifications must be filed by June 10, 2009. Filing a Certification means you agree to follow the rules
and requirements of the Program and makes you eligible to have your contributions matched with
public funds. It does not require candidates to run for office. If you submitted a Certification and then
changed your mind, you can opt out of the Program but continue to run provided you file a Certification
Rescission form prior to the June 10" deadline.


http://www.nyccfb.info
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Reminder

While the Certification asks for the same information as the FR, itis important to remember
that the FR and Certification serve two distinct purposes. The FR registers your committee
with the CFB and allows you to file disclosure statements. All campaigns must submit a FR
to the CFB. You file a Certification to voluntarily join the Campaign Finance Program.

The Certification form will be available in early 20009.

Helpful hints for completing the Certification:

1) Public funds disbursements will be made through direct deposit, so remember to provide
accurate information on the Certification about the campaign’s bank account, including the
current balance, opening date (and closing date, if applicable), and attach a voided commit-
tee check (no starter checks) to the Certification.

2) Submit the Certification as soon as it becomes available in order to correct any errors or
omissions before the due date. Incomplete Certifications cannot be processed.

lll. GENERAL INFORMATION

Assistance and Trainings

Upon submitting the FR, you are assigned a Candidate Services Unit (CSU) liaison, who is available to
answer any questions about compliance and C-SMART. CSU also holds free compliance and C-SMART
trainings throughout the 2009 election cycle. The candidate, treasurer, or someone with significant
managerial control over a campaign is required to attend both seminars.

Training seminars are held at the CFB’s office during the afternoon and evening hours. Refer to the CFB’s
website, www.nyccfb.info, for upcoming training seminars. To make a reservation for the training, call
CSU at (212) 306-7100. Because of space and time constraints, CSU can only permit two individuals

per campaign to attend a given training. More individuals may be allowed to attend if there is room.
Individual trainings during business hours are available by appointment only.

Changes in Committee’s Information

Changes to the committee’s information require an amendment to the FR or Certification. It is your
responsibility to tell the CFB of any such changes. The CFB may also request an amendment if it has
reason to believe the information is not up-to-date. Be sure to contact CSU immediately if there are any
changes to the information provided on the FR or Certification.


http://www.nyccfb.info
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Terminating a Candidacy

If you terminate your candidacy, you must submit a Verification of Terminated Candidacy form in certain
circumstances and you should contact CSU for assistance.

If the form is accepted by the CFB, your campaign only needs to file the next scheduled disclosure state-
ment as your final one. However, you will be required to follow all other Program requirements, including
recordkeeping, responding to CFB requests, participating in an audit, and paying penalties for violations.

There are also instances when the CFB will determine on its own that a candidacy is terminated. The CFB
will notify your campaign of termination if it:

@ Did not file ballot petitions
@ Filed ballot petitions but was disqualified

@ Did not submit a petition for payment after final disqualification from the ballot

If you intend to continue to run as a write-in candidate or submit a petition for public funds, you must
notify the CFB within 10 days of receiving notice of termination. The CFB will then reverse the termina-
tion and you must continue submitting disclosure statements. If you run only as a write-in candidate, you
are not eligible to receive public funds.

Audits and Public Disclosure

To make sure that all campaigns are playing by the rules and to safeguard the public fund, all campaigns
will be audited throughout the election cycle. Audits begin as soon as your campaign submits its first
disclosure statement and will continue well after the election is over (see Chapter VII).

One of the primary goals of the CFB is to provide public disclosure. Transactions from all campaigns
since 1989 are published on the CFB’s website through its Searchable Campaign Finance Database. The
CFB will also publish the campaign’s final audit report on the web.

IV. RUNNING AS A NON-PARTICIPANT

Candidates running as non-participants are:
@ Allowed to have more than one authorized committee opened per election cycle.

@ Allowed to have more than one primary bank account opened per election cycle.

5
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V. WHERE TO FIND IT

Further explanation regarding the information presented in this chapter can be found through the following:

@ EIN: please call the IRS at (800) 829-1040, or visit www.irs.gov

# BOE requirements: please call the City BOE at (212) 487-5300, or visit www.vote.nyc.ny.us
@ Filer Registration: CFB Rules, Chapter 1, rule 1-11

« Early disclosure: CFB Rules, Chapter 3, rule 3-02

# Candidate Certification: CFB Rules, Chapter 2, rule 2-01

@ Terminating a candidacy: CFB Rules, Chapter 2, rule 2-09

® Non-participation: CFB Rules, Chapter 2, rule 2-11


http://www.irs.gov
http://www.vote.nyc.ny.us
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Contributions

In this chapter:

L
IL
III.
Iv.

V.
VL
VIL
VIIL
IX.

Contributors
Contribution Limits
Types of Contributions
Collecting Contributor
Information
Fundraisers and House Parties
Transfers

Loans

Recordkeeping
Non-Participants
Where to Find It

Campaigns need money to function. While you and your campaign prepares for an endless schedule of fundraisers,
mailings, and door-to-door meet-and-greets with potential contributors, you must be armed with knowledge of the

following:

# From whom you can receive contributions
What type of contributions you are allowed to accept
How much you are allowed to accept from a contributor

#*
*
# What information you need to collect from the contributor
*

What to do with the information you obtain from contributors

I CONTRIBUTORS

Who can contribute to your campaign?

Acceptable Contributors

Individuals

The most obvious source of funding is the citizenry. Your campaign may accept contributions from

individuals living within or outside of New York City.

In accordance with federal law, foreign nationals are prohibited from contributing unless they are
permanent U.S. residents (such as green card holders) or naturalized citizens.

Contributions from individuals under 18 years of age are permitted under limited circumstances.

Before accepting a contribution from a minor, you must determine that:

1) The decision to contribute was made knowingly and voluntarily by the minor.

2) The contributed funds, goods, or services were owned and controlled exclusively by the minor and not
by any other individual. For example, income earned by the minor would satisfy this requirement.

3) The contribution was not made from gifts given to the minor to provide funds for the contribution

(This is known as a nominee contribution, and is illegal).

Do not accept contributions from minors unless these requirements are met. Contributions from minors

will not be matched with public funds.
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Political Committees

Political action committees (PACs), political party committees, political clubs, and candidate commit-
tees, collectively known as political committees, are allowed to contribute provided they register with
the CFB prior to or within 10 days of making a contribution. Please visit the CFB’s website for an up-to-
date list of registered political committees before accepting a PAC contribution. Political Committee
Registration forms are available on the CFB’s website and in the Appendix.

Do not assume a political committee knows whether or not it is registered with the CFB. Often a political
committee is registered with other city, state, and federal agencies, but not with the CFB, or it registered with
the CFB in a previous election cycle. Political committees must register with the CFB for every election cycle.

Sole Proprietorships

The only types of businesses that may contribute after January 1, 2008 are sole proprietorships.

Campaign Vendors and Campaign Staff

Your campaign may accept contributions from an individual who is a vendor to the campaign or a princi-
pal in an entity that is a vendor to the campaign. Vendors include, but are not limited to, printing com-
panies, food caterers, and individuals who do work for your campaign such as carrying petitions for field
operations.

Contributions from full-time, salaried employees of the campaign are eligible to be matched, but contri-
butions from consultants and temporary employees cannot be matched.

Prohibited Contributors

These are the contributors that cannot contribute to a campaign under any circumstance!

Nominee Contributors

Nominee contributions are contributions made in the name of one person using money from a different
person or entity. In other words, if a contributor gives money to your campaign under his or her name
but gets the money to make that contribution from another person or entity, the transaction would be
considered a nominee contribution.

Compliance Alert

Nominee contributions are illegal. Accepting nominee contributions could result in the
suspension of all public funds payments and even lead to criminal prosecution.

Anonymous Contributors

Contributions cannot be made anonymously. Anonymous contributions must be paid to the state comp-
troller for deposit in the general state treasury.

Methods for collecting contributor information is discussed later in this chapter.

Corporation, LLC, LLP, and Partnership Contributors

All contributions from corporations, LLCs, LLPs, and partnerships are prohibited. If your campaign receives
a contribution from any one of these entities, immediately return the contribution to the contributor.
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How to identify contributions from incorporated entities:

You can recognize corporate entities in New York State by these suffixes at the end of their name:

Corp. (Corporation)
Inc. (Incorporated)
Ltd. (Limited)

& & & &

Reminder

P.C. (Professional Corporation)

Take advantage of the New York State Department of State’s database listing the names
of every incorporated entity in New York State. Visit http://www.dos.state.ny.us to access

this database.

Reminder

Mistakes happen. If your campaign accepts a prohibited contribution and either returns
or refunds it before being notified by the CFB, there will be no penalty assessed. On the
other hand, there will usually be a penalty if a prohibited contribution is returned only after

the CFB notifies you.

Il. CONTRIBUTION LIMITS

To avoid the appearance of undue influence by wealthy contributors, every campaign must observe the
contribution limits for the office you are seeking (see Table 2.1). These contribution limits span the entire
election cycle. In other words, contributors are not allowed to give $2,750 for the primary election and
another $2,750 for the general election, as is the case with state and federal elections (see Example 2.1).

Table 2.1: 2009 Contribution Limits

Office

Contribution Limit

Mayor, Public Advocate, and Comptroller $4,950
Borough President $3,850
City Council $2,750



http://www.dos.state.ny.us
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However, candidates are allowed to give up to three times the contribution limit to his/her own campaign
(see Table 2.2).

Table 2.2: 2009 Contribution Limits for Candidates Giving to Their Own Campaigns

Office Contribution Limit
Mayor, Public Advocate, and Comptroller $14,850

Borough President $11,550

City Council $8,250

Compliance Alert

In addition to the Campaign Finance Act’s limits on contributions, New York State election
law also has contribution limits. In most cases the limits under the Act are far lower than
the state limits and therefore will be controlling. In rare instances, however, the state limit
for a primary election may be lower. The lower limits apply to all candidates, regardless of
whether they participate in the Program.

Reminder

If a contributor makes multiple contributions to your campaign, the contribution amounts
will be added together to determine if the total exceeds the contribution limit.

Example 2.1

City Council candidate Paine receives a contribution of $2,000 from a college friend in December 2008.
This contributor can contribute only $750 more to the campaign for the duration of the election cycle.
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Contributions from Individuals or Entities Doing Business with the City

The names of individuals and entities engaged in certain types of business dealings with New York City
are recorded in a computerized database maintained by the city, known as the “doing business database”
or “DBDB”. Your campaign may not accept contributions from individuals whose names are in the DBDB
in excess of the following limits:

Table 2.3: Doing Business Contribution Limits for the 2009 Election Cycle

Office Contribution Limit
Mayor, Public Advocate, Comptroller $400
Borough President $320
City Council $250

In addition, doing business contributions will not be matched with public funds.

The doing business database and contribution limits went into effect in three phases, beginning in early
2008:

1) Contracts, concessions, franchises, and lobbyists — effective February 2, 2008.

2) Grants, economic development agreements, pension fund investment agreements, bidders and pro-
posers, and senior managers associated with the entities covered in phase one and two — effective
July 31, 2008.

3) Real property transactions and land use applications — effective December 3, 2008.

The doing business database is available to the general public at www.nyc.gov/bizsearch, or via a link on
the CFB’s website.

Contributors who give in excess of the doing business limits must complete the Doing Business Con-
tributor Form (see Example 2.2), which requests information about the contributor’s business dealings
with the city. Contributors who have such business dealings are asked to provide the name of the city
agency, the name of the entity engaged in the business dealings, and the relationship with the entity. The
sample form on the next page (also in the Appendix) provides instructions with a detailed explanation

of the doing business law. While it is not required to include the instructions with descriptions of the
doing business categories, contributors may find it helpful to have that information in front of them when
completing the form.


http://www.nyc.gov/html/doingbiz/home.html

Doing Business Contributor Form

(only required for contributions in excess of $ )

INSTRUCTIONS: There are now “doing business” contribution restrictions that cover persons who have had specific types of business dealings
with the City of New York within the past 12 months. The law applies if you are doing the business yourself, or if you are a principal officer,
principal owner, or senior manager of an entity or firm that does the business. The law may also apply to you even if you are just bidding or
applying for business. The doing business contribution restrictions only apply to contributors listed in the City’s doing business database. If you
would like more information, or to check if you are in the doing business database, please go to the Campaign Finance Board’s website, www.nyccfb.
info/candidates/candidates/doing_biz.htm. The following categories of business are covered*:

+  Lobbying: Are a registered NYC lobbyist.

+  Contracts, Concessions & Franchises, and Grants: Hold these totaling over $100,000 (construction contracts over $500,000),
excluding emergency contracts and contracts awarded by competitive sealed bidding.

+  Bidders and Proposers: Answer a bid or proposal request for any contract, concession, or franchise covered above.

+  Economic Development Agreements: Receive a contract or agreement, including payments in lieu of taxes, City tax incentives,
and City financing.

+  Pension Fund Investments: Hold contracts or proposals for investment of pension funds or related services.

+  Real Property: Are a party to sales, purchases, or leases of real property with or by the City, except public auction.

+  Land Use: Make any application subject to Uniform Land Use Review Procedure (“ULURP”) or application for zoning change or
special permit.
* The doing business contribution restrictions take effect in three phases: (1) contracts, concessions, franchises, and lobbyists—effective date February 2, 2008;
(2) grants, economic development agreements, pension fund agreements, bidders and proposers, and senior managers associated with the entities covered in
Phases 1 and 2—effective date July 31, 2008; (3) real property and land use—effective date December 3, 2008.

You will NOT be considered to have business dealings with the City merely because you pay real estate, income, or business taxes or receive a
refund or rebate; work for the City; pay into or receive a City pension; drive a City taxi; hire a lobbyist; seek permits for your 1, 2, or 3 family home;
apply for street activity permits including parades, processionals, or street fairs; and other kinds of similar individual activities with the City.

Doing Business Contributor Form

[ Committee Name |

For contributors exceeding $ , please complete the following:

Contributor’s Name

Address

City/State/Zip

Please indicate whether you have business dealings with the City:
Yes No Not Sure

If yes, please complete the information below:

Name and Address of Business Category Relationship(s)

City Agency/Agencies

Doing Business Entity (for example, Contracts) (for example, CEO)

If a contributor has business dealings with the City as defined in the Campaign Finance Act, such contributor may contribute only
up to $250 for city council, $320 for borough president and $400 for mayor, comptroller or public advocate. Contributions from persons
doing business with the City also will not be matched with public funds.

The doing business contribution restrictions only apply to contributors listed in the City’s doing business database. If you would like more
information, or to check if you are in the City’s doing business database, please go to the Campaign Finance Board’s website, www.nyccfb.info/
candidates/candidates/doing_biz.htm.

11/13/08
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Reminder

The doing business contribution restrictions apply only to individuals actually listed in the
database, regardless of the information provided by the contributor on the form.

Reminder

Your campaign is required to ask contributors who give contributions in amounts greater
than the doing business limits to complete a doing business contributor form about
whether they have business dealings with the city, and you should also make follow-up
attempts to get the form if a contributor does not respond to your initial request. You are
required to keep records of your attempts to obtain completed forms, including records of
instances where contributors refused to fill out the form.

Example 2.2

Sarah Wong is the CEO of a corporation that has an infrastructure contract with the City for over
$100,000. Because of her company’s contract and her position with the company, her name will
appear in the doing business database.

On July 1, 2008, she gives $100 to Paine 2009. Sarah’s contribution will not be matched. The com-
mittee is not required to ask her to complete the doing business contributor form because her con-
tribution is under $250 (remember, Robert Paine is running for City Council). However, on July 31,
she gives an additional $300 to Paine 2009. Because the total of her contributions exceeds $250,
the Paine campaign must ask Sarah to complete the doing business contributor form. Paine 2009
will also have to return or refund $150 to Sarah because her combined contributions total $400
($150 more than the doing business contribution limit for City Council candidates).

The doing business contribution limits do not apply to contributions by a candidate to his
or her own campaign nor to contributions that candidate receives from his/her spouse
or domestic partner, siblings, children, grandchildren, aunts, uncles, cousins, nieces or
nephews (whether related by blood or by marriage).
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Contributions from Single Sources

In order for the contribution limit to be effective, the CFB aggregates contributions that are from a single
source. Some of the factors the CFB takes into account when determining whether a contribution is from
a single source include:

# The contributor makes decisions or establishes policy for the other entity, including determina-
tions of who receives its contributions and the purposes of its expenditures.

@ The contributor has the authority to hire, appoint, discipline, discharge, demote, remove, or oth-
erwise influence other persons who make decisions or establish policies for the other entity.

@ The contributor and the other entity reflect a similar contribution pattern.

# The contributor knows of and has acquiesced in public representations by the other entity that it
is acting on the contributor’s behalf or under its direction.

Example 2.3

A campaign receives a contribution from Joe Smith, the owner of Joe’s Deli (a sole proprietorship)
which is located near the campaign’s headquarters. Initially, Joe contributes $1,000 of his own
money to the campaign. Two weeks later, Joe’s Deli donates $1,750 worth of food to the campaign.
Because Joe owns Joe’s Deli, these contributions are considered affiliated and the contribution
amounts are considered to be from a single source —Joe. The $1,000 monetary contribution and
the $1,750 in-kind contribution (which will be explained later) are added together and attributed to
Joe for the purpose of the contribution limit. Joe cannot contribute any more money to the cam-
paign because he has reached the $2,750 contribution limit.

(S

How do I know who or what to affiliate?

A. Any person who possesses significant managerial control over the day-to-day operations of the entity
making the contribution may have his or her contributions affiliated. For example, Joe as the owner
of Joe’s Deli has the authority to make decisions regarding the business (see Example 2.3), so his
contributions as an individual and as a sole proprietorship are aggregated.

Example 2.3 (continued)

A few days later, Mac, the butcher at Joe’s Deli, makes a $50 contribution to the campaign. His con-
tribution will not be affiliated with the contributions from Joe or Joe’s Deli since Mac does not have
the authority to make decisions concerning that business.

Make sure that multiple contributions from affiliated sources do not exceed the contribution limit.

Labor organizations (such as a parent and affiliate union) will not be considered a single source contribu-
tor if your campaign demonstrates that the following four criteria are met by the contributors:

1) The labor organizations do not share a majority of members of their governing boards.

2) The labor organizations do not share a majority of the officers of their governing boards.

3) The labor organizations maintain separate accounts with different signatories.

4) The labor organizations make contributions from separate accounts.
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Tips for Refunding Contributions:

@ All refunds must be issued with a certified bank check, not a regular committee check.

@ |f any attempt to return a contribution to the contributor is unsuccessful, send the contribu-
tion to the public fund by making the refund check payable to the “New York City Election
Campaign Finance Fund.”

lll. TYPES OF CONTRIBUTIONS

A few fundamental questions have been answered: who can contribute, who cannot contribute, and how
much one can contribute. Next is a discussion on #ow someone can contribute.

Monetary Contributions

Monetary contributions are the most common ways of giving to a campaign. These are contributions
made by check, money order, cash, or credit card. All monetary contributions must be accepted and
deposited into your campaign’s bank account within 10 business days of the contribution being made.
All prohibited and over-the-limit contributions must be returned to the contributor within 10 business
days after receipt.

Reminder

Only monetary contributions from individual New York City residents can be matched with
public funds.

Compliance Alert

City Council Candidates Only: Check contributions received more than one year before
the first covered election in which the candidate is seeking nomination or election (usually
the Primary Election) must be accepted and deposited, or rejected and returned to a
contributor, within 20 business days after receipt.

Q. Today, my campaign received a check dated two weeks ago. Can we still accept it?

A. Yes! The clock starts the day your campaign receives the check. As soon as you receive a check,
make sure it is not from a prohibited source or over the contribution limit, enter the transaction into
C-SMART (the date received is the day the campaign received the check), make a photocopy of the
front of the check, and deposit it into the committee’s bank account.

15
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Checks
Checks are perhaps the easiest way for campaigns to receive and document contributions. There are, how-
ever, a few basic rules you must follow to avoid making some common mistakes with check contributions:
# Checks must be made payable to your committee.
@ The date and amount of the contribution must be written clearly and legibly on the check.
@ The account holder’s name and address must appear on the upper left hand corner of the check.
# The check must be signed by the account holder.

Campaigns have an opportunity to receive additional public funds when it comes to contributions from
joint checking accounts. Consider the following illustration showing two checks from a joint bank account:

Jane and Thomas Henley 2304

44-22 Roosevelt Avenue

Jackson Heights, NY 11372 DATE / u 5. 2009
Contribution from Plore HH bR S PO | $[ 80000
Thomas Henley Eight Hundred Dollars % DOLLARS

MEMO Good Luck! %M%

|:000067894]: 12345k78

Jane and Thomas Henley 2304

44-22 Roosevelt Avenue

Jackson Heights, NY 11372 DATE / u 5. 2009
Contributions from
Thomas and Pay o the order of: - Pajne 2009 | $[ so000
Jane Hen|ey Eight Hundred Dollars % DOLLARS

s
MEMO Good Luck! ,

| :000067894|: 12345L78

The account holders for both contributions are Jane and Thomas Henley. The first check was signed only
by Thomas Henley and, therefore, the entire $800 contribution was only from Thomas Henley. Thus, your
campaign can only make one matching claim: $175 from Thomas. The second check, however, was signed
by Thomas Henley and Jane Henley. In this instance, the contribution was from both account holders.
Your campaign should split the contribution between the two contributors ($400 attributed to Thomas
Henley; $400 attributed to Jane Henley) and make two matching claims: $175 from Thomas and $175
from Jane. (See Chapter VI for more information about matching claims and Example 6.3 for a potential
issue with reporting jointly signed checks.)

Reminder

Enter each account holder’s contribution as a separate transaction into C-SMART. In other
words, enter a $400 transaction under Thomas Henley and another $400 under Jane Henley.
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Cash Contributions

Your campaign is prohibited by city and state law from taking more than $100 in cash from a single con-
tributor during the election cycle (see Example 2.4).

Example 2.4

Dan Jones contributed $50 in cash to Paine 2009. Six months later, he decided to make another
contribution of $75 in cash. This contribution makes his total cash contributions to the campaign
$125, which is over the $100 cash contribution limit. In order to avoid violating state law, Paine 2009
must return $25 —the excess portion of the cash contribution —to Dan Jones.

Money Order Contributions

Your campaign is allowed to take money order contributions up to the contribution limit. However, only
the first $100 of a money order contribution will be matched with public funds.

Credit Card & Debit Card Contributions

Your campaign can accept credit card contributions up to the contribution limit. However, in order to
accept credit card contributions and have them eligible to be matched with public funds, you must adhere
to the following requirements.

First, to receive the proceeds from credit card contributions, your campaign must set up its own unique
(not shared or pooled) merchant account in its name.

@ A merchant account is a contract under which a bank or financial institution accepts credit card
transactions on behalf of the customer (in this case, the campaign). It is generally linked to your
committee’s bank account so that contributions may be deposited electronically.

@ A merchant account can be set up by your bank or by a separate merchant account company.
Some credit card processing vendors will also be able to provide a unique merchant account.
Next, find a credit card processor.
@ The processor must be able to process transactions only by means of your own unique merchant
account.
< It must document whether a transaction was approved or declined.
@ It must demonstrate that it will perform real-time address verification (AVS).

AVS is a system whereby the processor verifies the address provided by the contributor as his/her
residential address against the billing address on file for the credit card account holder. This veri-
fication should be based upon, at minimum, characters from the street address and zip code and
the credit card expiration date. This is to verify that the contributor is a New York City resident
and to ensure a contributor is using his/her own personal funds.

Your credit card processor must also be able to provide the following for each transaction:

@ A transaction ID or code from the processor

@ Contributor’s name and residential billing address
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@ The type of credit card, the last 4 digits of the credit card account number, the expiration date,
and the transaction amount

@ Indication of successful AVS verification (where AVS has failed, that should be indicated)

« Your campaign’s name or unique merchant account number must be identifiable as the recipient
payee of the transaction and appear on all transaction reports sent to you

Compliance Alert

Your credit card processor must process your credit card transactions through your
own unique merchant account. You may not receive contributions from the credit card
processor’s merchant account.

Accepting Credit Card Contributions Through the Campaign’s Website:

To accept contributions over the Internet, you need to create a page on your campaign’s
website that requires the following:

1) Contributor’s name

2) Residential address

3) Amount of the contribution

4) Credit card type (i.e., Visa, MasterCard, AMEX)

5) Credit card account number

6) Credit card expiration date

7) Employment information (including occupation)

8) Contributor acknowledgment or electronic signature of the following affirmation statement:

lLunderstand that State law requires that a contribution be in my name and be
from my own funds. I hereby affirm that this contribution is being made from
my personal credit card account, billed to and paid by me for my personal
use, and having no corporate or business affiliation; and is not being made
as a loan.

To make sure your campaign’s website is in compliance, e-mail the URL for the site to your Can-
didate Services liaison for review. Also, speak to your web developer about developing built-in
compliance safeguards for the website to prevent users from proceeding without completing
required fields.

Compliance Alert

Any charges or fees resulting from soliciting or processing credit card contributions, and
from ordering reports or statements related to those transactions, are expenditures that
must be reported and documented by your campaign. These include any percentages
withheld as processing or transaction fees, as well as charges related to creating and
maintaining a website for processing credit card contributions.
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Compliance Alert

You must disclose the unique merchant accounts and your campaign’s website address
to the CFB by amending your Filer Registration. If you are unsure if your unique merchant
account or your website was disclosed on your original FR, please contact your Candidate
Services liaison. Your liaison can also advise your campaign on whether your website
conforms to CFB requirements. If possible, send the CFB a transaction report from your
processor so that our auditors can review it for the required information.

The Appendix contains a “Credit Card Guidance” document that is also available on the CFB’s website,
which covers credit card contributions from account set-up through reporting.

Earmarked Contributions

An earmarked contribution is a contribution originally given to a political committee with instruc-

tions to direct that contribution to your campaign. Essentially, the contribution is designated — or
“earmarked” — to pass from the contributor through a political committee to the campaign. Earmarked
contributions are considered to be from both the original contributor and from the political com-
mittee, and are subject to the contribution limits, prohibitions, and requirements. Your campaign
therefore must (a) report the contribution as a contribution from the political committee and (b) disclose
the name of the original contributor in a cover letter accompanying its disclosure statement.

In-Kind Contributions

In-kind contributions are contributions in the form of goods or services donated to the campaign for free
or provided at a discount not available to the general public (see Example 2.5).

Example 2.5: In-Kind —Discount

Dan Jones owns Kew Gardens Printing, a sole proprietorship, and is a supporter of Robert Paine. When
Paine 2009 orders banners and flyers from Kew Gardens Printing, Dan decides to give the campaign a
$200 discount on a $300 order. The $200 is an in-kind contribution from Kew Gardens Printing to Paine
2009, and must be documented and reported as such.

Example 2.6: In-Kind —Donation/Free of Charge

Julia Grande needs a computer for her campaign. A supporter of the campaign has a four-year old
computer that he is no longer using and donates it to the campaign.

To determine the fair market value of the computer, the campaign will have to research how much
this used computer is worth in the current market. The fair-market price will be the amount of the
in-kind contribution given by the contributor to the campaign and the amount of the expenditure
by the campaign. The campaign must keep written documentation demonstrating how they deter-
mined the fair market value of the computer as well as obtaining a detailed description from the
contributor of the item he gave to the campaign.
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The amount of an in-kind contribution is determined by its fair market value, which is the price one
would normally pay when the good is received or the service rendered. The fair market value can be
determined by looking on the Internet for comparable goods or by asking vendors what they would

normally charge for the product, service, or space (see Example 2.6).

In-kind contributions are considered both contributions and expenditures. They are treated as both because
you would have had to purchase these goods or services if they had not been donated (see Example 2.7).

Compliance Alert

The fair marketvalue of any in-kind contribution cannot exceed the contribution limit. The dollar
amounts of in-kind and monetary contributions by the same contributor are aggregated.

Compliance Alert

You must keep documentation showing how the fair market value of an item was
determined. The CFB may ask for this documentation during the election and/or as part of
your campaign’s post-election audit.

In-kind contributions from corporations, LLCs, LLPs, and partnerships are prohibited.

Example 2.7: In-Kind — Prohibited

Julia Grande needs another computer for her campaign. This time she shops at The Computer Shop, Inc.
The store owner offers the campaign a $200 discount on a computer that normally retails for $1,000.
Thus, the Grande campaign would be charged $800 for the computer instead of $1,000. The store owner
does not usually give these discounts to his regular customers. The discount would be a $200 in-kind
contribution.

However, since The Computer Shop, Inc. is a corporation, the campaign must pay the full retail
value of the computer because it cannot accept a corporate contribution.

Reminder

In-kind contributions are not matched with public funds.
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Outstanding Liabilities and Unpaid Debt

An outstanding liability (a bill not paid at the time a disclosure statement was submitted) that has been
left unpaid for ninety (90) days will be considered an in-kind contribution to your campaign unless you
can demonstrate that the vendor has made a commercially reasonable attempt to recover the debt. In or-
der to avoid this, provide documentation showing attempts were made by the vendor to collect payment,
such as follow-up letters or bills from the vendor. See also the discussion of advances and loans later in
this chapter.

Volunteer Services

Volunteer services are not considered in-kind contributions. However, if someone else is paying the
“volunteer,” then the salary that person receives is an in-kind contribution made by the person paying the
“volunteer” (see Example 2.8).

If a person initially volunteering for your campaign is eventually hired by the campaign, you must draft
an employee contract starting the day the person became a paid employee of the campaign (not covering
the period when the person was volunteering for the campaign) (see Example 2.9).

Example 2.8

Gabe Simpson, a certified public accountant, volunteers to help keep the books and records for Paine
2009. His volunteer services do not need to be reported as an in-kind contribution.

However, if Mr. Simpson does copying for the campaign using his office’s copy machine or directs his
employee, Mary, to keep the campaign’s books and records as part of that employee’s job responsibility,
the cost of the copies and the portion of Mary’s salary for the time spent on campaign work is an in-kind
contribution to the committee.

Example 2.9

Terry O’Connell begins volunteering for Grande for Council on July 20, 2007. On December 12, 2007,
Terry begins working for the campaign as a paid employee.

The contract between Grande for Council and Terry must be entered into the day she began work-
ing as a paid employee, December 12, 2007. Remember, the campaign cannot pay her for past work
done as a volunteer.

Employee contracts will be discussed further in Chapter III.
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Intermediaries — Contributions Delivered or Solicited by a Third Party

Individuals or entities who either deliver contributions to a campaign or solicit contributions on behalf of a
campaign, where such solicitation is known to the campaign, are called intermediaries (see Example 2.10).

All intermediaries must complete an intermediary statement, which looks like this:

Intermediary Statement

Intermediaries are individuals or entities who either deliver contributions to a campaign or
successfully solicit contributions on behalf of a campaign, where such solicitation is known
to the campaign. Postal, delivery or messenger services, fundraising agents, and immediate
family members of the contributor are not considered intermediaries.

Committee Name:

Intermediary’s Name:

Home Address:

City/State/Zip:

Employer:
Occupation:
Business Address:
City/State/Zip:
Contributor’s Name Amount Contributed

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Attach additional pages if the intermediary has more than ten (10) intermediated contributions.

The making of false statements in this document is punishable as a Class E felony pursuant to
Section 175.35 of the Penal Law and/or a Class A misdemeanor pursuant to Section 210.45
of the Penal Law.

T hereby affirm that I did not, nor to my knowledge, did anyone else, reimburse any
contributor in any manner for his or her contribution and none of the submitted
contributions was made by the contributor as a loan.

Intermediary’s Signature Date

The candidate, close relatives of the person(s) making the contribution, full-time campaign staff (paid
or volunteer), postal workers, and delivery messengers are not considered intermediaries. The hosts of
a campaign-sponsored fundraising event (where the campaign partially or entirely covers the expenses
for the event) are not considered intermediaries. In the case of a fundraising event not sponsored by the
campaign and which has multiple hosts, one person from the host committee must be designated as
the intermediary. Furthermore, there are exceptions to the intermediary requirement for house parties,
which are discussed later in the chapter.

Intermediated contributions are eligible to be matched with public funds as long as the contributor
meets the requirements for valid matching claims.
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Example 210

Mark, a known supporter of Julia Grande, asks his co-workers from Bensonhurst Bratwurst Bros. to
contribute to her campaign. Through his solicitation, the campaign receives three contributions from
his co-workers. The committee must report Mark as the intermediary for these contributions and
obtain an intermediary statement from him.

Compliance Alert

For each intermediated contribution, you must report the contributor’s information, the
intermediary’s information, and the fact that the contribution was intermediated.

Compliance Alert

Do not forget to get contribution cards and employment information from every contributor
giving through an intermediary. It is very easy to overlook this when someone is soliciting
and collecting contributions for your campaign.

IV. COLLECTING CONTRIBUTOR INFORMATION

As mentioned earlier, your campaign cannot accept anonymous contributions. Every contributor (and
contribution) must be disclosed to the CFB.

Q. How does the campaign go about getting this information?

A. Use a contribution card!

Contribution Cards

Contribution cards are a reliable and convenient way of collecting contributor information.
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A basic contribution card looks like this:

For Committee Use Only
Statement #:
Transaction ID:

Contribution Card

(Committee Name)

[ Cash [J Money Order [ Check  in the amount of $

Name
Home Address
City/State/Zip

To comply with Campaign Finance Board reporting
requirements, please give the following information:

Employer

Occupation
Business Address
City/State/Zip

I understand that State law requires that a contribution be in my name and be from
my own funds. I hereby affirm that this contribution is being made from my person-
al funds, is not being reimbursed in any manner, and is not being made as a loan.

Contributor’s Signature Date of Contribution

Contribution cards can be professionally printed with your campaign’s letterhead or banner, and may
include space for the contributor’s e-mail address and phone number. At the very least, contribution cards
must have the following information:

The committee’s name at the top of the card

&

« The contribution type (e.g., cash, money order, or check)
@ The amount of the contribution

The contributor’s name, address, and employer information

&
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# The following affirmation statement that must appear directly above the signature line and date:

I understand that State law requires that a contribution be in my name and be from my own
funds. I hereby affirm that this contribution is being made from my personal funds, is not being
reimbursed in any manner, and is not being made as a loan.

All contribution cards must be completed, signed, and dated by the contributor.

Contributions with incorrect or incomplete contribution cards will not be matched with public funds. Go
to www.nyccfb.info for a template to give to the printer or graphic designer so that he or she knows what
must appear on the contribution card.

Compliance Alert

Contribution cards are required for cash and money order contributions, and optional for
check contributions. Generally speaking, it is a good idea to get a contribution card from
every contributor. An individual who gives a credit card contribution must use a credit card
authorization form, which will be discussed later in this section.

Compliance Alert

Your contributor must complete the entire contribution card at the same time the
contribution is made. The person making the contribution must be the person who signs
the contribution card. Once completed by the contributor, there must not be any changes
made to the card by anyone.

Employment Information

A contributor’s employment information is needed if a single contribution or the aggregate of multiple
contributions equals or exceeds $100 (see Example 2.11). Contributions of $100 or more will not be
matched with public funds if employment information is missing.

Example 211

On February 1, 2008, Grande for Council received a $50 check from James Dugan. At the time, they did
not collect employment information from Mr. Dugan since the contribution was less than $100.

On April 1, 2009, Mr. Dugan contributed another $75. He has now contributed $125 in total and
the campaign must obtain employment information from Mr. Dugan, or neither contribution will be
matched with public funds.

It is a good idea to get employment information from every contributor the first time he or she con-
tributes to the campaign, and the best way to get employment information is by having the contributor
complete a contribution card. Getting the contribution card at the time the contribution is made will
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save your campaign a lot of time and energy when your disclosure statement is due. If the contributor is
retired, a homemaker, a student, or unemployed, he/she must write that in the “occupation” section of the
contributor card and your campaign must report it.

The contributor information needed for monetary contributions is also required for in-kind
contributions, including the contributor’s name, address, employment information,
contribution amount, and contribution date.

Credit Card Authorization Form

If your campaign accepts credit card contributions, contributors must complete a credit card
authorization form, which looks like this:

For Committee Use Only
Approval Code:

Statement #:

Transaction ID:

Credit Card Authorization

Yes, I wish to contribute to

(Maximum Donation: $ ) (Committee Name)

Please note that the New York City Campaign Finance Board will match the first $175 contributed by individual New
York City residents at a $6 to $1 rate. This authorization card must be completed in order for your contribution to be
matched with public funds. (Please print legibly.)

Please select one of the two credit card payment options below and complete the information at the bottom of this card.

1. Please bill my credit card in one lump sum of $

2. Please bill my credit card in monthly i 11 of § (mini $10/month)

for a total of $

Visa MasterCard Discover American Express

Contributor Name

Credit Card Number

Expiration Date

T understand that State law requires that a contribution be in my name and be from my own funds.

I hereby affirm that this contribution is being made from my personal credit card account, billed to
and paid by me for my personal use, and having no corporate or business affiliation; and is not being
made as a loan.

g : Date:

The following information is required by law for all contributors:

Home Address
City State Zip
(Optional: Home Phone Business Phone )

The following information is needed to comply with the reporting requirements of the Campaign Finance Program:

Occupation

Employer

Business Address

You must include whether you are retired, a | k

a student, or self-employed for public disclosure purposes.
Please notify the Committee if any of the above information changes during the course of your installment payments.
If you have chosen installment contributions and wish to suspend them at any time, you must notify the Committee.
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This form asks the contributor for the following information:

# The name of the credit card issuer (e.g., Visa or Mastercard)
@ The name of the credit card account holder (the contributor)
@ 'The credit card number and expiration date

@ The following affirmation statement:

I understand that state law requires that a contribution be in my name and from my own funds. 1
hereby affirm this contribution is being made from my personal credit card account, billed to and
paid for my personal use, and having no corporate or business affiliations and is not being made
as a loan.

This information was mentioned earlier in the chapter in the discussion on collecting credit card con-
tributions via the campaign’s website. You may design the contribution page for your campaign’s website
based on this form.

If you are interested in using one contribution card that encompasses the regular contribution card and
the credit card authorization form, then you may use this form:

For Committee Use Only
Statement #:
Transaction ID:

Contribution Card

(Committee Name)
[ Cash [ Money Order O Check O Credic Card

in the amount of $

Credit Card Type

Account Holder

Account Number

Expiration Date

The following information is required by law for all contributors:

Name
Home Address
City/State/Zip

To comply with Campaign Finance Board reporting requirements, please give the
following information:

Employer

Occupation
Business Address
City/State/Zip

T understand that State law requires that a contribution be in my name and be
from my own funds. I hereby affirm that this contribution is being made from my
personal funds, is not being reimbursed in any manner, and is not being made as a
loan; in addition, in the case of a credit card contribution, I also hereby affirm that
this contribution is being made from my personal credit card account, billed to and
paid by me for my personal use, and has no corporate or business affiliation.

Contributor’s Signature Date of Contribution

27
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FUNDRAISERS AND HOUSE PARTIES

Fundraisers are events organized by your campaign or a supporter of the campaign. In addition to
knowing the basics about accepting (or refunding), reporting, and documenting contributions, there are
additional requirements you must follow when your campaign, or a supporter, organizes a fundraiser.

All written fundraising solicitations, including Internet solicitations, must include the following state-
ment, placed prominently:

State law prohibits making a contribution in someone else’s name, reimbursing someone for a
contribution for a contribution made in your name, being reimbursed for a contribution made in
your name, or claiming to have made a contribution when a loan is made.

This requirement is in addition to the required affirmation statement on the contribution card.
In the case of a multi-piece mailing, the statement only has to appear in one piece of the mailing.

Next, your campaign must disclose its fundraising agents. These are full-time campaign workers — paid
or volunteer — or commercial fundraising firms hired to accept contributions on behalf of your cam-
paign. Fundraising agents must be named in a cover letter with every disclosure statement in which there
was a fundraising event during the reporting period. Fundraising agents are not intermediaries.

House parties are small fundraisers held in a supporter’s home. Hosts of house parties are exempt from
the intermediary requirement and you do not have to report how much the host spent on the house party
as an in-kind contribution as long as:

1) The total cost of a single party or multiple parties hosted by the same person does not exceed $500.
If the cost of a single party or multiple parties held by the same host exceeds $500, the host must be
reported as an intermediary for all contributions collected and the cost of the house party or parties
must be reported as an in-kind contribution to your campaign (the in-kind contribution is counted
toward the host’s contribution limit as well as your campaign’s spending limit).

2) No single contribution over $500 is made at the party. If an individual gives over $500 during a
house party or over the course of multiple house parties by the same host, the host must be report-
ed as an intermediary (see Chart 2.1 and Example 2.12).

Chart 2.1

Contribution
Amount from a
Single Contributor

Equal to or

less than $500. Greater than $500.

Any amount.

v v v

Cost of House Party
(or Multiple House Parties)
by Same Host

Equal to or
less than $500.

Equal to or

less than $500. Greater than $500.

v v v

Yes, but only for Yes, for all contributors.

Must Report

The cost of house party

. No. individual contributions
Intermediary? reater than $500 must be reported as
9 ' an in-kind contribution.
v v v
Must Report No. No. Yes.

In-Kind Contribution?
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Example 212

Joan held a party for Paine 2009 and spent $400 on food and invitations. She collected twenty $25
contributions at this party. She held another house party three weeks later, spent $300 on food, and
collected ten $25 contributions.

Since the combined cost of the parties was $700, Joan must be reported as an intermediary for
each contribution she collected at both parties. Additionally, since the total cost of both parties is
now $700, Paine 2009 must disclose a $700 in-kind contribution from Joan.

VI. TRANSFERS

A transfer is the exchange of money between two political committees.

Money Received From or Given to a Political Party

The exchange of money between your campaign and a constituted party committee (i.e., a local or
national political party) is a Type 1 transfer.

A transfer-in takes place when a constituted party committee transfers money to your campaign’s bank
account. The amount transferred counts against the constituted party committee’s contribution limit and
cannot be matched with public funds. In C-SMART, these transactions are reported as a “Committee
Transfers In” Type 1 transfer.

A transfer-out takes place when your campaign gives money to a constituted party committee. The
transfer-out is considered a contribution from your campaign. You can contribute a limited amount with-
out affecting your public funds payment. In C-SMART, these transactions are reported as “Committee
Transfers Out” Type 1 transfers. The limit is based on the office you are seeking:

% $3,000 for City Council candidate committees

@ $5,000 for Borough President candidate committees

% $10,000 for Mayor, Public Advocate and Comptroller candidate committees

See Chapter IV for more information on transfers.

Reminder

Funds received from a political action committee or a committee authorized by more than
one candidate, also known as multi-candidate committees, are not transfers and are not
to be reported as such. They are contributions subject to the applicable contribution limit
for your office.
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Money Received From a Committee Supporting the Same Candidate

An exchange of money between two committees supporting the same candidate is a Type 2 transfer.
Type 2 transfers are divided into two categories:

« Type 2a transfers are transfers between two committees supporting the same candidate in the
same election (Participants cannot make these transfers because they may have only one autho-
rized committee per election).

@« Type 2b transfers are transfers from a committee supporting the same candidate in a different
election cycle.

Before your campaign performs a Type 2 transfer, you must observe the following guidelines:

@ Identify the contributions that will be transferred and sort them by reverse chronological order:
the last contribution received is the first contribution transferred into the candidate’s current
committee (“last in — first out” methodology).

&

Exclude prohibited contributions (contributions from corporations, LLCs, LLPs, and partnerships),
and contributions from unregistered political committees unless the political committee registers
before the transfer takes place or within 10 days of the transfer of funds.

&

Refund the portions of contributions that are over-the-limit, including contributions given after
February 2, 2008 from individuals doing business with the city (if an individual’s contribution]s]
from an old committee are transferred to the new committee and the individual has contributed
money to the new committee or will contribute, then contributions are added together to deter-
mine whether the contributions are over-the-limit).

&

Pay outstanding public funds repayment obligations and penalties from the previous election.

&

Report the transferable lump sum amount in C-SMART as a "Committee Transfers In” Type 2a
or Type 2b transfer.

If the money to be transferred is from a campaign used in an election in which you ran as a non-
participant or in an election in which you ran for an office not covered by the CFB, the following
procedures must also be observed:

@ Obtain a Transfer Authorization Card from each contributor before the transfer is made (a sample
of the Transfer Authorization Card can be found in the Appendix). The following affirmation state-
ment must appear on the authorization card:

I understand that this contribution will be used by the candidate for an election other than that
for which the contribution was originally made. I further understand that the law requires that a
contribution be in my name and be from my own funds. I hereby affirm that this contribution was
made from my personal funds, is not being reimbursed in any manner, and is not be made as a loan.

@ Report all expenditures incurred by the transferor committee during the current election. The
campaign can submit copies of the transferor committee’s disclosure statements (those previously
submitted to their respective agencies, i.e., New York City BOE, New York State BOE or the Federal
Elections Commission). The copies submitted must include all expenditures made by the transferor
committee in the previous election cycle and can be submitted by either paper or electronic media.
The expenditures will not be reported into C-SMART.

@ Report the expenditures made in connection with the transferred contributions by either:

+ Reporting the actual cost of raising the transferred contributions and submitting proper
documentation to substantiate the expenditures made.

or
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» Reporting the estimated cost of raising the transferred contributions and submitting proper
documentation to substantiate the expenditures made. The estimate can be derived by one of
two ways:

(@) Dividing the transferor committee’s total fundraising costs by the total amount of funds
raised and multiplying this ratio by the total amount transferred:

Total Spent to Fundraise .
= Estimated Cost

Amount Transferred x (
Total Raised

or
(b) Multiplying the total amount transferred by a 15% “flat tax”:

Total Amount Transferred x .15 = Estimated Cost

Type 2a and Type 2b transfers will not be matched with public funds.

LOANS

During the election cycle, it may become necessary to take out loans to cover expenses when other funds
are not readily available. You may accept loans from:

@ The candidate
@ A third party (e.g., an individual, the treasurer, etc.)

@ A bank or lending institution that issues loans as part of its routine business
You may not accept loans from or have loans guaranteed or secured by:

® Corporations, LLCs, LLPs, and partnerships (with the exception of institutions that issue loans as
part of their routine business, such as banks)
@ DPolitical committees
There is no limit to the amount of money a campaign may borrow, but loans that have not been paid back

before the next election will be considered contributions to your campaign subject to the applicable con-
tribution limit (see Example 2.13).

Compliance Alert

You must have a loan agreement for each loan received —even loans from the candidate,
and even if no interest will be paid.

31
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Example 213

Shirley Baker, a friend of the candidate, lends Grant for Council $5,000. Shirley also contributed
$2,750 —the maximum she can contribute —to Grant for Council. The primary election day passes
and the committee still has not repaid Shirley’s $5,000 loan. Thus, Shirley’s loan becomes a contri-
bution to Grant for Council. Because she had already contributed the maximum amount allowed to
the campaign, the campaign has now accepted an over-the-limit contribution from Shirley, subject-
ing the committee to potential penalties.

Forgiven Loans

A forgiven loan is a loan for which a lender agrees not to collect repayment or a portion of the repay-
ment (see Example 2.14). A lender, other than a bank, may forgive a loan. The forgiven portion of the loan
becomes a monetary contribution to your campaign. If all or part of a loan is forgiven, you must obtain
documentation from the lender stating such.

Example 214

Paine 2009 receives a $3,000 loan from a friend of the candidate, John Hernandez, before the pri-
mary election. John admires the work his friend is doing in the community and would like to forgive
the loan, thus relieving the campaign of any repayment obligation. However, the campaign is only
allowed to forgive up to the $2,750 contribution limit and must repay $250 to John.

Vill. RECORDKEEPING

Due to the extensive amount of documentation required, treasurers must work diligently to keep their
committees organized.

What should you do with all the paperwork flooding your headquarters? To keep proper documentation,
it is extremely important for your campaign to remain vigilant about organization. Organization will be
important when the CFB requests copies of the campaign’s documentation at various points throughout
the election cycle.

For check contributions, you must keep:

@ A copy of the check.

@ An original and a copy of the contribution card (if one was obtained from the contributor).

For cash contributions, you must keep:

@ The original and a copy of a contribution card.
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For money order contributions, you must keep:

@ A copy of the money order itself.

@ An original and a copy of the contribution card.

For credit card contributions, you must keep:

@ Copies of transaction reports and receipts from the credit card processor, and credit card authori-
zation forms from the contributors.

@ Statements and correspondence relating to the campaign’s credit card transactions, e.g., monthly
statements, chargeback notifications, and credit card authorization forms.

Additional documentation you must keep for all types of monetary contributions includes:

@ Copies of deposit slips and deposit recipts.

@ Original and copies of doing business contributor forms, along with solicitations sent to contribu-
tors asking for their cooperation in completing the form.

# Originals and copies of your solicitation materials for fundraisers.

Reminder

Use separate deposit slips for cash deposits and check deposits. Also, make and keep
a photocopy of the deposit slip before making a deposit. If cash and check deposits are
combined into one deposit slip, itemize each deposit so auditors are able to distinguish a
cash deposit from a check deposit.

For in-kind contributions, you must keep:
@ A receipt or other written documentation that provides:

« The date of the contribution.
+ The name and address of the contributor.
» A detailed description of the goods or services provided.

+ An explanation and/or proof of how the fair market value of the contribution was determined.

For refunded contributions, you must keep:

@ A copy of the front and back of the check used to issue the refund.
@ A bank statement confirming the refund was posted from the committee’s account.

# Correspondence such as credit and debit memos and contribution checks returned due to
insufficient funds.

For intermediated contributions, you must keep:

# An original and copy of each intermediary statement (shown earlier in this chapter).
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@ The documentation described above for monetary contributions for each intermediated contribution.
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For transfers, you must keep:

# Originals and copies of transfer authorization forms.

@ Copies of canceled checks used for the transfer or, if the transfer took place electronically, a copy
of the bank statement showing that the transfer took place.

For loans, you must keep:

@ An original and a copy of each loan agreement.
@ A copy of each canceled loan check.

@ A copy of each loan repayment check.

Chapter V will cover the documentation you are required to submit with your disclosure statements.

Compliance Alert

Remember to submit only copies of documentation unless the CFB specifically requests
originals. In accordance with state law and CFB Rules, documentation must be kept by the
committee for six years.

Reminder

Keep all bank statements in chronological order for easy reference.

Reminder

All documents must have the corresponding C-SMART transaction ID number written on
them, and monetary contribution records must be kept in transaction ID order.

IX. RUNNING AS A NON-PARTICIPANT

Candidates running as non-participants:

@ Are allowed to accept contributions from unregistered political committees.
@ Can provide an unlimited amount of their own money to their campaign.

@ Are not required to disclose the expenditures associated with raising the money transferred into
the 2009 bank account from an old committee that was not covered by the CFB or did not run as
a Program participant in a previous election.
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X. WHERE TOFIND IT

Further explanation regarding the information presented in this chapter can be found by referencing the
following:

@ Contributions: CFB Rules, Chapter 1, rule 1-04

# Funds originally received for other elections: CFB Rules, Chapter 1, rule 1-07
@ Claiming matchable contributions: CFB Rules, Chapter 3, rule 3-04

@ Records to be kept: CFB Rules, Chapter 4, rule 4-01

@ Credit card contributions: CFB Rules, Chapter 4, rule 4-01 (b)(6)
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Expenditures

Campaigns cost money. Typically, much of that money is spent on fliers, posters, rent, utilities, wages, office supplies, and
postage. Regardless of whether money is spent on media-savvy consultants or pizza for a famished staff, your campaign
has to be very careful with how much they spend, how they spend, and how they document their spending.

I. EXPENDITURE LIMITS

The Program limits how much money participants can spend on their campaigns (see Table 3.1). A big
part of what the public is buying with public matching funds is compliance with the spending limits. In
combination with contribution limits, expenditure limits help to reduce the possibility and the percep-
tion of corruption associated with large contributions and unlimited campaign spending. Spending limits
also help more candidates run competitive campaigns.

There are three spending limits: the first covers the so-called “off-years,” which extend from the begin-
ning of the election cycle through December 31, 2008. Any campaign activity during this time period will
receive the benefit of this off-year spending limit. The second spending limit covers spending up to and
including the day of the primary election, and the third covers spending up to and including the day of
the general election.

Compliance Alert

Penalties for violating the expenditure limits can be substantial. The law permits higher
penalties for expenditure limit violations because such violations can significantly affect
the outcome of an election and cannot be corrected. In addition to being liable for penalties
for violations of any expenditure limit, your campaign could lose out on future public funds
payments and be required to return public funds it previously received.

Table 3.1: Spending Limits for 2009 Primary and General Elections

Public Advocate Borough

& Comptroller President City Council

Mayor

2006-2008 $ 290,000 $ 290,000 $ 129,000 $ 43,000
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Public Advocate Borough . .
Mayor & Comptroller President Gty (Gl
2009 Primary Election $6,158,000 $3,850,000 $1,386,000 $161,000
2009 General Election $6,158,000 $3,850,000 $1,386,000 $161,000

You will receive the benefit of the primary election spending limit if your campaign has a primary election.
If you do not have a primary election, your campaign will only have a general election spending limit. If you
have a primary election but do not make the general election ballot, your campaign will not have a general
election spending limit. Lastly, if you are in the primary election and general election, your campaign will
receive the benefit of the spending limits for the primary election and general election, respectively.

If your campaign spends more than the off-year spending limit, the amount by which you exceeded the
off-year limit will be deducted from your next election’s spending limit. If your campaign spends more
than the spending limit for the primary election and/or general election, your campaign will be fined,
you will not be eligible to receive additional public funds, and you may have to return public funds you
already received.

To determine which spending limit applies, the CFB looks at when your campaign received the benefit
of the expense, not just when the expense was incurred (see Example 3.1).

Example 31

On December 28, 2008, New Yorkers for Marquez, a campaign for borough president, purchased
$7,000 worth of postage. The campaign used that postage to mail various brochures throughout
his borough on January 3, 2009. Because the mailings were distributed on January 3, 2009, the
$7,000 spent on postage will be applied to the 2009 primary election spending limit and not to the
off-year limit, even though the campaign paid for the postage on December 28, 2008.

A Note on Spending Limits for Candidates Without a Primary Election

You may not have a primary election because you have no opposition. Usually, if you do not have
a primary election, you will not have a primary election spending limit. In other words, all your
spending that occurred from the beginning of 2009 through Disclosure Statement #13 (the first
disclosure statement for the general election) will count toward your campaign’s general election
spending limit (see Example 3.2).

However, to avoid an unfair disadvantage when it comes to spending, you may qualify for a pri-
mary election limit if another party is holding a contested primary for the same office and you file
the required primary disclosure statements through the primary election on time.

You may have also spent money in reasonable anticipation of a primary that ultimately was not
held. If this occurs, you must file a written petition with the Board no later than 10 business days
after the last remaining candidate is finally disqualified from the ballot. The petition must include
an affidavit and supporting documentation demonstrating that you reasonably anticipated a
primary election that did not occur.
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Example 3.2

Council Candidate Julia Grande does not have opposition from her party in the primary election,
and thus, she will not have a primary election. However, candidate Robert Paine has opposition
from his party and will have a primary election. Because Robert Paine will have a primary election,
Julia Grande will receive the benefit of a primary election spending limit if she has submitted all her
disclosure statements through Statement #13.

Expenditures That Do Not Count Against the Spending Limit
Some expenditures — known as exempt expenditures — do not count against your campaign’s spending limits.
Exempt expenditures include:

@ Challenging or defending the validity of petitions or for canvassing and recanvassing of election results.
@ Preparing for an appearance before the Board.

@ Limited expenses to prepare for the post-election audit.

If you ran in previous election cycles, you will notice that exempt expenditures have changed dramati-
cally for the 2009 election cycle. Canvassing and compliance costs, for example, are no longer exempt.
To compensate for the elimination of most exempt expenditures, the expenditure limit was raised
approximately 7.5%.

In general, exempt expenditures will be interpreted narrowly, so your campaign must provide enough
documentation and accurate reporting in order for the expenditures to be considered exempt.

Compliance Alert

In order for expenditures to be considered exempt, they must fall within the categories
listed above and be paid for with a campaign check or campaign debit card.

Third-Party Expenditures on Behalf of a Campaign

At times, other entities or people will want to spend money on behalf of your campaign without your
cooperation, approval, or direct knowledge. These transactions are known as independent expenditures
(see Examples 3.3 and 3.4). Independent expenditures do not count toward your spending limit and are
not considered contributions to the campaign.

Compliance Alert

If expenditures are not truly independent, they will be considered in-kind contributions
subject to the expenditure and contribution limits. This could result in your campaign
significantly exceeding the spending and/or contribution limits. In very serious cases, some
campaigns have been fined and required to return some or all of the public funds they had
received because they failed to disclose expenditures that were not truly independent.
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Some criteria for determining whether an expenditure might not be truly independent include:

@ The individual or entity making the expenditure has been connected to the candidate.

@ The individual or entity making the expenditure has had a relationship (business, personal, or
otherwise) with the candidate.

@ The individual or entity making the expenditure has been established, financed, maintained, or
controlled by any of the same individuals or entities that have established, financed, maintained,
or controlled any committee authorized by the candidate.

@ The individual or entity making the expenditure has been in communication with the same third
party, or the candidate knew or should have known that the communication with or relationship
to the third party would result in expenditures benefiting the candidate.

Compliance Alert

Your campaign has the burden of proving that an expenditure was independent, and this
may be very difficult to prove. Call CSU if you believe an entity may be making expenditures
on your behalf.

Example 3.3

The carpenters’ union hires ABC Campaign Consulting to create a mass mailing project in support of
candidate Grande without discussing the project with the candidate. However, Grande’s campaign has
hired ABC Campaign Consulting as a campaign strategist. Because the union is using the same vendor
as the campaign, this expenditure will almost certainly be considered an in-kind contribution unless the
campaign can prove otherwise.

Example 3.4

The electricians’ union pays for an independent commercial endorsing candidate Paine’s re-elec-
tion bid. However, Paine’s treasurer and the political director of the union are business partners.
Because of the relationship between the union and the campaign, this is not an independent expen-
diture and the cost of the commercial will be considered an in-kind contribution to the campaign
unless the campaign can prove otherwise.




Chapter 3— Expenditures 41

Joint Expenditures: Splitting Costs with Another Campaign

A joint expenditure is an expenditure made by two or more candidates for joint campaign materials or
activities, such as printing petitions, fliers, brochures, buttons, or holding rallies and fundraisers for more
than one candidate.

While joint expenditures may appear to be an efficient way to cut costs, it can greatly complicate com-
pliance because the cost of the materials or activities must be shared in proportion to the benefit your
campaign derived from the materials or activities. Some of the factors the CFB uses to measure propor-
tionality include:

@ The focus of the material or activity.

# The geographic distribution or location of the material or activity.

@ The subject matter of the communication.

@ The references to the candidate.

# The relative prominence of a candidate’s references in the communication, including the size and
location of references to the candidate and any photographs of the candidate.

@ The timing of the communication.

@ Other circumstances surrounding the communication.

If you do not pay the full cost of your campaign’s share of a joint expenditure, you will be considered to
have received an in-kind contribution from the other candidate. You must demonstrate that each party
paid for their fair share of the expenditures (see Example 3.5 and Example 3.6).

These are ways for campaigns to support one another without engaging in joint expenditures:

@ Contributing money (see Chapter VI, as this could result in a public funds reduction).
@ Endorsing or appearing with another candidate at events.

# The insubstantial communication of your endorsement of another candidate or appearance on
his/her campaign materials, alone or in conjunction with other candidates, provided your name,
image, and/or likeness are of equal prominence to all others appearing on the campaign materials.

Your name may also appear on a normal communication from a political club to its members, provided
that you are already a member of that club, it has fewer than 500 members, and the communication does
not solicit funds on your behalf or otherwise promote your candidacy.

If your campaign pays to communicate an endorsement (not limited as described above), the communica-
tion may be considered an in-kind contribution by the campaign paying for the communication (i.e., your
campaign) to the endorsing campaign. The in-kind contribution has both contribution and expenditure
limit implications. Thus, be careful in order to avoid complicating compliance for your own campaign
and the campaign that endorsed you.
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Example 3.5

Council candidate Julia Grande decides to split the cost of printing a brochure with borough presi-

dent candidate Benjamin Marquez. The total cost of printing the brochure is $5,000. Each candidate
receives an equal amount of space in the brochure. Therefore, the candidates should split the cost in half
($5,000+2 = $2,500). However, candidate Grande pays $4,000 while candidate Marquez pays $1,000.

Because Grande paid more than Marquez for something that should have been split evenly, Grande has
made a $1,500 in-kind contribution to Marquez’s campaign ($4,000—-%$2,500 = $1,500), which Marquez’s
campaign must report and counts as a contribution and an expenditure. In addition, making this in-kind
contribution could result in a reduction of public funds for Grande’s campaign.

Example 3.6

Council candidate Paine decided to split the cost of a palm card with mayoral candidate Louis
Morris and comptroller candidate Hector Rodriguez. Morris’ image and name appear on one side of
the palm card, while Paine and Rodriguez split the other side of the card. The total cost of printing
the cards was $10,000. Because Morris receives the benefit of half the space, he is responsible for
paying half the cost ($5,000). Candidates Paine and Rodriguez must pay $2,500 each, since both
appeared equally on the other side of the card.

Compliance Alert

For joint expenditures, your campaign must document the expenditures and carefully
demonstrate what methodology was used to determine the proportional shares of the
total cost. Because of the complexity of joint expenditures, some campaigns choose to
avoid them altogether.

II. PAYING FOR EXPENDITURES

Committee Checks, Debit Cards and Credit Cards

Campaign-related purchases should be made with a committee check or using the committee’s debit or
credit card because this greatly simplifies recordkeeping and provides the clearest paper trail. However,
there are times when this is not feasible and alternate methods of payment have to be used.

Petty Cash Fund

Using petty cash may be a quick and convenient way of making small expenditures, but there are a few caveats:

1) Expenditures of over $100 cannot be made in cash.
2) The balance for the petty-cash fund cannot exceed $500 at any given time.

3) Public funds cannot be used to make cash purchases (explained in more detail in Chapter IV).

You must be able to document the purpose of all cash expenditures.
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Advances and Advance Repayments

An advance is an expense made on behalf of your campaign and for which there is an expectation of
repayment. Repaid advances are campaign expenditures, and outstanding advances are considered
contributions to your campaign until the amount of the advance has been repaid (see Example 3.7).
Reimbursements for campaign workers’ or volunteers’ costs, such as paying for the use of their car, are
considered to be advances (also see the note on wireless communications later in this chapter).

Committees must obtain:

1) A completed advance repayment voucher.

2) A copy of the advancer’s check or credit card bill from making the payment (account number may
be blocked out).

3) A copy of the bill or receipt from the original vendor.

Here is a sample advance repayment voucher:

Advance Repayment Voucher

(Committee Name)

Ad ’s Name:

Purchases

Payment Type

Date Vendor Item Description (check one)

Amount

Q Cash
Q Check
Q Credit Card

Q Cash
Q Check
QO Credit Card

Q Cash
Q Check
Q Credit Card

Q Cash
O Check
Q Credit Card

Total Amount Advanced

Repayment

Date Method of Repayment Amount

Check (# )

Check (# )

Total Amount Repaid

Please attach all bills, receipts, invoices and a copy of the front and back of the cancelled repayment check(s) to the
voucher for all transaction(s) made.

Candidate or Treasurer’s Signature Date

43
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Example 3.7

On September 1, candidate Paine’s wife, Linda, remembered that the campaign needed paper. She
went to the local office supply store and purchased $20 worth of paper using her personal debit
card. The next day, Linda submitted an advance repayment voucher with the receipt from the store
to the committee, which then reimbursed her using a committee check before the next disclosure
deadline. Since Linda was reimbursed, the advance will be classified as an expenditure and not as
an in-kind contribution. In C-SMART, the campaign will enter the purchase as an advance and the
reimbursement as an advance repayment.

Tips for Petty Cash and Advances:

Use C-SMART'’s petty cash journal as opposed to keeping one separately.

Keep every receipt from petty cash purchases.

Keep advances and petty-cash expenditures to a minimum because they complicate record-
keeping.

# You cannot use public funds to pay for purchases made or reimbursed in cash, or for the
repayment of advances except in cases where a single advance purchase was more than
$250. There are special rules for reimbursement of wireless communication devices, which
are described in detail later in this chapter.

lll. USING CAMPAIGN FUNDS

Obviously, money from your committee’s bank account must be used for campaign purposes only. While
there is usually a clear connection between an expenditure and its purpose in helping your campaign
(for example, the costs of producing fliers, distributing mailings, and maintaining a website), accurate
reporting and detailed documentation are required in order to demonstrate that those purchases were
campaign related.

Compliance Alert

Careful and detailed recordkeeping is crucial. Failure to maintain accurate records may
lead to significant penalties or repayment of public funds.

Campaign-Related Expenditures

The following expenditures will be presumed to be campaign-related:

% Contributions to charitable organizations designated as 501(c)(3) organizations.
@ Contributions to other candidates, political committees, and constituted party committees.

« Community events, including events hosted by civic associations and neighborhood associations,
but excluding sporting or entertainment events.
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Ballot proposal advocacy where there are indications that the expenditure relates to the candidate.
Travel expenses for campaign-related events.
Legal defense of a non-criminal matter arising out of a political campaign.

Computer hardware, software, and other office technology purchased more than two weeks be-
fore the election.

A post-election event for staff, volunteers, and/or supporters held within 30 days of the election.
Payment of non-criminal penalties or fines arising out of a political campaign.

Costs incurred for petitioning and petition litigation, public funds repayment, or defending
against a claim that public funds must be repaid.

Food and beverages provided to campaign workers or volunteers.

When determining if an expenditure is campaign-related, the CFB looks at the context in which the
expenditure was made, such as:

@

@

The timing of the purchase.

The necessity of the expenditure.

Whether there is a high proportion of spending on a specific category of expenditure.

Whether there is a pattern of making non-campaign-related or improper post-election expenditures.
The reporting of the expenditure.

Whether the expenditure was made to a family member or relative of the candidate, or to an indi-
vidual or entity with whom the candidate has a business or other financial relationship.

The following expenditures will not be considered campaign-related:

@

Expenditures for personal use or to defray the cost of living expenses of the candidate, family of
the candidate, or any other individual.

Automobile purchases.

Dues, fees, or gratuities at a country club, health club, recreational facility, or other nonpoliti-
cal organization unless part of a specific fundraising event that takes place on the organization’s
premises.

Admission to a sporting event, theater, concert, or other entertainment event not part of a specific
campaign activity.

Expenditures for non-campaign related travel, food, drink, or entertainment (if a candidate uses
campaign funds to pay expenses associated with travel that involves both personal activities and
campaign activities, the expenses that result from the personal activities shall be considered for
personal use unless the person benefiting from the use reimburses the campaign account within
30 days for the full amount of the incremental expenses).

Gifts, except brochures, buttons, signs, or other campaign materials and token gifts valued at not
more than $50 that are for the purpose of expressing gratitude, condolence, or congratulations.

Compliance Alert

Non-campaign-related expenditures are illegal, and may result in financial penalties and
a finding that your campaign must return public funds or is eligible for less public funds
than you anticipated.
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Wireless Communications

To ensure that there is no question whether expenditures for wireless communications
(e.g., cellular phones and PDAs) are campaign-related:

1) Campaigns may purchase wireless devices and plans for the candidate and staff.

- Campaigns are expected to be reasonable consumers and should purchase
sensibly priced devices and plans.

2) Campaigns may include the cost of procuring their own wireless devices and wireless plans
as part of an employee’s compensation package in his or her contract.

- Campaigns should indicate in the contract that the employee will be paid a fixed
sum for wireless communications costs, either listing it as a separate amount or
indicating that it is included in total compensation.

3) Campaigns may reimburse the candidate, workers, and volunteers who already have
personal wireless service for any costs over and above their standard costs.

- Campaigns may not reimburse individuals who already have a wireless commu-
nications plan for standard wireless service costs because such reimbursement
would appear to defray his or her normal living expenses, which is a non-cam-
paign related expenditure under the law. For example, if an individual’s standard
wireless services cost is $50 per month, the campaign can only reimburse that
individual for expenses above the $50 standard wireless services cost.

« If possible, campaigns should indicate in a worker’s contract that the individual
will be reimbursed for wireless communications overage costs.

- Remember, as with any expenditure, whether it is campaign-related will depend
on the amount, timing, and purpose. For example, a request to reimburse the July
cell phone bill for a worker who started with the campaign in September will not
be campaign related.

« Campaigns will enter reimbursements into C-SMART as advances. In C-SMART,
campaigns should enter the individual whose name appears on the cell phone
bill as the advancer. Campaigns should also ask that individual to complete an
advance repayment voucher.

- Campaigns will be expected to submit detailed records, including itemized bills,
to demonstrate that reimbursements are made only for the amount over the
standard costs.

- Campaigns must submit the front and back of canceled reimbursement checks.

- Reimbursement checks must be made payable to the individual whose name
appears on the cell phone bill (the advancer).

« You must be prepared to demonstrate that the individual being reimbursed
worked on the campaign or is the person responsible for the cell phone bill of
someone who worked on the campaign. For example, Mary volunteers on the
Grande campaign. She incurs cell phone charges over her standard $50 bill.
The bill, however, is a family plan in the name of her mother, May. The Grande
campaign should report an advance by May and a repayment to her, and be
prepared to explain the relationship.
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Petitioning and Election Day Spending

If your campaign chooses to hire daily workers, for example, during petitioning or to help “get out the
vote” for Election Day, you must understand the requirements to keep these expenditures qualified.

What is a qualified expenditure?

A qualified expenditure is a campaign-related expenditure incurred in the election year that can
be paid for with public funds. Qualified expenditures are discussed further in Chapter IV.

The recommended and most efficient payment method for compliance purposes is to pay all individual
workers with a campaign check. Your campaign must maintain detailed wage records that include the
date or period the service was provided, the hours worked (including starting and ending time), a detailed
description of duties, the location where the duties were carried out, the rate of pay, and the amount paid.
These documents should be signed by the worker and the treasurer.

Your campaign may also hire a campaign consultant to manage Election Day efforts. The consultant
would then coordinate operations, hire staff, and be responsible for the payment of wages out of his/her
fee. Please keep in mind that you must maintain a contract documenting the consultant’s fees and
his/her expenditures, including the approximate number of people to be hired and their rate of pay.
The consultant must provide the required documentation such as the daily wage records for the people
he/she hired, demonstrating the work performed by the employees. Consultants should also sign wage
records for the individuals they hired.

Reminder

The CFB will request a contract documenting the consultant’s fees and his/her expenditures,
including the approximate number of people to be hired and their rate of pay.

A third option is to pay campaign workers in cash. However, under State Law, cash payments in excess
of $100 are prohibited. It is important to keep daily wage records for employees as well as documenta-
tion for cash withdrawals and re-deposits of any excess cash. You must also be able to document the
purposes of every cash expenditure.

IV. POST-ELECTION SPENDING

If your campaign has received public funds, you are allowed to make very limited post-election expendi-
tures for routine activities involving nominal costs associated with winding up a campaign and respond-
ing to the post-election audit, including:

@ Payment of rent and outstanding utility bills.

« Payment of taxes and other reasonable expenses for compliance with applicable tax laws.

« Payment of interest from loans.

47
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Reasonable payment of staff salaries.

Reasonable moving expenses related to closing the campaign office.

“Thank you” notes to contributors, staff, and campaign volunteers.

A post-election event for staff, volunteers, and/or supporters held within 30 days of the election.
A holiday card mailing to contributors, campaign volunteers, and staff.

Expenses incurred to prepare for and participate in the post-election audit.

The following post-election expenditures are prohibited:

Post-election mailings other than those mentioned above.
Contributions to other campaigns, organizations, or clubs.

Bonuses or gifts to staff or volunteers (unless previously agreed to in a contract upon hire and not
conditional on the receipt of public funds).

Computer hardware, software, and other office technology purchased less than two weeks before
the date of a primary election, in the case of a candidate who is opposed in the primary election,
or two weeks before the date of a general election, in the case of a candidate who was not opposed
in a primary election.

Spending for transitional and inaugural activities (discussed in Chapter XI).

V. RECORDKEEPING FOR EVERYDAY EXPENDITURES

If your campaign is hiring or retaining an individual or entity for work that will total over $1,000, you
must write up a detailed agreement, contract, invoice, or receipt. The key to any piece of expenditure
documentation from a vendor is itemization and detail. This includes:

&

&

&

The date the vendor was retained or the goods or services provided.
The vendor’s name and address.
The amount of the expenditure.

A detailed description of the goods or services provided.
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Date:

ABC PRINTING, INC.
123 Broadway
New York, NY 10001

INVOICE # 183-842

January 15, 2007

Bill to: Paine 2009

555 West 20th Street
New York, NY 10011

Quantity Description Rate Amount
1,000 Palm cards—double-sided, 4-color process $ 0.35ea. $ 350.00
1,000 Pamphlets—tri-fold, black and white $ 0.20ea. $ 200.00

5 4’ x 8 banner $250.00 ea. $ 1,250.00
5,000 Personalized letterhead, “Paine 2009” $ 0.11ea. $ 550.00
Total: $2,350.00

Notice the itemization and detailed description of the purchase. It is clear exactly what you are getting

and how much you are paying for each item.

The next example is not acceptable because there is not enough detail or itemization.

Date:
Bill to:

ABC PRINTING, INC.
123 Broadway
New York, NY 10001

INVOICE # 183-842

January 15, 2007
Paine 2009

555 West 20th Street
New York, NY 10011

Description

Amount

Printing
Total:

$ 2,350.00
$2,350.00
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If the documentation from a vendor does not meet these requirements, you must create an additional
contemporaneous record containing the necessary information that is signed by your vendor and your
treasurer or other representative of the campaign at the time the services are rendered.

If your campaign pays a vendor more than $5,000 over the course of the election cycle for goods or
services, you must find out if the vendor used a subcontractor for any part of delivered goods or services.
Ask the vendor to complete this subcontractor disclosure form:

Subcontractor Disclosure Form

Committee Name:

As a candidate in the New York City Campaign Finance Program, I am required to report information
about subcontractors who are paid more than $5,000. A subcontractor is anyone who a vendor pays for

goods or services provided through the vendor to my campaign.

Vendor Name:

Vendor Address:

Did you use subcontractors? Yes No

If yes, was there more than $5,000 worth of goods or services subcontracted?  Yes No

If yes, please complete the following information:

Subcontractor Name:

Subcontractor Address:

Services Provided:

Cost of Services Provided:

Subcontractor Name:

Subcontractor Address:

Services Provided:

Cost of Services Provided:

Vendor Signature: Date:

Name:

Title:

Let the vendor know about this form before you contract any work with him/her. The form asks the
vendor to disclose the subcontractor’s name, address, the types of services provided by the subcontractor,
and the costs of the services provided by the subcontractor — the information a campaign must report on
its disclosure statement. The subcontractor disclosure form should be kept with the documents you keep
related to the primary vendor (see Example 3.8).
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Example 3.8

Paine 2009 enters into a contract with ABC Campaign Consulting for $20,000 to develop and print litera-
ture for the campaign. Because the amount exceeds $5,000, the committee must give ABC Campaign
Consulting a subcontractor disclosure form to disclose any use of a subcontractor.

ABC Campaign Consulting designs the literature and pays Kew Gardens Printing $8,000 to print
the literature. Because ABC Campaign Consulting hired Kew Gardens Printing to complete the
original order, ABC Campaign Consulting discloses Kew Gardens Printing as a subcontractor using
the subcontractor disclosure form. The committee keeps the subcontractor disclosure form with the
contract and a copy of the payment check used to pay ABC Campaign Consulting. Paine 2009 must
also disclose Kew Gardens Printing as a subcontractor in its next disclosure statement.

Reminder

If your campaign contracts over $5,000 worth of services and the vendor did not use a
subcontractor, you should still obtain a subcontractor disclosure form from the vendor
confirming that a subcontractor was not used (by checking “no” on the form).

Compliance Alert

Campaigns can reach the $5,000 minimum in a single payment or over several payments.
In general, whenever a vendor is going to be paid more than $5,000 in goods and services,
ask if work will be subcontracted and if so, get a completed subcontractor disclosure form.

Compliance Alert

In addition to the subcontractor disclosure form, subcontractors must be entered in
C-SMART and reported on disclosure statements.

You must keep originals and copies of expenditure documentation throughout the election cycle, and
documentation must be obtained at the time the liability is incurred. If at any time you become aware
that an invoice or contract is missing or incomplete, you may obtain or request a new invoice or contract
from the vendor or consultant, or if necessary, create a new record or modify an existing record, provided
the new or modified record is clearly identified as new, modified, or recreated. In addition, you must
provide a signed, dated, and notarized statement from a campaign representative with first-hand know-
ledge explaining the circumstances surrounding the need to obtain or create the modified record.

All expenditure documentation must be contemporaneous and reported when the liability is incurred.
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Compliance Alert

Under no circumstances should you create a post-dated invoice or contract. Submitting
recreated or altered invoices or contracts to the Board without clearly marking them as
recreated or altered is fraud.

For expenditures made with committee check or debit cards, keep:
# Originals and copies of all itemized bills and invoices with the check number (if paid by check),
statement number, and C-SMART transaction ID written on them.
# Bank statements showing expenditures posting to the bank account.

@ The front and back of canceled committee checks or a legible scanned image of the front and back
of canceled committee checks.

For petty cash expenditures, keep:
@« Copies of each canceled check (made out to “cash”) or ATM receipt used to withdraw money from
your campaign’s account, demonstrating how much was the deposited into the petty cash fund.
« The payee’s name, the date of payment, the amount, and the purpose.
@ All corresponding receipts for the expenditure.

Remember to keep a record of all petty cash expenditures in a petty cash journal (C-SMART has a jour-
nal built into the software).

For expenditures made with a credit card keep (see Example 3.9):
# Originals and copies of all itemized bills and invoices from the vendors with the credit card num-
ber, statement number, and C-SMART transaction ID number written on them.

@ Originals and copies of itemized monthly statements from credit card companies with the
C-SMART transaction ID number written on the credit card statement next to each purchase
(see sample below).

« The front and back of the canceled committee check used to pay the credit card bill.

Remember to report the individual purchases, not the payment to the credit card company (see
Chapter V for more information on disclosing expenditures).
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Statement number
generated by C-SMART

\

American Express

Grande for Council
Account Number: 1236547895412

Date Due: January 15, 2009 l
Ollie’s Office Supplies December 1, 2008 $ 1,000 5[17
Astoria Graphics December 12, 2008 $ 500 5|22
RadioShack December 20, 2008 $ 200 S | 3b

I
|

Don’t forget to write the statement Transaction ID number
number and transaction ID number next generated by C-SMART
to each item on the credit card statement

(and on each associated receipt)!

Example 3.9

Shirley Baker, the treasurer for Grande for Council, purchased a fax machine using the committee’s
American Express card. The transaction was entered in C-SMART as a $200 fax machine purchased from
RadioShack. When she received the statement from American Express the following month, she paid it
using a committee check.

Shirley must keep the receipt from RadioShack, the American Express bill, and a copy of the front
and back of the committee’s canceled check to American Express. She must also write the state-
ment number and C-SMART transaction ID numbers on the receipt from Radio Shack and the credit
card statement from American Express.

For refunded expenditures:
% Keep a copy of the receipt from the refund (including any explanation for or correspondence
about the refund).

@ If the refund was issued by a check, keep a copy of the front and back of the canceled refund check
as well as the bank statement showing the deposit of the refund.

@ If the refund was issued by electronic transfer, keep the bank statement showing when the elec-
tronic transfer took place.

@ [f the refund was issued in cash, deposit the refund into the committee’s bank account and keep a
copy of the deposit slip and the bank statement showing the refund posting to the account.
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For advances, keep:

@ A copy of the receipt from the purchase or bill that you are reimbursing.

@ A copy of the advance repayment voucher from the advancer with the date of purchase, name of
the vendor, and the amount advanced.

@ A copy of the canceled committee check used to reimburse the person making the advance.

« For reimbursements for the use of a car, keep the mileage log and your method for calculating the
reimbursement.

For fundraisers, keep:

@ Detailed record of each fundraising event indicating the date and location of the event.
@ Originals and copies of receipts or invoices related to the event.
« Names of person(s) and/or organization(s) hosting the event.

@ Itemized list of all expenses for the event including the venue, caterer, entertainment, and employees.

For contributions to other campaigns, political committees, and constituted party committees, keep:

@ The front and back of the canceled check used to make the contribution.

Political Advertisements and Literature

No candidate has ever won an election without publicizing his or her name. With that in mind, maintain
originals and copies of your campaign’s:

@ Advertisements

@ Pamphlets

@ Circulars

@ Flyers

® Palm cards

« Brochures

@ Letterhead

Also, keep a schedule of all radio and television time purchased and scripts used.

Reminder

Remember to keep the invoices, contracts, and payment checks associated with the
purchase and subsequent distribution of any literature and advertisements!
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When hiring staft or a consultant, you must write up a detailed employment agreement at the time the

employee or consultant is hired. It must include:

# Name and address of the employee or consultant.

&

Detailed description of the services.

&

&
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RECORDKEEPING FOR WAGES, SALARIES, AND CONSULTING FEES

# Dated signatures of the employee/consultant and the candidate or treasurer.

You must keep evidence to show that the work detailed in the employee agreement was actually per-
formed, such as time records, phone records, and/or samples of work product.

You must document payment to employees of your campaign. There are three different types of records,

depending on the employee’s position in the campaign:

@ A daily wage record, for employees hired to work on a specific day such as Election Day.

@ A weekly wage record, or timesheet, for part-time staff or those who will be paid at an hourly rate.

« An employee contract is required for full-time staff employees.

Sample of a
Weekly Wage Record

Paine 2009:
Weekly Wage Record

Social Security Number: 621/ 40 | 5185
Phone Number: _(718) 264-3125
Period Covering: _8/24/09 — 8/30/09

Employee Name: _Kevin Johnson

Home Address: _401 New Lots Avenue

Brooklyn, NY 11207

Salary/Wage: $ 10.00 per:/l;r(;lrlri]\day (circle one)

Sunday Monday Tuesday | Wednesday | Thursday Friday Saturday
Date 8/24 &/25 8126 &/27 8/28 8129 8150
Time In: 12 pm. 5 p.m. 5pm. 5pm. 5pm. 5 p.m. 12 p.m.
Time Out: G p.m. 9 pm. 9 pm. 9 pm. 9 pm. 9 pm. 6 p.m.
] e |+ |« | < |+ |« e
Duties Handing out palm cards by 3 train station on New Lots Avenue and distributing
Performed literature to residents along New Lots Avenue and Van Siclen Avenue.
amoune | $220
Verification

1 affirm I have performed the duties, worked the hours, and received the salary amount listed above.

M/\/UY\%MW\ 50107 \/M w X!%O

! tmplnyee Signw " Date reasurer Signature Date

0%

\

For Committee Use Only
Paid: by cash or check (circle one) Check Number:

Paid for by (Committee or Third Party Vendor)

55

Amount of the wages, salary, or consulting fees and how they will be paid (e.g. hourly, weekly, monthly).

Date(s) on which the work will be performed or the period for which the individual is being retained.
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Reminder

When writing up a contract, include everything the employee is going to do for your
campaign. It is not enough to write just the employee’s job title. Only you know what your
campaign manager, for example, does; the CFB does not! Different campaigns give their
campaign managers different responsibilities. For all contracts, include specific duties
and responsibilities for the employee and make sure it is detailed.

Compliance Alert

As with your expenditure documentation from vendors, do not create post-dated employee
invoices or contracts. Submitting recreated or altered invoices or contracts to the Board
without clearly marking them as recreated or altered is fraud. Also, if you hire an employee
after he/she volunteered for the campaign, you cannot pay her for the work he/she did as
a volunteer if you receive any public funds (see Example 3.10)

Example 3.10

Herman Lopez volunteered for Grande for Council beginning January 2008. On July 1, 2008, Grande for
Council decided to hire Herman as a full-time employee.

Even though Herman was a volunteer for the campaign at the time he was hired, the contract with
Herman must begin on July 1, 2008. Further, the campaign cannot pay him for the time he was a
volunteer.

Don’t Forget:

« Even if your campaign decides to use a payroll service to pay employees, all wages have to
be entered into C-SMART and reported in your disclosure statements.

@ Keep a copy of each employee’s W-2 or 1099 forms, as well as copies of the canceled
checks used to pay their wages.

@ If a person takes on additional duties other than those originally stipulated in his/her
contract, create an amendment to the original contract stating that it is an extension of the
original contract to cover the additional duties. This should be done contemporaneously and
be very detailed!

# |f an employee is let go prior to the end of his/her contract, try to obtain a termination letter
signed by the employee and the candidate or treasurer.



Chapter 3— Expenditures

Vil. RUNNING AS A NON-PARTICIPANT

Candidates running as non-participants are not required to observe the spending limits.

VIIl. WHERE TO FIND IT

Further explanation regarding the information presented in this chapter can be found through referenc-
ing the following:

«® Campaign spending: Campaign Finance Act §3-706; CFB Rules, Chapter 1, rule 1-08;
Final Determination No. 2003-3 (September 12, 2003)

@ Spending public funds: CFB Rules, Chapter 3, rule 3-04; Final Determination No. 2003-4
(October 30, 2004)

@ Records to be kept: CFB Rules, Chapter 4, rule 4-01
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1V
Public Funds

The New York City Campaign Finance Program provides generous public matching funds to eligible Program
participants: over $24,000,000 in public funds was distributed in the 2005 election cycle. Receiving public funds is
an enormous responsibility for campaigns and requires due diligence since they must account for every public dollar
they receive, as well as follow the rules and requirements of the Program. This chapter is designed to give you a
comprehensive overview of public funds, from eligibility to post-election repayments and payments.

I.  ELIGIBILITY FOR PUBLIC FUNDS

Your campaign must fulfill the following requirements before they are eligible to receive public funds:

« Be in compliance.

@ Meet a two-part threshold.

@ File a Certification form on or before June 10, 2009.

« Be on the ballot and be opposed by another candidate on the ballot.

@ Repay any debt owed to the CFB from a previous election.

# File a financial disclosure report with the New York City Conflicts of Interest Board (COIB) and

submit a copy of the certification receipt indicating proof of compliance from the COIB.

The COIB certification receipt has a raised seal and is different from a regular receipt. Contact the COIB
at (212) 442-1400 with any questions.

Compliance

You must be in compliance with the CFB’s rules and requirements throughout the election cycle, including:

@ Accurately reporting all contributions and expenditures.

# Maintaining documentation of contributions and expenditures and providing them to the CFB
upon request.

@ Filing disclosure statements in a timely and complete manner.

@« Not being in violation of any part of the law, such as contribution and expenditure limits.
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Threshold

You must meet a two-part threshold to demonstrate a minimal level of support within the community.
Meeting threshold includes:

1) Raising a certain amount of money in matchable claims

2) Collecting a minimum number of matchable contributions of $10 or more from individuals within
the area the candidate seeks to represent

Table 4.1: 2009 Threshold Requirements

Office Part 1: Dollar Amount Part 2: Number of Contributors
Mayor $250,000 1,000 New York City residents
Public Advocate $125,000 500 New York City residents
Comptroller $125,000 500 New York City residents
Borough President*
Bronx $ 26,653 100 Bronx residents
Brooklyn $ 49,307 100 Brooklyn residents
Manhattan $ 30,744 100 Manhattan residents
Queens $ 44,588 100 Queens residents
Staten Island $ 10,000 100 Staten Island residents
City Council $ 5,000 75 district residents

*  The dollar amount threshold for borough president candidates is based upon the population of the borough.

Part 1: Dollar Amount

The CFB uses disclosure statements to measure your progress toward threshold. After each disclosure
statement’s review by the CEB, you will receive a threshold report demonstrating your status regarding
meeting threshold.

The CFB does not take into account your campaign’s total contributions when calculating progress
toward threshold; it only looks at your valid matching claims. To understand the dollar amount require-
ment in more detail, please consider this hypothetical list of contributions:

Type of Contributor Amount of Contribution Mactsll:li::gf;; ?vt:fi?[llil;:::iiliind
Individual NYC resident $1,000 $175
Individual NYC resident $ 50 $ 50
Individual NYC resident $ 100 $100
Connecticut resident $ 100 $ 0
Individual NYC resident $ 500 $175
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Type of Contributor Amount of Contribution Mact(f:li::gﬁg (:vl:;:l(":[llil;:;;c(l)ltlnd
Individual NYC resident $4,950 $175
Individual NYC resident $1,500 $175
Individual NYC resident $ 10 $ 10
PAC $3,500 $ 0
Individual NYC resident $ 20 $ 20
Total: $11,730 Total: $ 880

The column on the left shows the type of contributor, the column in the middle shows the amount of
total contributions collected from that contributor, and the column on the right shows the amount that
can be claimed for match and counted toward threshold. Remember, only the first $175 of each eligible
contribution will be counted toward threshold and matched. Therefore, even though this hypothetical
campaign raised over $11,000, the column on the right shows that the total amount of matching claims is
less than $1,000, which is far below the threshold amount.

Part 2: Number of Contributors

The CFB does not count every contributor when determining whether you have met Part 2 of the thresh-
old. First of all, the contributor must have contributed at least $10. Second, for borough president and
City Council races, these contributors must be residents of the borough or Council District the candidate
seeks to represent.

Reminder

Do not forget to submit backup documentation to the CFB for every contribution claimed
for matching funds. Any invalid matching claims will not count toward meeting threshold.
The procedures for preparing and submitting backup documentation are covered in detail
in Chapter V.

When collecting contributions, keep in mind the following:

Get more than the minimum needed for threshold.
Meet threshold as soon as possible.
Stay in compliance.

Contributions that are not eligible to be matched with public funds will not count toward
threshold.

B wn o
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Compliance Visits

An auditor and your CSU liaison may visit your headquarters or the location at which your campaign
records are maintained before you receive public funds. The visit consists of an interview with the trea-
surer and review of your campaign’s financial records and documentation.

You will be asked to provide copies of certain documentation. These could include:

@

Advance repayment vouchers

Bank statements, including copies of deposit slips

Credit card statements

Consultant agreements

Documentation of the value of in-kind contributions
Employee contracts and wage records

Fundraising documentation, including a list of fundraising events with the date and location of each event
Invoices or receipts for expenditures made by the campaign
Lease agreements

Loan documentation

Merchant account statements for credit card contributions

Petty cash journal

The upshot to compliance visits:

The visits are also an opportunity to have a one-on-one conversation with the auditor and your
liaison about any questions and concerns you have related to compliance and the audit process.

You will be told in advance what paperwork to have available during the compliance visit.

You will also be asked about recordkeeping as another method of measuring your campaign’s level of
compliance. Some questions will be about procedures your campaign observes in connection with:

@

@

Fundraisers

In-kind contributions
Cash contributions
Credit card contributions
Prohibited contributions
Loans

Transfers

Qualified expenditures
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Additional preparation for your compliance visit

The auditor might ask the campaign about its procedures for refunding a $200 cash contribution.
The campaign should have established procedures for dealing with this situation and be able to
describe them to the auditor, as well as provide the auditor with documentation in connection
with the refund, showing that the internal procedure worked.

In general, campaigns are required to have adequate financial controls in place and must be
prepared to explain the nature of these controls.

Afterward, the auditor reviews the information and documentation from the visit. The auditor will con-
tact you if more information is needed and you will have an opportunity to respond to the notice (failure
to respond by the deadline could affect your public funds eligibility). If there are no outstanding issues, a
complete explanation of the auditor’s findings will be on your campaign’s next statement review.

Certification

Whereas submitting the FR registers your campaign with the CFB and allows you to submit disclosure
statements, the Certification form officially binds the candidate as a participant in the Campaign Finance
Program. It must be filed on or before June 10, 2009.

Certifications will be available for download on the CFB’s website in early spring 2009. You are encour-
aged to submit Certifications in advance of the June 10 deadline in case there are errors on the Certifica-
tion that have to be corrected.

If you file your Certification before the deadline, and then decide you do not want to join the Program, it
is possible to rescind your Certification, but only before the June 10th deadline! Contact CSU immedi-
ately for assistance with this.

Compliance Alert

Late Certifications will not be accepted. If a Certification is not hand-delivered to the
CFB or postmarked and mailed by June 10, 2009, the campaign will not be eligible for
public funds.

Helpful hints for completing the Certification:

1. Public funds disbursements will be made through direct deposit, so remember to provide
accurate information on the Certification about your bank account, including the current bal-
ance and opening date and attach a voided check (no starter checks) to the Certification.

2. Submit the Certification as soon as it becomes available, so you will have time to correct any
errors or omissions before the due date. Incomplete Certifications will not be processed.
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Reminder

Becoming a Program participant does not guarantee public funds payments.

Ballot Status

Candidates must be on the ballot and opposed by another candidate on the ballot in order to be eligible
to receive public matching funds.

If the BOE disqualifies you from the ballot:

# Your campaign will not receive public matching funds.

# Your campaign must notify the CFB in writing indicating its intention to appeal the disqualification.

@ Your campaign must also notify the CFB in writing if its disqualification was reversed on appeal.
If the BOE disqualifies all of your opponents from the ballot:

@ Your campaign will not receive public funds.

% You can notify the CFB in writing if any of your opponents’ disqualifications were reversed on
appeal and your campaign intends to seek public funds.

If you were temporarily on the ballot with opposition but were subsequently disqualified from the ballot
or if all of your opponents were disqualified from the ballot:

# Your campaign may submit a petition to the CFB for payment for expenses incurred during the
period in which you or your opponent(s) were on the ballot.

# The deadline for this written petition is 30 days after final disqualification.
If you or your only opponent is a write-in candidate:

@ Your campaign is not eligible to receive public funds.

# Your campaign must notify the CFB in writing and continue filing all necessary disclosure state-
ments.

Debt Repayment

If you ran in a previous election cycle and still have outstanding penalties or public funds repayments
from the previous campaign, you will not be eligible to receive any public funds payments for your cur-
rent campaign until the debt is satisfied.

You should not use your current campaign to repay debt from a previous election cycle as it will result
in a reduction in the amount of public funds your current campaign would be eligible to receive. There
are other payment options available to your campaign. One option involves opening a segregated bank
account in which you can deposit funds you raise specifically to pay off debts from a previous campaign.
Segregated bank accounts are discussed in detail later in this chapter. If you have outstanding debt,
please contact the CFB’s Legal Unit and speak to one of the staff attorneys to learn about the options
available to you to satisfy debt from a previous election cycle.
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Filing a Financial Disclosure Report with the COIB

Candidates running for office are required to file a financial disclosure report with the New York City
Conflicts of Interest Board. These reports ensure that there are no prohibited conflicts of interest between
a city official’s responsibilities and private interests.

You must provide the CFB with a copy of the certification receipt from the COIB as proof of compliance
with this requirement on or before July 31, 2009 to be eligible to receive public funds.

. MATCHABLE CONTRIBUTIONS VS. NON-MATCHABLE CONTRIBUTIONS

Matchable Contributions

Only monetary contributions from individual New York City residents are eligible to be matched with
public funds.

A participant may be eligible to receive public funds at a matching rate of $6 in public tax dollars for
every $1 contributed to his/her campaign from an individual New York City resident. Up to $175 of each
contribution is eligible to be matched, for a maximum of $1,050 per contributor.

For money order contributions, only the first $100 will be eligible for match, although you can receive up
to the contribution limit.

For cash contributions, since you can only receive up to $100 in cash from a contributor, only up to $100
will be eligible for match.

Non-Matchable Contributions

Contributions that are legal but are not eligible to be matched with public funds include:

# Contributions from individuals who are not New York City residents.
# In-kind contributions.

# Contributions from temporary or one-time paid employees of the campaign (see Example 4.2)
because they are considered to be vendors rather than employees of your campaign.

@ Contributions from minors (under 18 years of age).
@ Contributions from campaign vendors.
# Contributions from registered political committees, unions, and sole proprietorships.

@ Contributions from individuals doing business with the city.

These types of contributions are described in more detail in Chapter II.

Example 4.2

Grant for Council accepts a $100 contribution from Herman Lopez and claims that contribution for matching
funds. In July 2008, Herman is hired to pass out literature on Election Day and is paid $100.

Since Herman was issued a one-time payment for his work, his contribution is no longer eligible to
be matched with public funds and the committee should withdraw that matching claim.
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Also, a contribution is not matchable if it is in the form of:
@ The purchase price paid for an item with significant intrinsic and enduring value (i.e., such as a
good or service provided by the campaign).
@ The purchase price paid for or otherwise induced by a chance to participate in a raffle, lottery or

similar drawing for valuable prizes.

In other words, if a contributor is essentially getting back his/her money in the form of a valuable good, ser-
vice, or opportunity to win such a good or service, the contribution cannot be matched with public funds.

The following goods and services that are frequently offered by campaigns to would-be contributors in
the normal context of the campaign are not considered valuable and do not prevent a contribution from
being matchable:

# Limited food and beverages

@ Limited musical or other entertainment

« Campaign literature

® Campaign buttons

@ Campaign t-shirts

@ Other campaign paraphernalia

Normal campaign items do not pose an issue for the matchability of contributions because they do not
have significant intrinsic and enduring value.

Please contact the Candidate Services Unit in advance if you are planning to hold a fundraising event that
raises concerns about whether the contributions received will be matchable.

lll. PUBLIC FUNDS PAYMENTS

The maximum a participant can receive in public funds per election is 55% of the applicable spending
limit (see Table 4.3).

Table 4.3: Maximum Public Funds

Mayor Public Advocate Comptroller Borough President City Council

$3,386,900 $2,117,500 $2,117,500 $762,300 $88,550

Public funds payments will be capped at 25% of the maximum if your opponent has not raised or spent
more than 20% of the spending limit. In order to receive additional public funds, your campaign may
submit a signed, certified statement explaining the necessity for additional public funds and that one or
more of the following conditions apply:

@ The participant is opposed by a non-participant or limited participant and can provide a factual
basis demonstrating the non-participant’s or limited participant’s ability to self-finance.

# The opposing candidate has received (i) the endorsement of a citywide or statewide elected official
or a federal elected official representing all or a portion of the area covered by the election; (ii) two
or more endorsements from other city elected officials who represent all or a part of the area
covered by the election; or (iii) endorsements of one or more membership organizations with a
membership of over 250 members.
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# 'The opposing candidate has received 25% or more of the vote in an election for public office in an
area encompassing all or part of the area that is the subject of the current election in the last eight
years preceding the election.

@ The opponent’s name is substantially similar to the candidate’s so as to result in confusion among voters.

# The opposing candidate is a chairman or president of a community board or district manager of a
community board (applicable only for borough president or City Council campaigns).

# The opposing candidate’s spouse, domestic partner, sibling, parent or child holds or has held elective
office in an area encompassing all or part of the area of the covered election, in the past ten years.

@ The opposing candidate has had significant media exposure in the twelve months preceding the election.

A word on significant media exposure

“Significant media exposure” —for the purposes of demonstrating additional public funds are
needed —means your opponent or his/her name must have appeared on TV or radio or in print
media in general circulation in the area of the covered election at least 12 times in the year before
the covered election. However, if your opponent’s name merely appears in a list of candidates or
potential candidates for the covered election without any information about him/her, that does not
count toward the significant media exposure requirement.

These conditions must reasonably demonstrate the need for additional public funds and you must submit
documentation demonstrating such conditions. The statements and documentation will be published
on the CFB’s website and the Board will verify the truthfulness of any submitted material.

A campaign will also be eligible to receive additional public funds if the candidate is opposed in a primary
or special election for an open seat (i.e., where there is no incumbent seeking re-election).

The Bonus Situation

The “bonus situation” helps Program participants who are opposed by well-financed non-participants by
matching their contributions at a higher rate, increasing the maximum amount of public funds they can
receive, and raising their spending limit. You can qualify for the bonus if:

1) An opponent is a non-participant.

2) Your non-participating opponent either raises or spends at least half of the spending limit for your office.
The CFB will review disclosure statements to see if the bonus situation is warranted and will notify you if
your opponent triggered the bonus. You may also petition the Board if you believe your non-participating
opponent has triggered the bonus. A petition for a bonus determination must:

# Be sworn to or affirmed.
# Indicate the participant or limited participant on whose behalf it is being submitted.

@ Specify what information has been omitted from or is inaccurate on disclosure statements filed by
the non-participant with the CFB and/or the Board of Elections.

« Identify specific fundraising and/or spending by the non-participant that is alleged to have occurred
since the end of the last reporting period.

@ Include relevant names, dates, and amounts of contributions to and expenditures on behalf of the
non-participant, including in-kind contributions and information about the fair market value of
goods and services.
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# Contain information about statements by the non-participant, his or her agents, or authorized
representatives, and any other relevant information, if applicable.

A non-participant’s failure to file required disclosure statements may be sufficient reason for the Board to
make a bonus determination.

A petition for a bonus determination must be filed by the due date of the last disclosure statement for the
election.

There are two tiers of bonus.

Tier 1

Tier 1 of the bonus situation is triggered if the non-participating opponent candidate has raised or spent
over half the applicable spending limit. The CFB will match your contributions from individual New York
City residents up to $1,250 per contributor. The maximum amount in public funds you may receive will
be raised from 55% to two-thirds of the original spending limit. In addition, your campaign’s spending
limit will be increased by 50%.

Tier 2

Tier 2 of the bonus situation is triggered if the non-participating opponent candidate has raised or spent
over three times the applicable spending limit. The CFB will match your contributions from individual
New York City residents up to $1,500 per contributor. The maximum amount in public funds you may
receive will be raised from 55% of the original spending limit to 125%. Additionally, your campaign’s
spending limit will be removed entirely.

Table 4.4: Bonus Matching Funds

. Trigger Maximum Expenditure
Office Matching Rate Amount’ Public Funds Limit

regularly $6-to—$1 — $3,386,900 $6,158,000

Mayor Tier 1 $714* —to-$1 $3,079,001 $ 4,105,333 $9,372,000
Tier 2 $8.57* —to—$1 $18,474,001 $ 7,697,500 no limit

. regularly $6-to—-$1 — $ 2,117,500 $3,850,000

P“'C’I‘C Af"‘;lcate/ Tier 1 $7.14*—to—$1 $1,925,001 $2,566,667 $5,775,000
omptrotler Tier 2 $8.57* —to—$1 $11,550,001 $4,812,500 no limit

Borouch regularly $6-to-9$1 — $ 762,300 $1,386,000

Presid 8 . Tier 1 $7.14* —to-$1 $693,001 $ 924,000 $2,079,000
residen Tier 2 $8.57* —to—$1 $4,158,001 $1,732,500 no limit

regularly $6-to—-$1 — $ 88,550 $ 161,000

City Council Tier 1 $7.14* —to-$1 $80,501 $ 107,333 $ 241,500
Tier 2 $8.57* —to—$1 $483,001 $ 201,250 no limit

#*

These are approximate matching rate formulas. The CFB will match up to $175 given by each eligible contributor
based on the applicable bonus matching rate, bringing the maximum public funds available per contributor up
from $1,050 to $1,250 for Tier 1 and $1,500 for Tier 2.
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Reminder

The bonus situation is triggered for a single election at a time. For example, you will
not receive bonus matching funds or a higher spending limit in the general election just
because you received them for the primary election; a non-participating opponent would
have to trigger the bonus situation for the general election separately.

Public Funds Disbursements

The first disbursement will not occur until after the BOE conducts its hearings on ballot petitions and
challenges and the ballot is set. Three additional payments will occur within the 30 days prior to the
primary election and another three payments will be scheduled within the 30 days prior to the general
election. There are certain disclosure statements in which payments will occur within four (4) business
days after the statement’s deadline. In order to receive a public funds payment within this four-day
turnaround period, your disclosure statement and backup documentation must be filed with the
CFB by close of business on the statement’s due date.

Table 4.5: Disbursement Calendar

2009 Election Payment Dates "[Ill::;?l(giﬁs];aslcls) S;Z:ig?et:::zt Payment Type

1st Week of August* #9 Primary Election (PE)
August 20, 2009 #10 Primary Election (PE)
Payment TBD't Primary Election (PE)
September 11, 2009 #11 Primary Election (PE)
October 1, 2009 #12 General Election (GE)
October 8, 2009 #13 General Election (GE)
Payment TBD't General Election (GE)
October 29, 2009 #14 General Election (GE)

=

* Public funds payments will not be paid until after the BOE conducts hearings on ballot petitions.

T An additional payment will be scheduled in this period (not associated with a particular disclosure deadline).

If you are not eligible for public funds, the Board will send a written notice specifying the basis for any
non-payment. Your campaign has the opportunity to petition the Board for reconsideration. Some of the
reasons for ineligibility include:

@ Failure to meet criteria for eligibility, e.g., threshold.

« Failure to demonstrate compliance with the Act or Rules.

@ Failure to pay penalties or repayments of public funds owed to the Board from a previous election.
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Important Payment Information:

« Fix invalid matching claims as soon as possible. If you do not qualify for public funds before
the last payment date prior to the primary election or general election, you will not receive
another payment until the post-election audit is finished (if eligible at that time).

@ The law requires the CFB to withhold 5% of your eligible public funds payment until the final
payment before the election.

@ |f you choose not to use all or part of the public funds received, you should return the money
by writing a check to the “New York City Election Campaign Finance Fund.” However, you
cannot get public funds back once the money is returned.

= |f you do not wish to receive public funds, notify the CFB in writing and payment will not be
issued.

Deductions from Payments

The following transactions are deemed to consist entirely of contributions claimed to be matchable, and
thus may reduce your campaign’s public funds payment and affect its payment calculations:

« Transfers or disbursements from your 2009 committee to another committee controlled by the
candidate that is not involved in the 2009 elections.

# Expenditures made to pay expenses for or stemming from debt from a previous election, including
payments of penalties and public funds repayments.

@ Loans to, or spending for, other candidates or political clubs that are not reimbursed within 30
days, unless you can show that the expenditure was made for a tangible item (such as an advertise-
ment in a fundraising journal) that directly promotes your candidacy.

« Contributions to political committees unless you demonstrate that you have enough non-matchable
contributions to exceed the total amount of contributions you made, provided the total amount of
contributions you made does not exceed:

+ $10,000 for mayor, public advocate, and comptroller campaigns
« $5,000 for borough president campaigns
« $3,000 for City Council campaigns

Example 4.3

Paine 2009 contributes $4,000 to candidate Louis Morris’s mayoral committee. Since Paine 2009 is a
city council committee, and the $4,000 contribution exceeds the limit of $3,000 for city council candi-
dates, Morris’s matching claims will be reduced by $1,000, resulting in a reduction of public funds.

Remember, with the 6:1 ratio, Paine loses $6,000 in public funds ($1,000 x 6) because he exceeded
the allowable limit.
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Avoiding Public Funds Deduction: Segregated Bank Accounts

If you want to make contributions to other political committees, spend money on behalf of another
candidate, or pay debt from a previous election, you may set up a separate bank account to avoid a public
funds deduction. This account must be documented and reported as a segregated bank account under
your current committee’s name.

Contributions received and deposited into a segregated account will not be matched with
public funds.

When you solicit contributions intended for a segregated bank account, the contributor must sign a
special segregated account contribution card. The segregated account contribution card must include the
following affirmation statement:

“I understand that this entire contribution will be used only (i) to pay expenses or debt from a
previous election; (ii) by the candidate for an election other than the election for which this
contribution is made; or (iii) to support candidates other than the candidate to whose campaign
this contribution is made, political party committees, or political clubs. I further understand that
this contribution will not be matched with public funds.  understand that State law requires that a
contribution be made in my name and be from my own funds. I hereby affirm that this contribution
is being made from my personal funds, is not being reimbursed in any manner, and is not being
made as a loan.”

The affirmation statement informs
the contributor why money is being

Segregated Account/Non-Matchable Contribution Card
deposited into a segregated account

and that it will not be matched Wlth Commirtes Nama
ublic funds.
p To comply with Campaign Finance Reporting Rules, Q Cash
. . please give the following information: 2 Money Order #
A segregated account contribution
3O Check 2

In the ameount of

card looks like this:

Narna

Heme Address

City/State/Zip

Employer

Occupation

Business Address

I understand that this entire contribution will be usad by the candidata only (i) to pay
expenses or debt from a previous election; (i) by the candidate for an election other
than the election for which this contribution is made; or (i) to suppert candidates
other than the candidate to whose campaign this contribution made, political party
committees, or political clubs. | further understand thar this contribution will not be
matched with public funds.

| understand thar Stare law requires thar a contribution be in my name and be from my
awn funds. | hereby affirm that this contribution is being made from my personal funds,
is not being reimbursed in any manner, and is not being made as a loan.

Contributcr’s Signature Date of Contribution
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Compliance Alert

Segregated account contribution cards must be collected for every contribution to the
segregated account, including check contributions.

Compliance Alert

Do not deposit contributions into the segregated account that are meant to be deposited
into the primary bank account, or vice versa.

Reminder

Transactions involving the segregated bank account must also be reported in C-SMART.
Call your CSU liaison for help in reporting contributions to a segregated bank account in
C-SMART.

For contributions to a segregated bank account, you must maintain the following documentation:

@

Copies of checks

Copies of money orders

Originals and copies of segregated bank account contribution cards
Copies of deposit slips

Bank statements for the segregated bank account

For expenditures made from a segregated bank account, you must maintain the following documentation:

@

@

@

Originals and copies of invoices or receipts for each expenditure
Copies of the front and back of canceled checks

Bank statements for segregated bank account

Suspension of Public Funds Payments

Certain violations may result in the immediate suspension of public funds payments. Such violations
include, but are not limited to:

@

@

Failing to file or filing a late disclosure statement.

Accepting prohibited contributions.

Exceeding the contribution or expenditure limits.

Failing to provide a receipt showing compliance with the COIB financial disclosure requirement.
Failing to provide acceptable backup documentation.

Failing to repay funds owed to the CFB from prior elections.

Material misrepresentation, including but not limited to fraudulent backup documentation,
matching claims, and expenditures.
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Reminder

If you exceed the expenditure limit, you may be required to return all public funds received,
even if you have already spent the funds.

IV. SPENDING PUBLIC FUNDS: QUALIFIED & NON-QUALIFIED EXPENDITURES

Receiving public funds can provide a significant financial boost to your campaign. However, not every-
thing your campaign purchases can be paid for with public funds.

Qualified Expenditures

A qualified expenditure is any expenditure that can be paid for using public funds. Qualified expendi-
tures are expenditures incurred in the 2009 calendar year to further the candidate’s nomination
or election and must be paid for using a committee check, committee debit card, committee credit
card, or an advance of a single purchase over $250.

Qualified expenditures include, but are not limited to:

# Rent for the campaign office

@ Time for television and radio broadcasts

@ Print advertisements

« Establishment and maintenance of a website

«® Campaign literature

# Fundraising costs

# Mailings

@ Staff salaries

# Payment to consultants to assist with fundraising and/or compliance
« Compliance with the CFB

@ Reimbursement of an advance of a single purchase in excess of $250

Compliance Alert

The dollar amount of your campaign’s qualified expenditures must equal or exceed the
amount of public funds it received. If your campaign cannot document sufficient qualified
expenditures to account for all the public funds it received, the difference must be repaid
to the Public Fund.

Compliance Alert

All qualified expenditures must be documented properly. See Chapter lll to review
recordkeeping requirements for expenditures.
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Non-Qualified Expenditures

Non-qualified expenditures are expenditures that cannot be paid for using public funds. These expendi-
tures include, but are not limited to, the following:

@

@

@

Expenditures made before January 1, 2009 or after December 31, 2009.

Expenditures that are not reported in the appropriate disclosure statement.

Expenditures for which proper records were not kept at the time the transaction took place.
Expenditures paid for in cash.

Payments to the candidate or a spouse, domestic partner, child, grandparent, parent, grandchild,
brother, or sister of the candidate; or spouse or domestic partner of such child, grandchild, parent,
grandparent, brother, or sister; or to a business entity in which the candidate or any such person
has a 10% or greater ownership interest.

Illegal or otherwise prohibited expenditures.
Expenditures for any purpose other than the furtherance of the participant’s nomination or election.
Payments above the fair market value of goods or services received.

Expenditures that are made after any of the following: a BOE declaration that the candidate’s
petitions are invalid, a candidate’s removal from the ballot, or the removal of all other opposing
campaigns from the ballot.

Expenditures made primarily for the purpose of expressly advocating a vote for or against a ballot
proposal, unless made also to further the participating candidate’s nomination for election.

Payment of any penalty or fine imposed due to any violation(s) of local, state, or federal law.
Litigation related to ballot petitions.

Contributions, transfers, or loans to other candidates or committees.

Gifts.

Spending related to the canvassing of election results.

V. POST-ELECTION PUBLIC FUNDS REPAYMENTS AND PAYMENTS

Your campaign will be required to repay public funds if:

&

@

@

@

You did not make or document enough qualified expenditures.
You are disqualified from the ballot.
You received more public funds than you were entitled to receive.

You have unspent campaign funds left over after the election.

“Unspent campaign funds” is money left over after the election is finished, and is calculated by subtract-
ing the sum of your campaign’s receipts from the sum of its expenditures. The Audit Unit may make
adjustments to this calculation, such as:

@

@

@

Reported expenditures for which checks remain uncashed, or debits that do not appear on bank
statements.

Expenditures that are not campaign-related.

Improper post-election spending.
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Post-Election Public Funds Payments
If your campaign is eligible, post-election public funds payments will occur at the conclusion of the post-
election audit. In order to receive a public funds payment after the post-election audit, your campaign must:
# Have valid matching claims for which public funds were not yet received.
® Have documented outstanding liabilities.
# Not have a public funds repayment obligation due to unspent campaign funds.
« Have sufficient documented qualified expenditures to cover the post-election payment amount.
«® Remain in compliance with the Program.

If your campaign meets these requirements, you may receive a public funds payment equal to the lesser of
the following (less any penalties owed to the Board):

# Your remaining valid matching claims.

&

Your documented and reported outstanding liabilities.

# Your documented qualified expenditures.

@ The deficit in your unspent campaign funds calculation.
To qualify for a post-election public funds payment, your campaign must submit bills or other documen-
tation of outstanding debt to show how the money will be spent. You then have 60 days after the final

public funds payment to show that the public funds were used to pay such outstanding debt, or you will
have to return the public funds.

The CFB will not make post election-payments based upon:

# Disclosure statement amendments or resubmissions filed after December 31, 2009.

@ Amendments or resubmissions to Disclosure Statement 16.

VI. WHERE TO FIND IT

Further explanation regarding the information presented in this chapter can be found in the following:

@ Definitions: Campaign Finance Act: § 3-702(3), § 3-702(5)

« Eligibility for public funds: Campaign Finance Act, § 3-703; CFB Rules, Chapter 2, rule 2-07
# Qualified campaign expenditures: Campaign Finance Act, § 3-704

@ Optional public financing: Campaign Finance Act, § 3-705

@ Public funds: CFB Rules, Chapter 5

@ Public fund repayments: Campaign Finance Act, § 3-710
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Disclosure

Everytransaction discussedin ChaptersllandIllimustbereportedtothe CFBindisclosure statements. These statements
detail a campaign’s financial activity during a given reporting period and are filed not only with the CFB but also with
the New York State and New York City Boards of Elections. Fortunately, C-SMART generates disclosure statements for
all three agencies. The procedures for filing the statements do vary and will be discussed in this chapter.

Compliance Alert

Complete disclosure statements must be filed with the CFB on time. Campaigns filing
late statements will be penalized for each day the disclosure statement is late, and any
matching claims reported in that disclosure statement could be invalidated.

Before going any further in this chapter, it should be made clear that in order to submit disclosure state-
ments you must submit a Filer Registration (FR) to the CFB and get C-SMART. Disclosure statements
will not be accepted unless your FR is on file and your campaign is using C-SMART. If you have not
submitted a FR, put the handbook down, call the Candidate Services Unit (CSU), and ask a liaison about
submitting a FR. Remember to continue reading this handbook once the FR is submitted.

Disclosure statements are scheduled throughout the election cycle. In the “off-years,” you must submit
these statements semi-annually, on January 15 and July 15. During the election year, however, the submis-
sions become much more frequent as the primary and general elections approach. Each statement covers a
period ending four days prior to the date on which the statement is due, so there is a window allowing your
campaign time to prepare and submit its disclosure statement. You should submit disclosure statements
early so your campaign has time to correct any problems that may arise before the statement deadline.

Reminder

Compliance and C-SMART trainings teach you how to prepare and submit disclosure
statements. Be sure to attend a training seminar well before your first disclosure statement
deadline.
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Table 5.1: 2009 Disclosure Statement Deadlines

Statement Number

Statement Due Date

Disclosure Period

1 7/17/2006 1/12/2006 - 7/11/2006

2 1/16/2007 7/12/2006-1/11/2007

3 7/16/2007 1/12/2007 - 7/11/2007

4 1/15/2008 7/12/2007 —1/11/2008

5 7/15/2008 1/12/2008 -7/11/2008

6 1/15/2009 7/12/2008 -1/11/2009

7 3/16/2009 1/12/2009 - 3/11/2009

8 5/15/2009 3/12/2009-5/11/2009
6/10/2009 Certification Deadline

9 7/15/2009 5/12/2009-7/11/2009 (PE/GE)

10 8/14/2009 7/12/2009 - 8/10/20091" (PE)

11 9/4/2009 8/11/2009 — 8/31/20091* (PE)

Daily Pre-Election Disclosure Daily 9/1/2009 -9/15/2009T (PE)

9/15/2009 Primary Election

12 9/25/2009 9/1/2009-9/21/20091" (PE)

13 10/2/2009 9/22/2009 —9/28/2009%" (GE)

14 10/23/2009 9/29/2009 - 10/19/2009%* (GE)

Daily Pre-Election Disclosure Daily 10/20/2009 — 11/3/2009% (GE)

11/3/2009 General Election

15 11/30/2009 10/20/2009 — 11/26/2009* (GE)

16 1/15/2010 11/27/2009 - 1/11/2010 (PE/GE)

T Candidates who are not in a primary election need not submit these disclosure statements, except they must file
Disclosure Statement #12 if they wish to be eligible for the first possible general election payment date.

* Candidates who are not in the general election need not submit these disclosure statements.

* Four-day turnaround payment dates.

(PE) Primary Election
(GE) General Election
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FILING PERIODIC DISCLOSURE STATEMENTS WITH THE CFB

There are two ways to file disclosure statements: online submission or disk submission.

Online Submission

The easiest way to file disclosure statements is through C-SMART’s Internet Delivery System (IDS). Filing
through IDS allows the candidate or treasurer to electronically sign the disclosure statement and send a
copy of the statement directly to the CFB. You can apply for IDS when you complete your Filer Registra-
tion (if you do not have IDS or are not sure if you do, call CSU for assistance). CSU will then give you a
default IDS password to enter when you are ready to submit your first disclosure statement. Remember,
the IDS password is case sensitive. C-SMART will then prompt you to enter a new password. The CFB
will not have your new password, and neither should anybody else except the candidate and the treasurer,
as they are the only ones authorized to file disclosure statements. Your submission will proceed once your
new password is entered.

In order for an online submission to be complete and timely, it must be processed by midnight of the due
date.

C-SMART has an excellent Help function that can help resolve any questions that may come up
when you are submitting your disclosure statement. If the C-SMART Help function does not
completely answer your question, contact your CSU liaison.

Disk Submissions

You also have the option of doing a disk submission. For a disk submission, C-SMART creates a .zip file
that will be downloaded onto a disk or CD. It also generates a paper copy of the disclosure statement that
the candidate or treasurer must sign and submit with the disk or CD.

In order for a disk submission to be complete and timely, the following must be either hand delivered to
the CFB by 5 p.m. on the statement’s due date or postmarked by midnight of the due date:

1) A C-SMART generated paper copy of the disclosure statement with the cover sheet and summary
pages with the original signatures of the candidate or treasurer (it will say “CFB Only” on the
document).

2) Submission disk or CD containing the appropriate .zip file.

Compliance Alert

Only the candidate and treasurer listed on the FR or Certification are allowed to sign and
submit disclosure statements. Should the treasurer change during the election cycle, your
campaign must submit a new FR or Certification to the CFB with the new treasurer’s name
and contact information. Disclosure statements signed by anybody but the candidate or
treasurer will be rejected.
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Backup Documentation

Backup documentation proves the validity of a matching claim by showing that the contribution was from
an individual New York City resident and was reported accurately. You must submit backup documentation
with every disclosure statement.

Compliance Alert

A disclosure statement, whether submitted online or by disk, will not be complete and
timely unless the backup documentation is submitted.

Reminder

Be sure to keep the originals of all documents but submit copies of backup documentation
unless originals are specifically requested by the CFB.

The backup documentation your campaign must submit differs depending on the type of contribution it
is disclosing (cash, check, money order, etc.).

Backup documentation for a check contribution includes:

@ A copy of the check.

@ A copy of the contribution card associated with the check contribution if one was collected
(it is optional for check contributions).

Helpful Hints for Check Contributions:

@ Check contributions are relatively easy to document, so get checks whenever possible.

« |f a designated agent or bank representative signs the check instead of the contributor, you
must provide a document signed by the account holder stating that the designated agent is
authorized to sign checks on behalf of the account holder. This letter should also include the
date of the contribution, amount, and your committee name.

@ If your campaign forgets to make a copy of the check before it is deposited, contact the
bank and ask for a copy of the canceled check. If absolutely necessary, ask the contributor
for a copy of the canceled check.

Backup documentation for a cash contribution includes:

@ A copy of the completed contribution card signed by the contributor.
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Compliance Alert

Remember, cash contributions over $100 per contributor are prohibited. Not only will the
excess amount not be matched with public funds, you must return it or face penalties.

Backup documentation for a money order contribution includes:

@ A copy of actual money order (not just the receipt).

@ A copy of the completed contribution card signed by the contributor.

Compliance Alert

Contribution cards must be completed and signed by the contributor at the time the
contribution is made.

Reminder

Keep in mind that the date the contribution is received could be different from the date
written on the check and/or contribution card. Report the date your campaign actually
received the contribution. However, both dates should be within the same disclosure
period.

Backup documentation for a credit or debit card contribution includes:

@ Credit card authorization form with all but the last four digits of the account number redacted.

@ Authorization slip or approval codes report showing that the transaction was approved and pro-
cessed properly.

@ Proof of real-time address verification.

@ Record of electronic transfer of funds from credit card company to your campaign’s bank account.

Referencing backup documentation

Because the CFB receives thousands of pieces of backup documentation throughout the election cycle,
your campaign must organize backup documentation by writing the statement number and C-SMART-
generated transaction ID number on it. Every transaction entered into C-SMART gets a unique transac-
tion ID number as soon as the entry is saved. That number should be written on the photocopy of the
contribution.
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The following illustrates what C-SMART will look like as you enter a monetary contribution into the
software:

In the upper right-hand

corner of the screen are the - -5
Name Transaction ID: 377
: Smith, Sterling Stat nt No:
transaction ID number and it 5" soro: wenhotan iy T
3 2222 Eighth Avenus 23

statement number assigned R e .

. . . otals
to this particular transaction. Date Received:  [1052008 %] Contribution Amount:[  $1800 Cont: $10.00

. e = . A h: 500

The transaction ID number Contribution Type: |Check w| Matching Amount: 510 :::d‘!: T
. . d h Check/ManeyOrder: [123 Fledge: [~
1s assigned when you save Committee: |Paine 2009 (1:1) =l ~ Intermediary Information 2|
the entry and the statement S =] | intermediary Searchi[ 1D
number is assigned when the Notes RunofRerun: I ] Segregoted: [~ B [ Neme:
transaction is submitted to the

CFB as part of the disclosure
statement (C-SMART also has
a calendar on the main screen
which highlights the current
statement number). Referenc-
ing this screen, write the state-
ment number and transaction
ID number on your backup
documentation.

Let’s say you have received several For Commitiee Use Only
check contributions and copied them Statemenc#: 6|
together. Next to each check, write the [Transaction ID: 291___|
statement and transaction ID numbers
(see illustration).

. . . Contribution Card
For contribution cards, write the state- ontribution tar

ment and transaction ID number in .

« . , Paine 2009
the area “for committee use only” (see
illustration).

(Committee Name)

wCash [ Money Order [ Check  in the amount of $ _ 2600

Name _Oloria Jones
Home Address 245 W 72nd Street
City/State/Zip _New York, NY 10023

To comply with Campaign Finance Board reporting
requirements, please give the following information:

Employer _Morgan Stanley

Occupation _Accountant

Business Address _1585 Broadway
City/State/Zip _New York, NY 10056

I understand that State law requires that a contribution be in my name and be
from my own funds. I hereby affirm that this contribution is being made from
my personal funds, is not being reimbursed in any manner, and is not being made

as aloan.

Date of Contribution
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Valerie Russell 124

37 Duane Street
DATE j LA‘LC 30, 2008

New York, NY 10007
]/‘ZLL.U 2009 | $[ 175.00

bu H—N&rr% and (%wwx@ lﬂcn Prtlars oS> xx/ro0 DOLLARS

e Y.

Pay to the order of:

MEMO

| :005367894|: 18L95L78

b |71

Juan Solis

504
82-56 Roosevelt Avenue
Jackson Heights, NY 11372 T A pust ) 200%

ARSE

to the order of: Pa[,\c looﬂ\ ‘ $ BCDO
XX
Fi‘ff\/ Dollars o DOLLARS
| :651067894|: 124735
Amanda Lee 232
71-01 Main Street
Flushing, NY 11367 DATE Aegﬂ&ﬁ 72008
Pay to the order of: Paine 2009 ‘ $ 7000.00
One Thousand Dollars and xx/100 DOLLARS

b|»11

MEMO M g:ﬂ;
| 163897894 : 39473578
Kate Adams 164

2 Rector Street
New York, NY 10006

DATE A&%MLLL_ZQQL

Pay to the order of: Ed I'ﬂ e Z ( 2( 22 $
Two Hundred and F%VD!)WK and, xx/100 DOLLARS

_ Kate Adams

MEMO

| :095367894|: 13855678

b|>%0
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Compliance Alert

You must provide backup documentation to the CFB ordered by transaction ID number in
ascending order (transaction ID #1, #2, #3, etc.) Note that transaction ID numbers for your
backup documentation may skip in sequence. Do not worry; this is okay. It is a result of
C-SMART generating transaction IDs for every action that saves any information.

Cross-referencing your backup documentation helps the CFB’s auditors efficiently review the documentation.
With each disclosure statement, you must also submit:
@ Detailed loan agreements and copies of the loan checks, if your campaign took out a loan during
the reporting period.

@ A cover letter listing fundraising agents, if your campaign hired any during the reporting period.

Compliance Alert

You must submit your backup documentation to the CFB by 5 p.m. on the due date or it must
be postmarked (not just placed in the mailbox) by midnight on the due date. Disclosure
statements without backup documentation will be rejected and any matching claims for
that statement period will be invalidated.

Remember:

@ Your campaign must report all matching claims in the disclosure statement period in which
the contribution was received; otherwise, those contributions will not be eligible for public
matching funds.

@ For your campaign to be eligible for a public funds payment within four business days,
Disclosure Statements 10 —14 and your corresponding backup documentation must be in
the CFB’s offices by close of business on the due date. Otherwise, the CFB cannot guaran-
tee review of your statement in time for the four-day turnaround.

Disclosure Statement Rejection Policy

The CFB will reject disclosure statements for the following reasons:

1) Failure to submit backup documentation or failure to provide it organized by transaction ID
number (ascending order, please!)
Using an outdated version of C-SMART.

Submitting a draft version of the statement.

w N

Signature is not original.

Ul

Illegibility (poor print quality).

'S
S 2 =2 22

)

Missing cover page and signature page (for disk submissions).



7) Missing submission disk.

8) Blank, corrupted, or unreadable files on submission disk.

9) Submission disk that contains the backup database instead of the disclosure statement.

The Candidate Services Unit reviews each disclosure statement to make sure it does not fall into any
of these categories. If you file using IDS, however, you won't have to worry about most of these errors.
Online filers just need to make sure they get the backup documentation to the CFB on time and properly

organized.

C-SMART also enables you to file required disclosure statements with the State and City BOE.

Filing with the New York State BOE

You will need a New York State BOE-issued Filer ID and PIN to submit your disclosure statement(s) to
the New York State BOE. Contact the New York State BOE at (800) 458-3453 to get your user ID and
password in advance of filing your first disclosure statement. The New York State BOE only accepts

submissions by disk, CD, or e-mail.

Filing the New York State BOE Disclosure Statement Via E-mail

Chapter 5- Disclosure

1) Begin the submission process in C-SMART (either through IDS or disk).
2) You will be asked to submit a statement to the New York State BOE. Click “Yes”.

3) Enter the BOE-issued Filer ID and PIN number in this screen:

FILING PERIODIC DISCLOSURE STATEMENTS WITH THE STATE AND CITY BOE

NY'S Board of Elections

vou by the NYS Board of Elections.

Filer 1D: |

PIN: |
Please select submission method.
Floppy: [‘é-] r

E-Mail: [=] &

oK

Enter your & character Filer ID Number assigned to

Enter yvour 8 digit Pesonal Identification Number (PIN).

CD-R: " { Windows XP or Vista only )

Cancel |

Help |
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4) When asked how you would like to submit the statement, select e-mail and click “OK” to complete
the submission.

5) Once the submission is complete, C-SMART will display a screen with instructions on where to
find the file on your C: drive (these instructions also list the e-mail address to which you will send
the file):

1/5/2009 16:25:10 NYS BOARD OF ELECTIONS SUBMISSION RECORD
Candidate: Smith, John @ (ID: 811) Committee ID: H CFB Statement Number: 5

This message provides instruction for a-mafng your NY'S Board of Elections submission.
Piease review the information below and print it for your records.

8 BOE statement Number: 11
Your NY'S Board of Elections file is 444444.08K.
The location of your fie i C\NYC-CFB\csmart9\boedatalboe2009x\444444 08K,
Piease e-mal this file to: efsfiing@elections.slate.ny.us

If you have any questions please contact your Candidate Services Liaison at (212) 306-7100.

6) Go to your C: drive and find the folder named “NYC-CFB” and click on it.
7) Next, click on the “C-SMART” folder.

8) Locate the folder titled “boedata” and within it, click on the folder titled “boe2009x”. There will be
several files in that folder, all of which look the same. The C-SMART generated NYS BOE submis-
sion record will tell you the correct file name. (If you have trouble, sort the files by “Date Created”
to find the most recent file.)

9) Upon finding the correct file, use your personal e-mail program to create a new e-mail and attach
this file, then send to: efsfiling@elections.state.ny.us.

Compliance Alert

The New York State Board of Elections cannot take submissions from users with a Hotmail
or MSN e-mail address.

Filing the New York State BOE Disclosure Statement Via First Class Mail

1) Follow steps 1 -3 as listed above.
2) When asked how to submit your statement, select either “floppy disk” or “CD”.
3) Mail the floppy disk or CD to:

New York State Board of Elections
Attn: Campaign Finance

40 Steuben Street

Albany, NY 12207-2108
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Filing with the New York City BOE

The New York City BOE only accepts paper filings. C-SMART automatically prints the New York City
BOE’s disclosure statement as part of the disclosure statement submission process. Don'’t be confused by
the fact that the document you must send to the New York City BOE says State of New York at the top.
Complete the statement as indicated, sign it, and either mail or hand-deliver to the New York City BOE at:

New York City Board of Elections
Attn: Candidate Records Unit

32 Broadway, 7" Floor

New York, NY 10004

You must also include copies of all advertisements, pamphlets, circulars, flyers, brochures, letterheads,
and other printed matter, and a schedule of all radio or TV time and scripts used therein, to the New
York City BOE.

Reminder

The New York City BOE does not have an option for electronic submission. You must mail
or hand deliver your statement to the New York City BOE.

lll. EXCEPTIONS TO FILING PERIODIC DISCLOSURE STATEMENTS

There are exceptions and alternatives to filing periodic disclosure statements.

Candidates Not on the Primary Election Ballot

If you are not on the ballot for the primary election, you are not required to file the following disclosure
statements:

# Statement #10, due August 14, 2009
Statement #11, due September 4, 2009

&

@ Daily pre-election disclosure statements (due September 115, 2009)
@ Statement #12, due September 25, 2009

However, if you wish to receive public funds for the general election on the earliest possible payment date,
you must file Statement #12 timely, even if you are not on the primary election ballot.

Candidates Not on the General Election Ballot

If you are not on the ballot for the general election, you are not required to file the following disclosure
statements:

@ Statement #13, due October 2, 2009

@ Statement #14, due October 23, 2009

% Daily pre-election disclosure statements (due October 20 —November 3, 2009)
Statement #15, due November 30, 2009

&
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Daily Pre-Election Disclosure

During the two weeks before the primary and general elections, campaigns must disclose all contribu-
tions and loans over $1,000 and expenditures over $20,000 by using a Daily Pre-Election Disclosure
Statement within 24 hours of the transaction taking place.

You can submit daily Pre-Election Disclosure Statements through IDS or fax them to the CFB, provided
the faxed statement is signed by the candidate or treasurer. This is the only instance when the CFB will
accept faxed disclosure statements. Daily Pre-Election Disclosure Statements can also be mailed to the
CEB; however, the statement must be received by the CFB within 24 hours of the transaction taking place.

Compliance Alert

Transactions reported in a Daily Pre-Election Disclosure Statement must also be reported
in the next regular disclosure statement.

Deferred Filing

During certain disclosure periods, your campaign is not required to file an itemized disclosure statement
if it has not accepted $2,000 or more in contributions and loans since the last disclosure statement, and
has not spent more than 45% of the office’s expenditure limit to date. However, all campaigns must file
the semi-annual disclosure statements due every January and July 15th.

Reminder

Contributions received during the deferred statement reporting period will not be matched
with public funds.

Compliance Alert

Disclosure Statements #1-6, 9, and 16 cannot be deferred.

Filing as a Small Campaign

If your campaign has not raised or spent a certain amount of money for the entire election cycle by the
time the disclosure statement is due, you may file a small campaign disclosure statement. Those amounts
are as follows:

# $14,850 for public advocate, comptroller, or mayor campaigns.

@ $11,550 for borough president campaigns.

@ $8,250 for City Council campaigns.
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Reminder

Contributions received during a period for which your campaign files a small campaign
disclosure statement cannot be matched with public funds. Therefore, if your campaign is
eligible to file as a small campaign (but you believe you could eventually meet the threshold
for public funds), you should file a regular disclosure statement so that the contributions
collected in that reporting period may be eligible for matching funds.

Compliance Alert

Even if your campaign never raises or spends more than the small campaign caps, your
last disclosure statement must be a complete, itemized disclosure statement of your
campaign’s financial activity for the entire election cycle.

If your campaign exceeds the maximum contribution or expenditure amounts for small campaign status
during a disclosure period, you must file a regular itemized disclosure statement at the end of the next
reporting period.

The small campaign disclosure statement form can be found in the Appendix or downloaded from the
CFB’s website.

Terminated Candidacy

If you have terminated your candidacy or have had your candidacy terminated by the CFB, you are not
obligated to file disclosure statements. You are, however, required to follow all other requirements. See
Chapter I for information on terminated candidacies.

IV. EASING THE REPORTING PROCESS

@ Occasionally the CFB will update C-SMART, so you must make sure you are running the latest
version of the software. CSU will notify you when a new version of C-SMART is released and will
include the release date, version number, and build number in that notification. As an added pre-
caution, you should verify you are using the most current version by going to the Help menu and
clicking on “About C-SMART".

® Make sure your campaign’s bank account number in C-SMART matches the bank account
number disclosed on your FR or Certification. Similarly, if your campaign has more than one
bank account (e.g., a money market or savings account), you must make sure those accounts are
disclosed on the FR and added to C-SMART.

@ If possible, the candidate or treasurer should personally deliver the backup documentation, espe-
cially if the campaign is filing a disclosure statement for the first time or for four-day payments.

« If you are mailing the disclosure statement and/or backup documentation, get a dated receipt
from the Post Office or delivery service.
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@ As the primary election and general election approach, there will be public funds disbursements
for eligible campaigns within four business days of submitting certain disclosure statements. The
CFB cannot guarantee payment within the four-day period to campaigns that do not get their
disclosure statements and backup documentation to the CFB before 5 p.m. on the due date.

V. RUNNING AS A NON-PARTICIPANT

If you are running as a non-participant, you are not required to submit backup documentation with your
disclosure statements.

VI. WHERE TO FIND IT

Further explanation of the information presented in this chapter can be found through referencing the
following:

@ Definitions: CFB Rules, Chapter 1, rule 1-02

® Campaign Finance Disclosure Statements: CFB Rules, Chapter 3

® Submitting documents to the CFB: CFB Rules, Chapter 1, rule 1-09(a)(3)
« Campaign Finance Rules: CFB Rules, Chapter 9, rules 9-01, 9-02, 9-03

« Eligibility and disclosure: Campaign Finance Act §3-703 (6)(a)(b)
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II. Where to Find It

*
V1
Statement Reviews

As soon as the CFB receives a disclosure statement from a campaign, the audit process officially begins in earnest
with the statement review. Once the statement review is finished, campaigns receive a letter and reports from the CFB
explaining the statement review’s findings, including an Invalid Matching Claims Report listing matching claims that
were not accepted by the CFB. Campaigns then have a chance to respond to those findings and correct them before
the next disclosure deadline.

I.  ANATOMY OF A STATEMENT REVIEW

During the statement review, auditors look for instances of failure to comply with the Act and Rules,
any of which can prevent the issuance of public funds. You will receive a detailed report in the statement
review explaining the violation and what you can do to rectify it. The most common reports are detailed
below.

If you disagree with an audit report finding, you should write your explanation directly on the report, and
you must include documentation to support your claim (see the individual report descriptions for more
information on supporting documentation).

Prohibited Contributions Report

You are prohibited from accepting contributions from corporations, LLCs, LLPs, partnerships and unreg-
istered political committees. If you have accepted a prohibited contribution, you must refund the prohib-

ited contribution using a bank or certified check only. A copy of this check must be submitted to the CFB,
and you must enter the refund into C-SMART.

If you are unable to return the contribution to the contributor, e.g., because the contributor has moved
without providing a forwarding address you may pay to the Public Fund an amount equal to the prohib-
ited contribution. The payment to the Public Fund must include a cover letter explaining your efforts to
return the prohibited contribution before paying the Fund to resolve the violation.

Aggregate Contributions Over-the-Limit Report

You cannot accept contributions exceeding the limit for your particular office. If you are found in vio-
lation of this requirement, you will receive a report listing all of the contributions in question. To fix
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this, you must refund the amount that exceeds the contribution limit with a certified or bank check and
provide a copy of it to the CFB. You must also enter this refund into C-SMART.

If you are unable to return the contribution to the contributor, you may pay to the Public Fund an amount
equal to the prohibited contribution. The payment to the Public Fund must include a cover letter explain-
ing your efforts to return the prohibited contribution.

If you believe the finding is in error, write the explanation directly on the report and return it to the CFB,
including any documentation to support your explanation.

Expenditures Over-the-Limit Report

This report will be sent to you if the CFB has reason to believe you have violated the expenditure limit.
The report will detail the amount by which you appear to have exceeded the expenditure limit based on
your reporting. If you believe this finding is in error, you must provide an explanation and documentation
to the CFB in support of your explanation, including any documentation for exempt expenditure claims.

Suspected Intermediaries Report

This report will be sent to you if patterns in contributions suggest that you may not have reported an
intermediary. If the contributions listed on the report were, in fact, intermediated, you must list the
contributions as being intermediated in C-SMART, submit an amendment to the CFB reflecting this
change, and request an intermediary statement from the intermediary. If you did not receive the listed
contributions through an intermediated source, you must write your response on the report explaining
the circumstances surrounding the receipt of the contributions.

Missing Employment Information Report

The missing employment information report will list any contributions greater than $99 for which
employment information is incomplete or entirely missing. You must obtain missing employer informa-
tion. A disclosure statement grossly deficient in providing employment information will prevent you from
receiving public funds. After obtaining the employment information from the contributors, you must
enter this information into C-SMART and submit an amendment to the CFB.

Invalid Matching Claims

Auditors evaluate whether the contributions you claimed for match are “valid” and therefore eligible to
be matched with public funds. If not, the auditor assigns an invalid code to the contribution that signi-
fies why it is not eligible to be matched. The Audit Unit then sends an Invalid Matching Claims Report
(IMC Report) to your campaign that lists each invalidated matching claim for that disclosure statement
and the invalid code(s) that apply to it.

Matching claims can be invalidated for a variety of reasons — sometimes for more than one reason, in
which case you will see several IMC codes on the IMC report for that particular transaction. Sometimes
the problem is that the contribution was not accurately reported or you did not provide sufficient backup
documentation (e.g., the information on the contribution card does not match the information in your
disclosure statement or you did not submit a contribution card for this contribution). In many instances,
you can correct the problem(s) so the contribution will become eligible for match. In the list of IMC
codes, you will find both an explanation of the code and information explaining how to correct or dispute
the invalidation.
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Reminder

Some invalid matching claims cannot be corrected because the contribution simply
does not meet the legal requirements to be eligible for matching funds —for example,
a contribution made by an individual who lives in Connecticut will never be matchable
because only contributions from New York City residents are eligible for matching funds.

In many cases, you will need to make changes in C-SMART and submit an amendment to your disclosure
statement (as well as taking other steps, as outlined for each IMC code) in order to correct an invalidated
matching claim. After all the changes have been made, run the “Modified Statement Report”, which will
tell you which statements require amendments. Submit the amendments to the CFB with your entire
response (explanations, documentation, etc.).

In cases where you are required to refund all or part of a contribution, enter the refund in C-SMART
for the related transaction. You do not need to submit an amendment; refunds will appear in your next
disclosure statement.

If you wish to withdraw the matching claim for a transaction, change the Match Amount field for that
transaction in C-SMART to zero ($0), and indicate that you are withdrawing the claim on the IMC Report.

Call your CSU liaison with any questions about your IMC Report, IMC codes, and for instructions on
submitting amendments in C-SMART.

Reminder

If compliance problems are found in your disclosure statement before a scheduled public
funds payment date, the CFB cannot guarantee payment within the four-day turnaround.

Invalid Matching Claims (IMC) Codes

There are two sets of IMC codes. The first set of codes, beginning with “01”, are computer-generated. You
will notice these codes are not sequentially numbered; this is because C-SMART 9 will not permit you
to make many of the errors that used to result matching claims being invalidated, so many of the codes
are no longer used by the CFB. The second set of codes all begin with an “M”. These codes are assigned
manually by the auditor reviewing your statement, and are usually based upon review of the backup
documentation you submitted.

01: Total Cash Contribution is Greater than $100

Under New York State law, your campaign is prohibited from accepting a cash contribution over $100

from any contributor. Respond by refunding the over-the-limit portion of the cash contribution with a
bank or certified check, providing the CFB with a copy of the certified or bank check used to issue the
refund, and entering the refund into C-SMART (see Example 6.1).
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Example 61

Paine 2009 accepted a $150 cash contribution from an individual New York City resident during a fund-
raiser, and claimed it for matching funds. During the statement review, the Audit Unit assigned a 01 code
to this contribution because the campaign took a cash contribution exceeding $100.

After receiving the IMC Report from the Audit Unit, Paine 2009 used a certified check to refund $50
to the contributor, provided the CFB with a copy of the check as proof of the refund, and entered
the refund into C-SMART.

04: Total Gross Contribution Exceeds the Applicable Limit

This means the contribution exceeds the contribution limit. Over-the-limit contributions will be invali-
dated. Respond to this code by refunding the over-the-limit portion of the contribution with a certified or
bank check, entering the refund in C-SMART, and providing the CFB with a copy of the certified or bank
check used to issue the refund.

06/07: Contributor’s Last/First Name Not Reported

The contributor’s full name must be reported for any contribution claimed for matching funds. The 06
code will be assigned if the contributor’s last name is not reported and the 07 code will be assigned if the
first name is not reported. To fix this, correct the contributor’s name in C-SMART’s Name Maintenance
screen and submit an amendment.

08: Incomplete Address Reported (Excluding Missing Zip Code)

You must report the contributor’s full address for any contribution you claim for matching funds. The
08 code indicates that at least one of the address fields has been left blank in C-SMART. This code is
not assigned if only the zip code field is blank. To fix this, correct the address fields in C-SMART’s Name
Maintenance screen and submit an amendment.

Reminder

To avoid invalidated matching claims, make sure the contributor’'s name, address,
and employment information are entered correctly and fully in C-SMART in the Name
Maintenance screen.

11: Contribution Received after December 31° of the Election Year

Contributions claimed for matching funds for the 2009 election cycle must be received before December
31, 2009. Contributions received after that date will not be matched. If the “Date Received” was entered
incorrectly, correct it in C-SMART and submit an amendment.

14: Contribution Received Outside Normal Reporting Period

Contributions and matching claims are to be reported in the next disclosure statement. The 14 code is
assigned when a contribution is not reported in its appropriate disclosure period. If this code appears on
a contribution, verify the date on which the contribution is reported. If the date has been reported incor-
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rectly, correct the “date received” field in C-SMART and submit an amendment. If the date reported was
correct, explain on the IMC Report why the transaction was not reported during the appropriate report-
ing period.

Sometimess this code is used when, in the course of correcting an invalid claim, you delete a transaction
and then add a new, replacement transaction. Whenever possible, you should modify transactions instead
of deleting and re-entering them. If a deletion is absolutely necessary, you should show that the new
transaction was originally reported in the correct reporting period by providing documentation and the
original transaction ID.

16: Contribution Missing Required Employment Information

Employment information is required for contributions from a single contributor totaling $100 or more.
Campaigns must ask the contributor for employment information and report it in C-SMART (C-SMART
will also warn you if a contribution requires employment information). You may enter “unemployed”,
“retired”, “student”, or “homemaker” in the occupation field and leave the other employment fields blank
if the contributor falls into one of those categories (but make sure those exact terms are used, or the con-
tribution will continue to be invalidated because the CFB’s system may not recognize variations). If this
was an error, correct it in C-SMART and submit an amendment.

18: Contributor Has a Non-Residential Address

The CFB will classify an address as either residential or non-residential using a zoning database regularly
updated and maintained by the city. If a contribution is assigned this code, review the reported address
to confirm that it is correct. A typographical error can cause an address to appear as non-residential; if
this is the case, correct the error in C-SMART and submit an amendment. If not, contact the contribu-
tor to confirm the address (sometime contributors give campaigns work addresses instead of their home
addresses). If possible, obtain written evidence that the address is residential. This could be a listing from
the White Pages, a real estate advertisement for the building, or a signed letter from the contributor. You
must submit an amendment to correct this problem.

19: Money Order Matchable Amount Exceeds $100

Money order contributions from a single individual exceeding $100 are not eligible to be matched with pub-
lic funds. To correct this, change the matching amount to $100 in C-SMART and submit an amendment.

Reminder

Pay close attention when you are entering a contributor’s information into C-SMART.
Misreporting a digit or mistyping a street name can cause a residence to be categorized
as a commercial address and invalidate your matching claim.

M1: Contributor has a Non-Residential Address

This has the same meaning as a code 18 except that it is manually assigned by the CFB if it has information
that indicates the reported address is non-residential, including misreporting that prevents the electronic
match from properly taking place. Follow the same steps as described for code 18 to rectify an M1 violation.

95
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M2: Contribution with Matchable Claim that was Refunded or Check Bounced

The CFB assigns this code if a campaign claims matching funds for a refunded contribution, a contribu-
tion in which the contributor’s check bounced, or a contribution in which the contributor’s credit card
was declined. To correct this, withdraw the matching claim in C-SMART and submit an amendment.

M3: Contribution with Matchable Claim is Part of Surplus Funds from Candidate’s Previous Election

This code is assigned to contributions originally received for a different election which have been trans-
ferred from another committee. Transferred contributions will not be matched with public funds. To
correct this, withdraw the matching claim in C-SMART and submit an amendment. (You should contact
CSU if you see this code as you may have other reporting that requires modification.)

M4: Contributor Not the Same as Payor as per Backup Documentation

This code is assigned when a check and/or contribution card appears to be from someone other than the
reported contributor, or when a check is unsigned. If the check was signed by a business agent, you may
need to provide a letter from the account holder validating the authorized signatory of the check and the
details of the contribution. You may need to amend the transaction in C-SMART to report the correct
contributor if the contributor’s name was misreported, e.g., a husband is reported as the contributor but
the wife signed the check, and submit an amendment.

MS: Not Accepted by the Board

The CFB staff will assign the M5 code to any contribution that is considered questionable. Often, this
code will also be assigned to contributions that can never be matched because of a fundamental flaw not
addressed by other invalid codes.

Me6: Backup Documentation Not Supplied for the Matching Claim

All contributions claimed for match must be accompanied by the appropriate backup documentation.
This code is assigned when no documentation has been submitted for the reported matching claim. The
only way to rectify this invalid code is by submitting the missing documentation properly labeled with
the statement number and C-SMART transaction ID number.

M?7: Contribution Amount is Different from Amount on Backup Documentation

The M7 code is assigned when the amount of the contribution reported in your disclosure statement
does not match the amount written on the contribution card (for a cash, money order, or credit card
contribution), or the dollar amount is unclear or not written on the contribution card. To correct this,
the campaign must get a signed statement from the contributor affirming the amount he/she gave to the
campaign, or if the amount was entered incorrectly in C-SMART, correct it in C-SMART and submit an
amendment.

MS8: Contribution Not Payable to Principal Committee

This code is assigned when a contribution, most likely a check or money order, was not made payable to
the candidate’s committee, for example, when a check or money order was made payable to the candidate
rather than his/her committee. Other instances in which the M8 code can be assigned include:

# The CFB determines that a contribution claimed for matching funds was not intended for the
committee or it cannot discern the intent of the contribution.
«® The committee’s name is not written on the contribution card, or written incorrectly.

@ 'The “Pay to the Order of” section of a check or money order is left blank, made payable to cash,
made payable to the candidate in a professional capacity, or filled in by the campaign staff.



Chapter 6 Statement Reviews 97

If the candidate’s committee name is not written on the contribution card, or if a contributor wrote
another committee name or the candidate’s name as the payee on a check or money order contribution,
obtain a signed statement from the contributor confirming that the contribution was intended to go to
the committee, and submit it to the CFB.

MO9: Contributor Card is Not Properly Signed

The M9 code is assigned when a contribution card is submitted to the CFB without the contributor’s
signature. To fix this, obtain a new, signed contribution card with the correct information from the con-
tributor, and submit it to the CFB with the IMC Report.

M10: Contribution Violates Other Laws

Contributions violating federal, state, and/or local election laws cannot be claimed for matching funds,
and you will be required to refund the contribution altogether. You should immediately contact the Audit
Unit if you receive this code.

M11: Aggregate Cash Contributions Greater than $100

The M11 code is assigned when your campaign accepts cash contributions exceeding $100 from a single
contributor, which is a violation of state law (see Example 6.2). Refund the excess portion of the contribu-
tion immediately with a bank or certified check, submit a copy of that refund check to the CFB, and enter
the refund into C-SMART.

Example 6.2

Grande for Council receives five $25 cash contributions from a single contributor over the course of a re-
porting period. The campaign submits its disclosure statement to the CFB. During the statement review,
the M11 code is assigned because the sum of the five contributions exceeds the $100 aggregate cash
contribution limit per contributor.

The campaign must refund the excess portion of the cash contribution, using a certified or bank
check, enter the refund in C-SMART, and send a photocopy of the check used to issue the refund to
the CFB. The refund will be reported on the campaign’s next disclosure statement.

M12: Aggregate Matchable Amount Exceeds $175

The total matching amount from any contributor cannot exceed $175. To fix this, modify the matching
amount in C-SMART so that it is at or below $175, and submit an amendment.

M13: Aggregate Contribution Exceeds the Contribution Limit

This code is assigned to matching claims associated with a contribution or multiple contributions from
a single source that exceeds the contribution limit (see Chapter II for a review of single source contribu-
tions). If you accepted contribution(s) from a single source that exceed the contribution limit, refund the
excess portion using a certified or bank check, submit a copy of that refund check to the CFB, and enter
the refund into C-SMART.

M15: Contribution Missing Required Employment Information

This is similar to invalid code 16. However, it may be applied to contributions less than $100 that aggre-
gate to $100 or more per contributor. Follow the instructions in code 16 to correct it.
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M16: Backup Documentation Incomplete: Copy of Money Order Not Supplied

For money order contributions, you must supply a copy of the money order with the contributor’s name
on it along with a completed contribution card. A money order receipt is not sufficient documentation.
If you can obtain a copy of the actual money order, submit it to the CFB to correct this invalid code.

M17: Contributor is Not an Individual

Only contributions from individual New York City residents are eligible to be matched. The M17 code is
applied when a contribution is reported as being from a non-incorporated entity or when a single trans-
action is reported as being from more than one contributor. If the contribution is not from an individual,
withdraw the matching claim in C-SMART and submit an amendment. If the contributor information
was reported incorrectly, correct it in C-SMART and submit an amendment (see Example 6.3).

Example 6.3

Grande for Council receives a $500 contribution from Mary and Joe Smith in the form of a single check
drawn on their joint bank account and signed by both of them. The campaign has entered this into
C-SMART as a single contribution from both Mary and Joe Smith. During the statement review, the CFB
determines that this matching claim is invalid and assigns it the M17 code on the IMC Report.

To fix this, the campaign modifies the original transaction, correcting it to be a $250 contribution
from Joe Smith, and creates a new transaction to report a $250 contribution from Mary Smith, claim-
ing a $175 match for each contribution. The campaign then submits an amendment to its disclosure
statement.

M18: Contributor has Non-New York City Address

Contributions from non-New York City residents are not eligible to be matched with public funds. If the
contributor lives outside New York City, the matching claim must be withdrawn in C-SMART. If the ad-
dress was entered incorrectly, you must correct it in C-SMART and submit an amendment.

M19: Incomplete Address or P.O. Box Reported

The M19 code is assigned when you do not report the contributor’s full residential address for a contribu-
tion claimed for match (e.g., it is missing street/apartment number information or lists a post office box).
Correct this by entering the full address (you may need to obtain this information from the contribu-
tor). If you find that your contributor is not a NYC resident, withdraw the matching claim. In either case,
submit an amendment.

M20: Contribution Not Reported Complete and Timely

Contributions must be reported in the appropriate disclosure statement and claimed for match at the
time of reporting. Make sure that the date the contribution received is reported accurately in C-SMART.

M21: Backup Documentation is Illegible

If the backup documentation is illegible, the CFB cannot determine whether it substantiates a matching
claim. To correct this code, you must provide the CFB with legible backup documentation.
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M22: Contributor is Not an Individual: Drawn on Business Account Per Backup Documentation

The M22 code is assigned when a check appears to be drawn from a business account (this includes sole
proprietor businesses; see Chapter II for more information). To dispute this, you must obtain a letter
from the contributor stating that this account is a personal account; contact CSU for more information
on documenting this type of contribution. If this contribution is in fact drawn on sole proprietor’s busi-
ness account, you can keep the contribution but must withdraw the matching claim. If the check is in
fact drawn from any other type of business account, the entire contribution is prohibited and you must
refund it using a certified or bank check, provide a copy of that refund check to the CFB, and enter the
refund into C-SMART.

M23: Contributor is Not an Individual: Drawn on Corporate Account Per Backup Documentation

Campaigns are prohibited from accepting corporate contributions. The M23 code means the contribu-
tion is prohibited entirely, not just ineligible for matching funds. Immediately refund the contribution
using a bank or certified check; submit a copy of that check to the CFB; enter the refund into C-SMART,
and withdraw the claim for match; and submit an amendment.

M24: Contributor is Not an Individual: Drawn on Political Committee Account Per Backup Documentation

Contributions from political committees are not eligible to be matched with public matching funds.
Withdraw the matching claim in C-SMART and submit an amendment.

M25: Backup Documentation Incomplete: Credit Card Approval Information Not Provided

The M25 code is assigned if you did not submit documentation verifying that credit card contributions
claimed for matching funds have been approved successfully by the credit card processor. To fix this,
supply the CFB with documentation verifying that the contribution was processed and deposited into the
committee’s bank account by the credit card vendor (review the backup documentation for credit cards in
Chapter VI).

M26: Contributor’s Full Name Not Reported

The M26 code is assigned when a contributor’s full name is not correctly and entirely reported in
C -SMART. To fix this, correct any partial reporting of names, use of initials, and significant misspellings
in C-SMART and submit an amendment.

M27: Duplicate Matching Claim

The M27 code is assigned when a campaign has claimed matching funds for the same contribution more
than once. (Occasionally, this error will occur if the campaign incorrectly restores its C-SMART data-
base, resulting in duplicate transactions being submitted to the CFB.) If a contribution was reported
twice in error, delete the duplicate transaction. However, if more than one duplicate transaction appears
with an identical transaction ID, call the Candidate Services Unit for assistance.

M28: Contribution Reported with Incorrect Instrument Code

Campaigns are required to report the contribution type (check, cash, money order, credit card) for all
contributions. The M28 code is assigned if the wrong contribution type is reported, or if the contribu-
tion type is not indicated or clearly marked on the contribution card. If you entered the contribution type
incorrectly in C-SMART, you fix this problem by modifying the transaction in C-SMART and submitting
an amendment. However, if the contribution type was not clearly indicated on the backup documenta-
tion, you must contact the Audit Unit for instructions to rectify this problem.
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M29: Backup Documentation Incomplete: Contribution Card Missing or Not Completed Other than a
Missing Signature

For most contribution types (see Chapter VI), you must submit a contribution card. The M29 code is
assigned if any required information is missing from the contribution card (date, committee name,
contributor’s name and address). Contact the contributor to obtain a new contribution card and submit
it to the CFB to correct this error.

M30: Aggregate Matchable Amount for Money Order Contributions Exceeds $100

Only the first $100 of money order contributions can be claimed for matching funds. The M30 code is as-
signed when an amount greater than $100 was claimed as matchable for a money order contribution. To
fix this, change the “Matching Amount” field in C-SMART to $100 or less and submit an amendment.

M31: Contributor is Under Eighteen Years of Age

Contributions from individuals who are under eighteen are not eligible to be matched with public funds;
the M31 code means the CFB has reason to believe that the contributor is a minor. To fix this, provide a
signed statement from the contributor confirming his/her age and affirming that the contribution was
made from his/her own funds.

M32: Contributor is a Vendor to the Campaign

Any contributor who is also paid by the campaign for services rendered cannot have his/her contribution
matched (see Example 6.4). This includes consultants and one-time payees, but does not include regular
(salaried) campaign employees. Withdraw the matching claim and submit an amendment.

Example 6.4

Grande for Council hires Paul Peters to work the day of the Primary Election. Paul also contributes $10
to the campaign. Paul is an individual New York City resident and the campaign claims matching funds
for the contribution. During the statement review, however, the Audit Unit invalidates the matching claim
with an M32 code because Paul Peters worked for the campaign on the day of the Primary Election.

After receiving the IMC Report, Grande for Council withdraws the matching claim in C-SMART and
submits an amendment to the CFB.

M33: Credit Card Transaction Not Properly Verified

The M33 code is assigned when a credit card contribution is not accompanied by documentation that
shows it is in compliance with the CFB’s requirement for a matchable credit card contribution. Contact
the Audit Unit for assistance if you receive this code, as it may affect more than one matching claim.

M34: Incorrect Affirmation Statement on Contribution Card

An affirmation statement must appear on all contribution cards and credit card authorization forms. The
affirmation as it appears in this handbook must be copied verbatim. The M34 code is assigned to all con-
tributions in which the affirmation is omitted from the contribution card or if there are any deviations in
the language of the affirmation.
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M35: Contributor is a Lobbyist or Immediate Family of a Lobbyist

The M35 code is assigned to contributions from anyone who was required to be included on a lobbyist
registration filed with the City Clerk. This includes lobbyists, their spouses, domestic partners, uneman-
cipated children, and lobbying firm employees. This code will only be assigned to contributions received
prior to February 2, 2008 (see codes M36 and M37 below). Unless you can prove that the contributor
was not required to be included on a lobbyist registration, you should withdraw the matching claim and
submit an amendment.

M36: Contributor is Doing Business with NYC

This code is assigned to contributors who were considered to be doing business with the City at the time
of their contribution. The CFB matches contributors to data in the doing business database (DBDB) to
make this finding. If your contributor believes he/she appears in the DBDB in error, he/she can apply for
removal. If the contributor is in the DBDB in connection with any category of doing business except lob-
bying, he/she should contact the Doing Business Accountability Project of the Mayor’s Office of Contract
Services by calling (212) 788-8104 or by email at DoingBusiness@cityhall.nyc.gov. If the contributor is in
the DBDB as a lobbyist and thinks that he/she should not be, he/she should contact the Office of the City
Clerk at (212) 699-8171. Unless the contributor is found to be in the DBDB in error, you should withdraw
the matching claim and submit an amendment.

M37: Contributor is Other Person on Lobbyist Registration

This code refers to contributors whose claims have been invalidated because they are required to be in-
cluded on a lobbyist registration. This includes spouses, domestic partners, and unemancipated children
of registered lobbyists, as well as lobbyist employees who are not lobbying. These contributors are not in
the DBDB (and are not subject to the doing business contribution limits). Unless you can prove that the
contributor was not required to be on a lobbyist registration, you should withdraw the matching claim
and submit an amendment.

Doing Business Contributions Review

When you file a disclosure statement, the CFB also performs a separate review of your contributions to
ensure compliance with the “doing business” law. If the CFB finds a contribution from an individual who
is doing business with New York City that exceeds the applicable contribution limit, your campaign will
be notified (usually by e-mail). You then must return the excess portion to the contributor by bank or
certified check and provide documentation of the refund to the CFB.

Your campaign will also receive preliminary notification about matching claims you have made for con-
tributions from those doing business with New York City. These invalid codes, which were described in
the previous section on IMC codes, will also be included in the regular IMC reports you will receive as
part of your disclosure statement review. When responding to an IMC report, if your campaign does not
dispute that the contributor was doing business with the city at the time of the contribution, you should
withdraw the claim by deleting the matching amount field in C-SMART and amending that disclosure
statement.

The CFB has 20 days to notify campaigns of any findings that the doing business contribution limit has
been exceeded. You then have 20 days to respond. In the six weeks preceding an election, the CFB has
three business days to notify your campaign, but your campaign still has 20 days to respond.

Instructions on how to respond to the doing business notification will be included with the findings.
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Il. RUNNING AS A NON-PARTICIPANT

Candidates running as non-participants will not receive IMC Reports since they do not claim any contri-
butions for public matching funds.

Ill. WHERE TO FIND IT

Further explanation regarding the information presented in this chapter can be found in the following:

® Campaign Finance Act: § 3-703(1)(b), § 3-703 (12)(b)
# Definitions: Campaign Finance Act, §3-702 (18-20); CFB Rules, Chapter 1, rule 1-02
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Vil
Post-Election Audit

All campaigns will undergo a rigorous post-election audit to make sure each transaction was accurately reported
and documented. If you received or expect to receive public funds, the audit will determine whether you have
sufficiently documented qualified expenditures. The post-election audit has three stages, beginning with the request
for documentation after the election.

Keeping your records organized throughout the election cycle will help make the audit process easier.

Compliance Alert

You must notify the CFB whenever the contactinformation for the campaign, the candidate,
or the treasurer changes.

I REQUEST FOR DOCUMENTATION

After the election, the CFB will send you a documentation request and you will have to respond by a
certain deadline. The request will include whole categories, such as all bank records, as well as documen-
tation for specific transactions. The records requested are necessary for the CFB to conduct the post-
election audit, and may involve transactions from the beginning of the election cycle.

Compliance Alert

You have 30 days to respond to the document request. Failure to submit the requested
documentation may result in a finding of violation.
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Il. DRAFT AUDIT REPORT; PENALTY AND REPAYMENT NOTICES

After reviewing your campaign’s disclosure statements and documents, the CFB will issue a Draft Audit
Report (DAR), which contains preliminary findings of non-compliance and asks for additional informa-
tion, explanation, or documentation. The DAR also indicates whether you have to repay public funds or
if you may be eligible to receive a post-election public funds payment. A copy of the DAR is mailed to the
candidate and the treasurer, and you will have an opportunity to respond to the CFB’s findings and pres-
ent evidence demonstrating the measures you have taken to address the findings. Your campaign may
also amend its disclosure statements when appropriate.

Help is available! CSU and the Audit Unit offer training seminars to help campaigns respond to
the Draft Audit Report. Knowing how to properly respond to the Draft Audit Report can shorten
the time it takes to for you to receive your final audit. Check the CFB website after the election for
training dates.

Remember, all findings in the DAR are preliminary, and occasionally a DAR will have findings that
appear contradictory. This is because the Audit Unit needs additional information or documentation
from your campaign before it is able to conclude the audit.

Compliance Alert

Your response to the DAR must be submitted to the CFB on or before the due date stated
on the report. You can be fined up to 10% of the public funds your campaign received, or
be required to repay the public funds you received, if you fail to respond to the DAR. If you
need more time to respond to the document request or to the DAR, ask for an extension!
However, asking for extensions will prolong your post-election audit process.

Penalty and Public Funds Repayment Notices

After you have had the opportunity to respond to your DAR, the CFB will send you: (1) a notice detailing
any alleged violations and penalties recommended by the CFB staff; and (2) a notice detailing the staff’s
calculation of the amount of additional public funds you are eligible to receive or the amount of public
funds you must return to the Board.

You then will have the opportunity to respond in writing to the notices and to appear before the Board

or an independent hearing officer called an administrative law judge (ALJ). Board hearings are informal,
while hearings before an AL]J are conducted in accordance with the City Administrative Procedure Act
(CAPA) and are more formal. If you choose to have penalty and public funds matters heard by an ALJ, the
ALJ will conduct a hearing and then issue written recommendations to the Board. The Board will then
decide whether to accept the ALJ’s recommendations and the Board’s determination will become part of
your Final Audit Report.
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lll. FINAL AUDIT REPORT

The Final Audit Report (FAR) is the official record of your campaign’s compliance with the CFB. The
report describes findings, violations, and penalties, and the amount of public funds the campaign
received or must return to the Board. It is a public document that will be posted on the CFB’s website.

Payment of any penalties must be made within 30 days of the issuance of the FAR. Both the candidate
and the treasurer will be held jointly and severally liable for the payment of penalties and, in certain
circumstances, any public funds repayments.

Reminder

If you decide to run for office in a future election, you will not be eligible to receive public
funds for the new election until debts you owe to the CFB from any previous election(s)
are satisfied.

The duration of your post-election audit will vary. The timeframe for completion of draft and final audits,
counting from the due date of your final disclosure statement (January 15, 2010) is as follows:

. Did Campaign .
Deadline for . Deadline for
Ofice Draft Audit Report Attend Dra.f t .Audlt Final Audit Report
Report Training?
Mayor, Public Advocate, 10 months Yes 16 months
and Comptroller No 18 months
Borough President and 3 months Yes 14 months
City Council No 16 months

Keep in mind that extensions or delayed responses will make the deadline for completing the audit later.
The deadlines do not apply to audits that raise issues involving potential fraud or very serious violations
of the Act and Rules.

IV. RETIRING OUTSTANDING LIABILITIES IN THE POST-ELECTION PERIOD

You may still have outstanding campaign debt to vendors after the final audit is issued and public funds
repayments are made. You may continue to raise money to pay off outstanding debt. However, you must
continue to abide by all Program rules and requirements in effect during that election cycle, including
contribution limits and prohibitions.

Contact the BOE regarding its reporting requirements. C-SMART will continue to produce these state-
ments for you.
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V. RUNNING FOR OFFICE IN A FUTURE ELECTION CYCLE

If you run for office in a future election cycle, you must create a new principal committee and open a new
committee bank account before beginning financial activity for the new election cycle. Commingling
funds from different election cycles, or funds from a personal bank account with campaign funds, is pro-
hibited. Failure to follow these rules could adversely affect your new committee’s public funds eligibility
for the next election and result in financial penalties.

VI. WHERE TO FIND IT

Further explanation regarding the information presented in this chapter can be found in the following:

« Examinations and audits; repayments: Campaign Finance Act §3-710

@ Findings of violation or infraction; adjudications; final determinations:
Campaign Finance Act §3-710.5

@ Audits: CFB Rules, Chapter 4, rule 4-05
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Runoff Elections

When no candidate for citywide office receives more than 40% of the vote in the primary election, the two leading
candidates will participate in a runoff election to determine their party’s nominee for the general election. Campaigns
are allowed to raise and spend money for a runoff election once they demonstrate to the CFB that a runoff election
is “reasonably anticipated”.

l. DEMONSTRATING THAT A RUNOFF IS “REASONABLY ANTICIPATED” AND OPENING A
RUNOFF ELECTION BANK ACCOUNT

In order to demonstrate to the CFB that a runoff is “reasonably anticipated”, you may submit evidence to
the Board in writing, such as:

# Information about the number of candidates or potential candidates seeking the seat.

@ Polling data.

@ Press coverage.

# Financial activity of the candidates involved in the election.
Once the CFB declares that a runoff is reasonably anticipated, your campaign must open a new bank

account specifically for the runoff election before you can begin raising and spending money. You
should also keep in mind the following:

« Campaigns soliciting contributions before the runoff election is announced by the BOE must
include in their fundraising materials an explanation that the contributions being solicited are
for a runoff election that may not occur.

@ Your campaign must stop accepting contributions for a runoff once it is no longer reasonable to
anticipate a runoff election.

® You must include a copy of the most recent bank statement from the your runoff election bank
account with each disclosure statement you submit to the CFB.

# You cannot make any disbursements from your runoff election bank account until after the
primary election.
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Compliance Alert

You cannot mix contributions accepted for the runoff with the funds in your committee’s
other bank account(s).

1. CONTRIBUTION LIMITS
The contribution limit for a runoff election is $2,475, half (50%) of the normal contribution limit for city-

wide offices. You may accept the full $2,475 for the runoft election from a contributor even if he/she has
already contributed the maximum $4,950 for the regular primary/general elections.

The Doing Business contribution limit is $200, half (50%) of the normal Doing Business limit for citywide
offices. You may accept the full $200 for the runoff from a contributor even if he/she has already contrib-
uted the maximum $400 for the regular primary/general election.

Illl. EXPENDITURE LIMITS

The expenditure limit for a runoff primary election is half (50%) of the regular expenditure limit for the
applicable office for the primary election (see Table 8.1).

Table 8.1: Expenditure Limit for Runoff Election

Office 2009 Primary Expenditure Limit 2009 Runoff Expenditure Limit
Mayor $6,158,000 $3,079,000
Public Advocate $3,850,000 $1,925,000
Comptroller $3,850,000 $1,925,000

Compliance Alert

As with the primary and general election, contributions and expenditures associated with
runoffs must be disclosed to the CFB and documented by your campaign. Transactions
for the runoff election can be entered into C-SMART (you must enter the bank account
information and check the “Runoff” box on the transaction’s screen to associate the entry
with the runoff election). Expenditures for runoffs must also fall under the definitions of
campaign-related expenditures as outlined in Chapter IV.
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IV. PUBLIC FUNDS

Campaigns in a runoff primary election will receive a lump sum payment equal to one-quarter (25%) of
the amount of public funds they received for the regular primary election (see Example 8.1). The CFB will
issue runoff payments within four business days after the preceding election, or as soon thereafter as
practicable. Program rules for receiving public funds apply to payments distributed for a runoff election,
and you are required to document your qualified expenditures for the runoftf election.

Example 8.1:

Mayoral candidates Louis Morris and Oliver Brown will be in the runoff election. During the regular pri-
mary election, Morris received $2,500,000 and Brown received $2,000,000 in public funds.

For the runoff, candidates receive a lump-sum payment equal to 25% of the amount of public
funds they received in the regular primary, so Morris will receive $625,000 and Brown will receive
$500,000 in public funds.

V. TRANSFERRING MONEY BETWEEN A CAMPAIGN’S PRIMARY/GENERAL ELECTION
BANK ACCOUNT AND A RUNOFF ACCOUNT

In general, contributions you accept for the runoff primary cannot be combined with contributions for
the regular primary or any other election. However, there are some exceptions. You may transfer:

# Funds from your primary and/or general election account into a runoff bank account after the
primary election has taken place so that you can spend the funds in the runoff primary.

@ Funds from a runoff account into a primary/general election account after the runoff election
is held provided you were involved in a runoff election. You may only spend these funds in the
general election.

Reminder

Contributions you transfer from your campaign’s primary/general election bank account
into your runoff bank account will not be matched with public funds. In addition, the
contributions transferred into a runoff bank account must follow the guidelines for
transfers as explained in Chapter Il.

If a runoff election does not take place, your runoff election account must not be used for primary or
general election expenditures. Additionally, your runoff account will be frozen until your last disclosure
statement is due (January 15, 2010), or until the day your committee pays its last liability from your last
election, whichever comes first. Once the freeze is lifted, your committee will be allowed to spend the
money (as long as your spending is in accordance with Program requirements and state law).
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VI. WHERE TO FIND IT

Further explanation regarding the information presented in this chapter can be found in the following:

@

Anticipated run-off primary elections: CEB Rules, Chapter 1, rule 1-04 (g)
Runoff disbursements: CFB Rules, Chapter 2, rule 6 (c)

Runoff election expenditure limit: Campaign Finance Act §3-706 (b)

New York City Campaign Finance Fund: Campaign Finance Act §3-709 (6)
Runoff election debates: Campaign Finance Act §3-709.5 (1)(b)
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Voter Guide

The CFB produces the official New York City Voter Guide for each regularly scheduled primary and gen-
eral election. The Guide provides equal space, free of charge, to all candidates on the ballot for the offices
of mayor, comptroller, public advocate, borough president, and City Council member. Each edition also
contains nonpartisan information about how and where to vote, how to register to vote, the dates of the
primary and general elections, and information about any local or state proposals that are expected to
appear on the ballot.

Each candidate for local office is encouraged to submit a profile, which includes biographical informa-
tion, e-mail and website addresses for the campaign, answers to questions of interest to the voters, and a
photo. You will receive a software application—the Voter Guide Wizard—which takes you step-by-step
through each part of the profile, offering suggestions about what information to include, and helping you
enter the correct information. The Wizard is part of the Voter Guide Candidate Submission Kit, which
the CFB distributes in the spring before regularly scheduled municipal elections. The kit is also provided
on the CFB’s website.

Voter Guides are printed in English and Spanish and mailed to every household with a registered voter.
Additionally, some districts receive Chinese and/or Korean-language Guides, consistent with the federal
Voting Rights Act. The CFB provides boxes of Guides to civic groups, schools, and other organizations
for further distribution. Voters receive their copy of the Guide about a week before the election. The CFB
simultaneously publishes an interactive Voter Guide on its website.

The Voter Guide offers you an invaluable chance to reach potential voters before Election Day, at no cost
to your campaign. Don’t forget to submit a profile!

When

Your Voter Guide profile is due on June 10*" of the election year (the same deadline as the Certification
form for candidates joining the Campaign Finance Program). All candidates running on major party
lines (Republican, Democratic, Independence, Conservative, or Working Families party) must submit
their profiles by this deadline, even if they do not expect a contested primary. The CFB will determine
whether your profile will be included in the primary election Guides based on petitioning information
from the Board of Elections. (Note: candidates running as independents will have a later deadline.)

There is more information about the Voter Guide, including archived editions of the online Guide since
1998, on the CFB’s website, www.nyccfb.info.


http://www.nyccfb.info




X

The Debate Law

Program participants for citywide office who appear on the ballot, who meet objective, nonpartisan, and
non-discriminatory criteria are eligible to take part in at least one of two pre-election debates. Debates
between competing candidates are an integral part of the electoral process. They are a vehicle through
which voters learn about the candidates’ positions on issues that matter to them. They are televised and
held before the primary and general election.

The CFB will select one or more sponsors for each debate. Sponsors shall be responsible for choosing the
date, time, and location of the debates. Sponsors are limited to organizations which are not affiliated with
any political party or with any holder of or candidate for public office, which have not endorsed any can-
didate in the pending primary, general, or runoff election. The rules for conducting these debates will be
largely determined by the sponsor in consultation with the CFB. Organizations interested in sponsoring
a debate must submit applications to the CFB demonstrating their ability to reach broad audiences and
their ability to run a fair and impartial debate. The CFB will also take into consideration feedback from
interested persons regarding the qualifications of potential sponsors.

To be included in the first debate, you have to meet nonpartisan, objective, and non-discriminatory crite-
ria set forth in an agreement with the CFB and debate sponsor, and you have to have raised and spent at
least 20% of the public funds threshold for that office. Participation in the second debate will be limited
to candidates who, as determined by the sponsor and the CFB, are leading contenders for election.

Compliance Alert

Only money you raised and spent in compliance with CFB rules and requirements will be
used to determine whether you have raised and spent 20% of the threshold.

Eligible candidates who joined the Program but decline to participate in debates could be asked to return
any public funds they have received.

For more information on the Debate Law, please contact the Press Unit at (212) 306-7145.
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WHERE TO FIND IT

Further explanation regarding the information presented in this chapter can be found in the following:

# Mandatory debates: Campaign Finance Act §3-709.5
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Transition and Inauguration Entities

After winning their election, candidates often have expenses related to their transition into office and/or their
inauguration. You cannot pay for these expenditures using the funds you raised for your election, nor can you use the
bank account your committee opened for the election. Instead, you must register a Transition and Inauguration Entity
(TIE) with the CFB and open a separate TIE bank account. This requirement applies to all elected candidates, whether

or not you participated in the matching funds program.

Compliance Alert

All newly elected and re-elected officials who wish to raise and spend money for transition
and/or inaugural expenses are required to register a TIE with the CFB and open a separate

TIE bank account before money can be raised or spent.

I.  REGISTERING A TIE

The TIE registration form includes information about the elected candidate, the TIE itself, the treasurer,

and any other liaison legally designated to sign TIE disclosure statements or who otherwise has access

to your TIE bank account. The form must be signed by the elected candidate and the treasurer or other

designated officer, notarized, and sent to the CFB with original signatures.

Compliance Alert

Money from your campaign’s bank accounts for the 2009 primary and general elections

cannot be used for your TIE.
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ll. TIE DONATION LIMITS

Donations to your TIE are subject to the TIE contribution limits, which are different than those for the
primary/general election cycle. The TIE donation limit for your office applies to both monetary and in-
kind contributions (see Table 11.1).

Table 11.1: TIE Donation Limits

Office Donation Limit
Mayor, Public Advocate, Comptroller $4,500
Borough President $3,500
City Council $2,500

You can self-finance your TIE, but then you cannot accept donations from any other contributor.

Reminder

Loans received for your TIE that you have not repaid by the date of the inauguration are
considered donations subject to the donation limits. The rules for accepting donations
from a single source for your TIE are the same as the rules on single-source contributions
during the regular election cycle, as outlined in Chapter II.

Restricted Donations
Your TIE cannot accept donations:

@ That exceed the limits in Table 11.1.
@ After January 31, 2010 or once all outstanding debts relating to the TIE are paid.
® From corporations, LLCs, LLPs, or partnerships.

« From any person whose name appears on the doing business database unless such person is the
candidate or a close relative of the candidate as defined in Chapter II.

@ In cash over $100 from a single contributor.
@ Transferred from other committees authorized by the elected candidate.

@ From unregistered political committees.
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lll. TIE EXPENDITURES

Money raised for your TIE may not be spent for any purpose other than for your transition and inauguration
into office.

Examples of expenditures that help your transition into office include:

@ Furniture

@ Seminars

@ Office rent

@ Consulting fees
@ Payroll

@ Phone bills

Compliance Alert

If you are re-elected to the same office, you are presumed to have no transition expenses,
and can only make expenditures for inaugural events.

Examples of expenditures for an inaugural event include:

@ Catering

@ Entertainment
@ Payroll

< Invitations

@ Printing

@ Equipment rental
@ Decorations

@« Flowers

@ Site rental

« Advertising

@« Transportation
@ Postage

« Photography

Your TIE must be closed once it has paid all outstanding liabilities to its vendors. Money left over in your
TIE must be returned to the donor(s) or paid to the Public Fund.

You may not make disbursements from your TIE after January 31, 2010 except to pay liabilities you
incurred prior to that date, and to pay routine and nominal overhead costs, bank fees, taxes, and other
reasonable expenses for compliance with applicable tax laws.
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IV. FILING DEADLINES

There are up to three filing deadlines for candidates to disclose TIE activity, as follows:

1) January 7, 2010 to cover transactions from your TIE registration date through December 31, 2009.
2) March 5, 2010 to cover transactions from January 1 through February 28, 2010.

3) A final report is due five business days after your TIE terminates its activities.

Reminder

Your final TIE disclosure report could be due before Report #2 (e.g., if your TIE terminated its
activities on January 19, 2010, your final report would be due no later than January 26,2010
and Report #2 would not be required).

Compliance Alert

You cannot generate or submit disclosure statements for your TIE using C-SMART. You
must use special statements provided by the CFB on its website. These statements must be
submitted to the CFB by 5 p.m. on the due date or postmarked by midnight on the due date.

V. RECORDKEEPING

The CFB will audit all candidates’ TIEs. Thus, you must keep clear and accurate records of your TIEs’
donations and expenditures. The records to be kept include the following:

« Copies of all deposit slips.

@ Copies of all checks from donations.

@ Records of all efforts made to obtain donor contact and employment information.

@ Record of all efforts made to identify an intermediary.

@ All receipts or other written records showing how the value of in-kind contributions were determined.

@ All bills for goods or services provided.

@ All documentation for each loan received, loan repayment, and loan forgiven.

# All monthly billing statements for any TIE credit card or charge card account.

@ All bank statements.

@« Copies of the front and back of all returned and canceled checks.

@ Petty cash journal.

You must keep these records for six years from the date of your TIE’s registration.
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VI. WHERE TO FIND IT

Further explanation regarding the information presented in this chapter can be found in the following:

@ Registering a TIE: CFB Rules, Chapter 11, rule 11-02

@ TIE disclosure reports: CFB Rules, Chapter 11, rule 11-03

@ Transfer Restrictions: CFB Rules, Chapter 11, rule 11-04

« Transition and inaugural donations and expenses: Campaign Finance Act, §3-801






Glossary

Advance — a campaign expense paid for by an individual on behalf of the campaign using his/her personal funds
with an expectation of repayment (see Chapter III).

Advisory Opinion — a document issued by the Board to clarify the Campaign Finance Act and Rules, sometimes at
the request of a campaign or other interested party.

Affiliated Contributor — a contributor who is subject to a single contribution limit, because it is controlled by the
same person(s) or entity (see Chapter II).

Amendment — a modified disclosure statement submitted by a campaign to correct errors and/or omissions in the
original statement. It is usually submitted in response to a statement review or Draft Audit Report (see Chapter VI).

Backup Documentation — paperwork for each matchable contribution claim submitted with each disclosure state-
ment to support a claim’s eligibility for public matching funds (see Chapter V).

Bonus Situation — the two-tiered system which provides additional public funds and higher spending limits to a
Program participant who is opposed by a well-financed non-participant (see Chapter IV).

C-SMART (Candidate Software for Managing and Reporting Transactions) — the computer program used by can-
didates to report campaign finance transactions and submit disclosure statements to the CFB and the State and City
BOE:s (see Chapter I).

Campaign Finance Act (the Act) — the law that regulates how the Campaign Finance Board operates and how the
Campaign Finance Program is run. The Act contains the regulations, limits, and prohibitions that apply to all can-
didates for mayor, public advocate, comptroller, borough president, and City Council member, as well as the regula-
tions governing candidates who join the matching funds program.

Campaign Finance Program — the system established by the Act and administered by the CFB that allows eligible
candidates running for New York City office to have contributions to their campaigns from individual New York
City residents matched with public funds in return for agreeing to limit their spending (see Chapter I).

Campaign-Related Expenditure — an expenditure a campaign is permitted to make under the Act that helps further
the candidate’s nomination or election to office (see Chapter III).

Certification — the document used by a candidate to voluntarily join the Program (see Chapter I).

Citywide Office — a position in which candidates are selected by voters in all five boroughs.
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Compliance Visit — an on-site visit by the CFB’s Audit Unit typically scheduled before a public funds payment to
review a campaign’s compliance with the CFB’s recordkeeping requirements (see Chapter IV).

Contemporaneously — at the same time.

Contribution — any gift, subscription, advance, or deposit of money or anything of value made in support of a
candidate (see Chapter II).

Contribution Card — a document completed and signed by an individual contributor making a monetary contribu-
tion to a campaign to verify information about the contributor and the origin of the contribution (see Chapter II).

Contribution Limit — a cap on the amount of money a campaign can accept from a single contributor per election
cycle (see Chapter II).

Debate Law — the section of the Act requiring Program participants running for a citywide office to engage in a
series of public debates (see Chapter X).

Disclosure Statement — an itemized report prepared by the campaign of all financial transactions occurring during
a reporting period (see Chapter V).

Doing Business Contributor Form — a form completed by contributors when their contributions exceed the doing
business contribution limits to ascertain whether they have business dealings with the city (see Chapter II).

Doing Business Database — the computerized database containing the names of persons and entities engaged in
business dealings with the city (see Chapter II).

Draft Audit Report — the report sent to the campaign after the election summarizing the findings of its audit,
including potential findings of violation and potential public funds repayment obligations (see Chapter VII).

Election Cycle — the four-year period during which campaigns report their finances to the CFB.

Employer Identification Number (EIN) — a unique, nine-digit number assigned by the IRS to sole proprietors,
corporations, partnerships, estates, and other entities for tax filing and reporting purposes. Campaigns must obtain
an EIN for their committees to open a bank account (see Chapter I).

Exempt Expenditure — a narrow set of campaign spending that does not count toward the campaign’s spending
limit (see Chapter III).

Expenditure Limit (Spending Limit) — the cap on the amount of money a campaign can spend during an election
cycle (see Chapter III).

Fair Market Value — the value of a good or service as available to the general public (see Chapter II).

Filer Registration (FR) — the form used by a campaign to register with the CFB to allow the campaign to submit
disclosure statements (see Chapter I).

Final Audit Report — the final, public report sent to a campaign after the election summarizing its record of com-
pliance with the requirements of the Act and Board’s Rules (see Chapter VII).

Forgiven Loan — money borrowed by the campaign for which the lender does not require full or partial repayment
(see Chapter II).

Fundraising Agent — a paid or volunteer full-time campaign staftf or commercial fundraising firm retained by the
campaign to accept contributions on behalf of the campaign (see Chapter II).
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In-Kind Contribution — a good or service donated to a campaign free of charge or at a special discount not avail-
able to others (see Chapter II).

Independent Expenditure — spending on behalf of a candidate by an individual or entity with no connection to or
dealings with the campaign (see Chapter III).

Intermediary — a person or entity who solicits and/or delivers contributions from another person or entity to a
campaign where such solicitation is known to the candidate or his/her campaign (see Chapter II).

Invalid Matching Claim (IMC) — a claim for public matching funds that the CFB has found is ineligible to be
matched for a particular reason (see Chapter VI).

Invalid Matching Claims Report (IMC Report) — a list of all matching claims found to be not matchable by the
CFB and the reasons for those findings (see Chapter VI).

Joint Expenditure — a purchase of goods or service by two or more campaigns, such as a palm card advertising
both a citywide and a City Council candidate (see Chapter III).

Matchable Contribution — a contribution from an individual New York City resident that is eligible to be matched
with public funds (see Chapter IV).

Matching Claim — a monetary contribution that a campaign seeks to be matched with public funds (see Chapter IV).

Matching Rate — the formula at which contributions from individual New York City residents will be matched
with public funds (see Chapter IV).

Maximum Public Funds — the most money that a campaign can receive in public funds per election (see Chapter IV).

Monetary Contribution — a donation of money to a campaign in the form of cash, money order, credit card, or
check (see Chapter II).

Non-Campaign Related Expenditure — An expenditure that is not permitted to be paid for using campaign funds,
including anything for personal use which is unrelated to the campaign (see Chapter III).

Non-Participant — a candidate that does not participate in the Campaign Finance Program (see Chapter I).

Non-Qualified Expenditure — an expenditure that, while campaign-related, cannot be paid for with public funds
(see Chapter IV).

Outstanding Liability — a bill that has not been paid by the time the reporting period ends and the disclosure
statement is submitted (see Chapter III).

Participant — a candidate who files a Certification to voluntarily join the Campaign Finance Program (see Chapter I).

Petty Cash — cash fund which may be used to make small cash purchases not exceeding $100 per transaction (see
Chapter III).

Public Matching Funds (public funds) — taxpayer money used to match eligible contributions that is calculated by
multiplying a campaign’s valid matching claims by the matching rate (see Chapter IV).

Qualified Expenditure — a campaign-related expenditure made in the election year that can be paid for with public
funds (see Chapter IV).

Reporting Period — the date range that is covered by a particular disclosure statement (see Chapter V).
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Runoff Election — an election held to determine a party’s nominee if no candidate running for a citywide office
receives more than 40% of the vote in the primary election (see Chapter VIII).

Subcontracted Expenditure — a payment made by a primary vendor to a secondary vendor to complete the work
originally contracted between the primary vendor and the campaign (see Chapter III).

Threshold — the two-part criteria demonstrating a minimal level of support that a participant must meet to be
eligible to receive public funds (see Chapter IV).

Transaction ID — the unique identification number generated and automatically assigned by C-SMART to each
entry (see Chapter V).

Transfer — any exchange of funds or any other thing of value between political committees (see Chapter II).

Transition and Inauguration Entity (TIE) — an entity created by an elected candidate to raise and/or spend
money on his/her transition into office and/or inaugural event (see Chapter XI).

Unspent Campaign Funds — Public funds left over after an election that must be repaid to the Public Fund (see
Chapter V).

Voter Guide — a publication distributed by the CFB before the primary and general elections to provide voters with
information about municipal candidates, local ballot proposals, and assistance with voting (see Chapter IX).
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Advance Repayment Voucher (pocket)

How to Submit Your Backup Documentation

Candidate Non-Expenditure Statement (Form CF-16) (pocket)

Change of Address Request Form (pocket)

Change of Bank Account Request Form (pocket)

Contribution Card with Credit Card Information (pocket)

Committee Designation of Treasurer and Depository (Form CF-02) (pocket)
Committee Statement of Authorization or Non-Authorization (Form CF-03) (pocket)
Contribution Card (pocket)

Credit Card Authorization Form (pocket)

Credit Card Guidance Document

Daily Wage Record (pocket)

Disclosure Statement Calendar (with election dates) (pocket)

Doing Business Contributor Form (single-sided) (pocket)

Employer Identification Number (pocket)

Filer Registration Form (pocket)

Intermediary Statement Form (pocket)

Political Committee Registration Form (pocket)
Segregated/Non-Matchable Contribution Card (pocket)

Small Campaign Form (pocket)
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http://www.nyccfb.info/PDF/forms/advance_repayment_voucher.pdf
http://www.elections.state.ny.us/NYSBOE/download/finance/cf16.pdf
http://www.nyccfb.info/PDF/forms/change_of_address.pdf
http://www.nyccfb.info/PDF/forms/change_of_bank_account.pdf
http://www.nyccfb.info/PDF/forms/2009/2009-Contribution-Credit%20Card.pdf
http://www.elections.state.ny.us/NYSBOE/download/finance/cf02.pdf
http://www.elections.state.ny.us/NYSBOE/download/finance/cf03.pdf
http://www.nyccfb.info/PDF/forms/contribution_cards.pdf
http://www.nyccfb.info/PDF/forms/credit_card_authorization_card.pdf
http://www.nyccfb.info/PDF/forms/2009/2009_Daily_Wage_Record.pdf
http://www.nyccfb.info/candidates/candidates/disclosure_deadlines/2009.htm
http://www.nyccfb.info/PDF/doing_business/DB-Contrib-Form_1sd.pdf
http://www.irs.gov/businesses/small/article/0,,id=98350,00.html
http://www.nyccfb.info/PDF/forms/2009/2009_Filer_Registration.pdf
http://www.nyccfb.info/PDF/forms/intermediary_statement.pdf
http://www.nyccfb.info/PDF/forms/2009/2009_PCOM_Registration.pdf
http://www.nyccfb.info/PDF/forms/segregated_account_cards.pdf
http://www.nyccfb.info/PDF/forms/2009/2009_small_campaign_form.pdf
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a2 Subcontractor Disclosure Form (pocket)
ot Transfer Authorization Card (pocket)
a¢  Verification of Terminated Candidacy (pocket)

a  Weekly Wage Record (pocket)


http://www.nyccfb.info/PDF/forms/subcontractor_disclosure_form.pdf
http://www.nyccfb.info/PDF/forms/Transfer_Authorization_Card.pdf
http://www.nyccfb.info/PDF/forms/2009/2009_Verification_of_Terminated_cand.pdf
http://www.nyccfb.info/PDF/forms/2009/2009_Weekly_Wage_Record.pdf

c8 How to Submit Your Backup Documentation

%%  Organize all backup so that it is in ascending order according to the transaction ID number
from C-SMART. Backup that is not in order will not be accepted. This is a common mistake
and one that can be easily avoided.

#%  Never cut out checks, money orders or contribution cards. Always copy them onto FULL SIZE
sheets of paper. Anything smaller will not be accepted.

#%  When copying multiple checks on one page, please make sure the checks are in transaction ID
order and that they are facing the same direction, as shown in the attached sample. See page 2.

%%  When copying a contribution card with a money order or check on the same page please make
sure the contribution card and the money order or check are facing the same direction, as shown
in the attached sample. See page 3.

3%  When copying multiple contribution cards on one page (e.g., for cash contributions), please
make sure the contribution cards are in transaction ID order and that they are facing the same

direction, as shown in the attached sample. See page 4.

%  When copying multiple documents on one page, make sure they do not overlap and block
potentially important information.

NOTE

If you are not using the contribution card sample provided by the CFB, where we have included a
“For Committee Use Only” box to write the statement number and transaction ID, please write
the statement number and transaction ID on the upper right hand corner of the page.

See samples of acceptable backup documentation on the following pages of this packet.
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Valerie Russell
37 Duane Street
New York, NY 10007

Pay to the order of:

YZiAA: 2009
XD

MEMO

| :005367894|: 18L95k78

Juan Solis
82-56 Roosevelt Avenue
Jackson Heights, NY 11372
@to the order of: Pame ZOO”\ o0

Amanda Lee 232
71-01 Main Street
Flushing, NY 11367 DATE Aqqust 72008
Pay to the order of: ‘ $ 7000.00
DOLLARS

_ Awmentn Lee

|:L389789Y ¢

Kate Ada 164
2 RectorStree
New

DATE A@gﬂ&t11P20Q8447

Pay Paine 2009 | $ [ 25000
JM&M@M@EMM&M DOLLARS

_ Kate Adams

L7894 13855L78

| 371

b| 315

ASE

b|>%0



For Committee Use Only
Statement #:
Transaction ID: 983

Contribution Card

Paine 2009

(Committee Name)

[ Cash MMoney Order [] Check in the amount

Name _Hawnna h Dantels

Home Address 200 Chawbers Street
City/State/Zip _New Yorik, NY 10007

To comply with Campaign Fi
requirements, please give the

Employer
Occupation Self-Employed
Business Address _200 Cham
City/State/Zip _New York,

I understand that Statedla
from my own funds. I
personal funds, is not bei

at a contribution be in my name and be
¢ this contribution is being made from my

Contributor’s Signature Date of Contribution

b| >8>



Statement #: ©

For Committee Use Only

Transaction Im

Contribution Card

Paine 2009

(Committee Name)

wCash O Money Order [ Check  in the amount of $ 10

Name _Ellen Cunningham

Home Address _9251 Kings Hwy

City/State/Zip Brooklyn, NY 11212

To comply with Campaign Finance Board reporting
requirements, please give the following information:

Employer _USC Consulting

Occupation _Accountant

Business Address _1125 Eastern Pkwy

City/State/Zip Brooklyn, NY 11213

Statement #: ©

For Committee Use Only

Transaction ID:T

Contribution Card

Paine 2009

(Committee Name)

MCash I Money Qrder * (1 Check” in the amountof § __25.00

Name _OCloria Jones

Home Address . 245 W 72nd Street

City/State/Zip . NewYork, NY 10023

To comply with Campaign Finance Board reporting
requirements, please give the following information:

Employer _Morgan Stanley

Occupation _Accountant

Business Address _1985 Broadway

City/State/Zip _New York, NY 10056

I understand that State law requires that a contribution be in my name and be
from my own funds. I hereby affirm that this contribution is being made from
my personal funds, is not being reimbursed in any manner, and is not being made

I understand that State law requires that a contribution be in my name and be
from my own funds. I hereéby affirm that this'contribution is being made from
my personal funds, is not being reimbursed in‘any manner, and is not being made

as a loan. as aloan.
( 5(Q,M vavww\a, Yo 3} 1§ ’ O &
Contributor’s Signature Date of Contnbutlon Date of Contribution




CREDIT CARD GUIDANCE DOCUMENT

on

Special processing, reporting, and recordkeeping requirements must be met in order for credit card contributions
to be matched with public funds. This handout is intended to be a step-by-step guide to complying with these
requirements.

I. GETTING STARTED

A) Processing Method:

The first step in accepting credit card contributions is to decide how your campaign will process
them. There are three options available: manual, online and a hybrid of the two (each of these options
is explained further in Section II - Credit Card Processing). Once you select an option, you need to
establish your campaign’s own unique merchant account.

B) Establishing a Unique Merchant Account:

A merchant account is a contract under which a bank or financial institution accepts credit card
transactions on behalf of the customer, in this case, the campaign. The Campaign Finance Board
(CFB) requires your campaign to establish its own, unique (not shared or pooled) merchant account
in its own name. Merchant accounts are generally linked to bank accounts so that receipts may be de-
posited electronically. Some credit card processing vendors will also provide your campaign with its
own unique merchant account; if they do not, your bank may be able to set one up for your campaign.

C) Disclosing Your Unique Merchant Account:

Once you have established a unique merchant account, you must disclose it on your Filer Regis-
tration (FR). If you have already submitted this form, an amendment must be submitted using the
Change of Bank Account Form. If you choose to accept credit card contributions through your cam-
paign’s website, you must disclose the website address on your Filer Registration. If you are unsure if
your unique merchant account or your website has been disclosed on your Filer Registration, please
contact your Candidate Services Unit (CSU) liaison. Your liaison can also advise your campaign on
whether your website conforms to CFB requirements for accepting online contributions.

Il. CREDIT CARD PROCESSING

There are three ways in which credit card transactions are processed:

Manual Processing — This is where a campaign uses a “swipe” terminal, like those used by most busi-
nesses, OR when a campaign manually enters the contributor’s credit card information into a terminal.
Since the contributor is present to swipe his/her credit card and to fill out and sign a Credit Card Autho-
rization Form, it is the easiest way to collect the required backup documentation.

Online Processing — This is where a campaign sets up a website to process online contributions. All the
elements of the Credit Card Authorization Form, including the credit card information, are captured and
submitted to an online processor which processes the contribution immediately. While this may be the
most convenient method of collecting credit card contributions, the absence of physical interaction with
the contributor may require greater effort to obtain the required records. The documentation require-
ments are discussed in Section III-B — Recordkeeping Requirements.

Credit Card Guidance Document
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http://www.nyccfb.info/PDF/forms/2009/2009_Filer_Registration.pdf
http://www.nyccfb.info/PDF/forms/change_of_bank_account.pdf
http://www.nyccfb.info/PDF/forms/credit_card_authorization_card.pdf
http://www.nyccfb.info/PDF/forms/credit_card_authorization_card.pdf

2

Hybrid Processing — This is where a campaign collects the contributor’s credit card information using its
website, and then, in a separate processing step, manually processes the transaction. In this hybrid setup,
a campaign usually enters the contributor’s information received via electronic notification generated by
its website into a separate online processing system. (This method produces some of the needed backup
documentation, but, like the online option, the absence of interaction with the contributor necessitates
the same contributor authorization process).

There may be other methods available. If you are contemplating something other than the above process-
ing methods, please contact your CSU liaison.

A) Real-Time Address Verification (AVS):

Your credit card processor must use real time address verification to verify transactions, also known
as AVS. This is a system where the processor verifies the residential address provided by the contribu-
tor against the billing address on file for the credit card account. This verification should be based on,
at minimum, characters from the street address and zip code and the credit card expiration date. The
purpose of AVS is to verify the contributor is a New York City resident and to ensure a contributor

is using his/her own personal funds. This level of verification may be higher than what some vendors
require but it is not unusual in the context of political fundraising.

B) Additional Information Regarding Online Contributions:

1) If your website is soliciting contributions, it must contain the following statement in a
conspicuous and clearly recognizable manner:

“State law prohibits making a contribution in someone else’s name, reimbursing someone for
a contribution made in your name, being reimbursed for a contribution made in your name, or
claiming to have made a contribution when a loan is made.”

This requirement for solicitations is separate from the recordkeeping requirement for each
contribution (see Section III).

2) The part of your website that collects contributor information should be secure.

3) Itis strongly recommended for your website to list prohibited contributions and contribution
limits. Make sure that the maximum contribution amount your website is able to process is the
contribution limit for the office you are seeking.

4) It isadvisable that you set up your website such that all information you require for the purpose
of reporting the contribution on disclosure statements (and claiming it for matching funds) is
collected by the website. Consider using required fields to obtain that information before the
transaction can be processed.

RECORDKEEPING

A) Credit Card Authorization Form:

Similar to other types of contributions, your campaign is required to collect a Credit Card Au-
thorization Form for each credit card contribution, or a functional equivalent (a printout of where
your website collected the same information) for contributions received over the Internet; and if the
contribution is over the “Doing Business” contribution limit for your office, your campaign should
try and collect a “Doing Business” Contribution Form. The Credit Card Authorization Form needs
to collect all of the information outlined below in Section B-3a.

Credit Card Guidance Document


http://www.nyccfb.info/PDF/forms/credit_card_authorization_card.pdf
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B) Recordkeeping Requirements:

There are five components to the recordkeeping requirements for credit card contributions. Follow-
ing the detailed discussion is a section that describes what must be submitted with each disclosure
statement to substantiate transactions claimed for public matching funds (“backup documentation”).

1) Unique Merchant Account Agreement and Statements:

As discussed in Section I — Getting Started, a merchant account is established with a contract. The
contract outlines the terms and conditions of the merchant account and demonstrates whether it
is a unique (not shared or pooled) account specific to your campaign. For example, the agreement
might contain the AVS requirements necessary for the campaign and the fee schedule being
charged. The campaign must keep this document, as well as any addenda or changes to it, and
submit it to the CFB upon request.

Statements or Reports from the Credit Card Processing Company:

Many credit card processing companies provide regular statements by paper, electronically,
or both. These statements generally contain summary information regarding the transactions
processed and the fees taken. Certain companies might generate separate reports to address
chargebacks or attempted transactions that failed. Reports from the credit card processing
company might also contain explanations for codes that appear on the proof of processing
documents (see below, Section 4).

Proof of Authorization of the Contribution by the Contributor:

The purpose of requiring proof of authorization of the contribution by the contributor is the same
as the CFB’s requirement that contributors sign their checks or, in the case of cash or money
orders, sign contribution cards.

a) If you are accepting credit card contributions under circumstances where the contributor
will be completing a physical authorization form:

Your campaign must obtain a Credit Card Authorization Form which includes the following:

i.  Contributor’s name

ii.  Contributor’s residential address

iii. Amount of the contribution

iv.  Authorized committee’s name

v.  Credit card account type (e.g., Visa, Mastercard, etc.)
vi. Credit card account number

vii. Credit card expiration date

viii. The following affirmation statement with a line directly below it for the contributor’s
signature and the date:

“I understand that State law requires that a contribution be in my name and be from
my own funds. I hereby affirm that this contribution is being made from my personal
credit card account, billed to and paid by me for my personal use, and having no corpo-
rate or business affiliation; and is not being made as a loan.”

If your campaign prefers to use one contribution card for all types of monetary
contributions (e.g., cash, money order, and credit card), your campaign may use this
“combined” affirmation instead:

Credit Card Guidance Document
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“I understand that State law requires that a contribution be in my name and be from
my own funds. I hereby affirm that this contribution is being made from my personal
funds, is not being reimbursed in any manner, and is not being made as a loan; in addi-
tion, in the case of a credit card contribution, I also hereby affirm that this contribution
is being made from my personal credit card account, billed to and paid by me for my
personal use, and has no corporate or business affiliation.”

b) If your campaign is accepting credit card contributions online and collecting the online
equivalent of a Credit Card Authorization Form:

Your campaign’s website must clearly identify itself as the campaign’s website and collect
the following:

i)  Contributor’s name

ii)  Contributor’s residential address

iii) Amount of the contribution

iv)  Credit card type (e.g., Visa, MasterCard, etc.)

v)  Credit card account number

vi) Credit card expiration date

vii) The contributor’s agreement to the following statement and affirmation:

“I understand that State law requires that a contribution be in my name and be from
my own funds. I hereby affirm that this contribution is being made from my personal
credit card account, billed to and paid by me for my personal use, and having no corpo-
rate or business affiliation; and is not being made as a loan.”

The contributor’s acknowledgement of the above affirmation may be obtained with

a check box that is a required field for the contributor to affirm, prior to proceeding
with the online transaction. This acts as an electronic signature that indicates that the
contributor is agreeing to the affirmation.

4) Proof of Processing:

The purpose of this requirement is to verify that credit card transactions were actually processed;
and processed in such a manner as to make them potentially matchable contributions in
accordance with the CFB’s guidelines. There are many variations in how different processors are
able to meet these requirements, including being done in two separate documents that are cross-
referenced to each other.

Proof of processing consists of documentation from the credit card processor that must include:
a) A transaction number or code from the processor for each individual transaction.
b) Contributor’s name and residential address as the billing address.

¢) The type of credit card, the last 4 digits of the contributor’s credit card account number and
the expiration date. (If the processor provides the entire credit card number, you should
redact all but the last 4 digits before submitting to the CFB.)

d) The transaction amount.

e) Indicia of successful AVS verification for each individual transaction. Where AVS has failed,
that too should be indicated.

f) Transaction approval (or declination).

Credit Card Guidance Document



g) Your committee name or unique merchant account number must be identifiable as the
recipient payee of the transaction.

5) Website Content and Processing Documents:

You must retain copies of your campaign’s web content, completed Credit Card Authorization
Forms (including printouts of those completed on the website) and all above-mentioned
processing documents. Just like all other campaign records, state law requires that these be
retained for six years after the election.

IV. BACKUP DOCUMENTATION

As with other contributions for which matching claims are made, credit card contributions will be
matched with public funds only if they are from individual New York City residents. For each credit card
contribution that your campaign wants to have matched with public funds (see Section V — Reporting),
your campaign must submit with each disclosure statement the Credit Card Authorization Form or its
functional equivalent as proof of authorization and the proof of processing from the credit card processor
for each transaction as described in Section III B-3 and Section III B-4 of this document. These will serve
as the backup documentation for matching claims for credit card contributions. Together, the proof of
authorization and the proof of processing should provide the CFB with the ability to track the contribu-
tion from the contributor through the verification process. As with all backup documentation, backup
documentation for credit card transactions must be labeled with the appropriate statement and transac-
tion ID numbers from C-SMART. All backup documentation for matching claims should be submitted in
transaction ID number order when the disclosure statement is filed. A claim will be invalidated for failing
to provide complete backup documentation.

We strongly urge you to contact your CSU liaison to review the content of your campaign’s website and
the sample backup documentation from your credit card processor to ensure that you are collecting the
proper documentation before you begin accepting actual credit card contributions. This is to help your
campaign preemptively make sure that all of the credit card contributions received are in preliminary
compliance with CFB guidelines.

V. REPORTING

To report a credit card contribution in C-SMART, select or add the contributor’s name record and add a
monetary contribution. Under “Contribution Type,” select “Credit Card.” All other information for these
transactions is entered in the same manner as for any other type of monetary contribution. To claim match-
ing funds for a credit card contribution, you must also enter an amount in the “Matching Amount” field.

Your campaign must also report any charges and/or fees resulting from soliciting or processing credit
card contributions and/or from ordering reports or statements related to those transactions. These are
considered campaign expenditures and must be reported as such. In C-SMART, your campaign must
report these as “Bills” and “Bill Payments”. These expenditures include any percentages withheld as pro-
cessing or transaction fees, as well as any costs related to creating and maintaining a website.

If a credit card processing company takes its fee with each transaction processed, your campaign should
still report the full amount contributed by the contributor and a bill and bill payment to the credit card
processing company for the amount of the fee. The fees for multiple credit card transactions may be
combined on a periodic basis and entered into C-SMART as a single transaction, since that is what many
processors may do. The backup documentation and records maintained by your campaign should provide
an audit trail clearly showing both amounts.
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For installment contributions:

Sometimes, campaigns will ask supporters to contribute in a series of installments (for example, the
pledge of a contribution of $300 given in 12 monthly installments of $25). The campaign should report
each installment as a separate transaction on the date each contribution is made. Each transaction
requires its own backup documentation (although one Credit Card Authorization Form is sufficient if it
explicitly covers all of the installments); all annotated with corresponding statement and transaction ID
numbers. If your campaign accepts installment contributions, it must inform those contributors that they
may discontinue their authorizations at any time by contacting your campaign. Installment contributions
are eligible to be matched with public funds, but only as each installment is actually processed, received
by the campaign, and reported timely on the correct disclosure statement. Each eligible installment, up
to $175, should be identified as a matchable contribution when entered into C-SMART. For example, if an
individual contributes $200 in $50 installments, the first three installments should be entered with $50
matchable amounts, and the fourth installment should be reported with $25 as the matchable amount.

For contributions made by using convenience checks:

So-called “convenience checks” drawn on credit card accounts (i.e., checks that credit card companies
send to their customers for use) should be reported and treated like regular checks. Their monetary con-
tribution type is “Check” and backup documentation requirements for checks apply.

HELP

If you have questions regarding credit card contributions or require clarification on any of the require-
ments delineated in this document, please call your CSU liaison at 212-306-7100.

Credit Card Guidance Document



ce A Step-by-Step Guide to Filing Day

Before You Begin + You must be connected to a printer to file.
+ You will need your NYS BOE Filer ID and PIN.
+ Ifyoure an Internet filer, you will need your IDS password.
Check That You Are e
Running the Most Help Contents To make sure you are using the
Updated Version Campaign Finance Handbook on the Web correct version of C-SMART,
CFB Forms on the Web select Help on the menu bar and
of C-SMART Reminders then select About C-SMART.
To Do List
In order to file, you must be using
Version 9.0, Build 4.0 released
November 10, 2008. Your state-
ment will be rejected if filed with C-SMART

an outdated version of C-SMART.

If you encounter difficulty
upgrading, call the Candidate
Services Unit immediately at
212-306-7100.

Back Up Your Database
Before Filing

Select Admin from the menu bar,
and then select Backup Database.

To prevent against loss of your
information, back up your data-
base before filing so that you have
the file on an external medium.

Check the box if you are backing

up to a CD, otherwise, browse to

select the drive that you will back
up to, and then click Proceed.

During the backup process, the
following window will appear.
You may have to press Enter to
continue.

You will be alerted when the
backup has been successfully
completed.

Candidate Software for Managing and Reporting Transactions
Version 9.0, Build 4, Release Date: November 10, 2008

!ﬂ Submission Favorites Help

Security

Defaults

Recalculate Totals

Convert Names to Upper and Lower Case
Import Names

Backup Database

Restore Database

T ——
) Back-up

Unsubmit Statemen

Recalculate Summar

This utility will backup your existing C-SMART database.

Data Export Wizard
Please select the destination:

Setup Wizard

Import Contribution Source:  |CANYC-CFB\csmart9\csmdata\csm2009x\db2009x.db

Check for C-Smart 1] Backupto CD: [

Destination: I

Proceed | Close | Help

-CFB\CSMART9\PACOMP .exe

Backup

\l.) Backup is completed.




Review a Draft of
Favorites Help

Your Submission [ Somsson  »| ot |3

amendment » Final »
Pre-Election Disclosure »

Select Submission from the
menu bar, and then select

Submission = Draft e — TJoe
Statement # Filing Due Daﬁ ¥ All Schedules
From the drop down menu, [ 2| Eonetan Conbuions [AEC1 8]
C itt In-Kind Contributi 2] -
select the Statement Number [ S Coure 20 Pl =] B Ciber Recepte £ =
and then click Proceed. Candidate/Treasurer Verification [+]
The Candidate or Treasurer must read and verify the ing by ing the appropriate button below:
. I heraby verify that | am the candidate for the prinsipaliprimany committes for which this disclosure statement is to b filed.
Review the total amount eyt Deta et Tins Vst !
. . | hersby verfy that | 3m on r=oord with the Campaign Finance Board as the tressurer of the pringipaliprimary commities for which this =
claimed for match, net contri- iscosue sisiement s 1o be e
. . " Verify as Treasurer. Date and Time Verified
butions and net expenditures i
t n r th t 11 lnf rm tl n Itemized Statement Verification
O ensure ata o ato Kook X, Xxxxx must read and verify the following by checking the box below:
was accurately entered into T R LT s
signature s#fied by hand
C-SMART. I verify Date and Time Verified
Confirmation
Fooox X, Xxoxxx must read and confirm his or her under of the by the box below:
|, Xoooee X, Xoooox, . understand that a or knowingly making 2 false statement, including but not imited to in the form of an &_i
[Flnppy: s CD-R:  ( Windows XP or Vista only ) ] Clora

Flnal Favorites  Help

Submission [siomsson IS
Amendment » IEE

Pre-Election Disclosure  » I_

After you have reviewed your
draft for accuracy, you can file

your final submission C-SMART INTERNET SUBMISSION - Connecting to nyccfb.info

.. C-SMART

Select Submission from the
menu bar, and then select Internet Submission Login
Submission = Final = Disk/
Internet‘ Please Enter Password for Internet Filing: ﬂ
If you are ﬁling over the Internet, PLEASE NOTE: only the candidate or treasurer may complete the submission

ll b d process and submit a disclosure statement to the Campaign Finance Board. If you
you will be prompted to enter are not the candidate or treasurer, you may not proceed. By entering a password,

you acknowledge that you are either the candidate or the treasurer.
your IDS password.
Select the Statement Number M
from the drop down menu, - .
and CheCk the Veriﬁcations and (% Disclosure Statement Final - INTERNET Submission - Connecting to nyccfb.info [;]@E
ﬁ . . Th 1, l Statement # Filing Due Date j [ All Schedules
confirmation sections. Then click [ T Woreiors Eonibuiors (500] =
ommitiee swiiore [0 =
Proceed’ Remember’ ONLY a ‘ H - Smith for Council 2009 [Principal] _vj 1 M
candidate or treasurer can file a Candidate ) Treasurer Verification> =
disclosure statement. ﬂm(‘.:ndidﬂlel ::;mn:rln:u:t;‘mmftmf le.a\.uitgbyso-alec:'mg“::‘»eﬂzr:mpnam button-hek;w;:-u
varfy that | sm the cngidate for the prinsipslprimany sommittss for ——
" Verify as Candidate. Dateamj_rvm\a’enrn_an — - g =
Note: If you are filing via disk, please e R R A R e i ” e i
. . »
select whether you will file with a MERESRESIEE Do et
Floppy or CD and then proceed. If (Ttemized Statement Verification)
, . oou0x X, Kook must read and verify the foll by checking the box below:
you file with a disk, do not forget e, e ot o B e o5 A R B AL
to sign the paperprintout ofyour a!mmu:s::l:.ymhiy‘dmmvmv baiow | am slectronically signing oy disciosure statement which shall have the same validity and the sffect s 3
disclosure statement. Ll ioscupmevees
Koowxx X, Xxxxx must read and confirm his or her of the ring by ing the box below:

Once yOu CliCl( Pl‘oceed, a Series 1, ¥oooe X, Yook, i . understsnd that i or knowingly making a false statement, ingluding but not fimited to in the form of an @
of prompts will appear. [\Lluppv: [=ES CD-R: Windows XP or Vista only ) J _C,'oil

T fyou are submitting via disk please
select floppy or CD-R.



Final Submission
(continued)

The 1st prompt is a reminder to
back up your database. If you did =

not backup your database yet, | \:.)) If you do not have a current backup of your data, stop the submission process and create one now. |
stop the submission and go back
to Step 2. If you did back up your
database, click “Yes”.

Disclosure Statement Final - INTERNET Submission - Connecting to nyccfb.info

Do you want to continue the submission process now?

Yes Mo

The 2nd prompt is a reminder
to review your draft submission.

If you did not review a draft of D). o o ek e i ey il b bl o e
the disclosure statement, stop Do you wank to continus the subiission process now?

the submission and go back to Mo
Step 3. If you did review a draft,
click “Yes”.

Disclosure Statement Final - INTERNET Submission - Connecting to nyccfb. info

For sach

S

thak may be

Filing with the New York State Board Of Elections

The 3rd prompt asks whether or not you
wish to file with the New York State Board
of Elections (NYS BOE).

NYS Board of Elections

If you select “Yes”, you will be prompted
to enter your Filer ID and PIN Number
given to the campaign by the NYS BOE. = No
If you do not have this information, call
518-474-8200 to obtain the necessary ID
and PIN.

\?/ Would you like to file this submission with the NYS Board of Elections?

Once the Filer ID and PIN is
entered, you will have 3 options for

NYS Board of Elections

sending the NYS BOE disclosure
statement. If you choose to e-mail
the submission to them, please note
that it will not automatically gener-
ate an e-mail. You will be prompted
later in the filing to print a submis-
sion record for the NYS BOE. This
record will note both the e-mail
address and location of the file you
will need to attach.

If you choose to submit via floppy
or CD-R, you must mail the disk to:

New York State Board of Elections
Campaign Finance Unit

40 Steuben Street

Albany, NY, 12207

Enter your 6 character Filer ID Number assigned to
you by the NYS Board of Elections.

Filer ID:

Enter your 8 digit Pesonal Identification Number {PIN).
PIN:

Please select submission method.
Floppy: [E] B
E-Mail: (=] &

CD-R: " { Windows XP or Vista only )

OK | Cancel

Help

Once you have selected a submission method for the NYS BOE, click “OK”. You may see a black screen appear on
your monitor as the submission is generated — this is normal.



Final Submission
(continued)

Filing with the CFB on Disk and the New York City Board Of Elections

Once the submission process is over, two disclosure statements will be printed: one for the CFB and one for the
New York City Board of Elections.

If you filed using a floppy or CD-R, you must submit a signed copy of the disclosure statement (entitled “Submit
to CFB only”) to the CFB. Only the candidate or the treasurer may sign the disclosure statement, and the
original must be submitted to the CFB.

If you filed over the Internet, you may keep the paper copy for your records.
All filers must submit a signed paper copy of their disclosure statement (entitled “Submit to BOE only”) to:

New York City Board of Elections
32 Broadway, 7th Floor
New York, NY, 10004

Back Up Your Database
After Filing

After filing your disclosure statement, you must back up the database again, and discard the previous backup.
Note: If you backup onto a USB drive or rewritable CD, C-SMART will overwrite the previous backup.

To ensure you have the most updated copy of your database saved to an external medium, you must back up your
database after filing a disclosure statement.

Backup
Documentation

For every contribution claimed for match within this reporting period, you must provide copies of:

» checks
» money orders
» contribution cards

« credit card authorization cards and copies of all transaction reports and receipts received from the
credit card processor demonstrating approval and real-time address verification

+ loan documentation, if applicable (copies of loan agreements, checks and repayment checks)

All backup documentation must be submitted in ascending transaction ID order. Your statement will be
rejected if backup documentation is not in order.

For your reference, please refer to this guide on how to copy and orgranize your backup documentation.


http://www.nyccfb.info/PDF/forms/backup_documentation_packet.pdf

6

Backup Documentation
(continued)

Please refer to the image below to see where the Transaction ID is located in C-SMART for each monetary

contribution.

Name
Hernandez, David Johnson Financial
Individual Boro: Manhattan Banker

25 Wall Street 6WF 237 Broadway

New York, NY 10006 Mew York, NY 10008

Transaction ID: 20
\?tatement No:

Date Received: EJLTE R.ECEI'\?'ED:I Contribution Amount: I £500.00
Contribution Type: ICthk vl Matching Amount: I 5175
Checl-dMuneyOrder:lSB? Pledge: [

Committee: |CFE| Test Committee (ID:H) ] Intermediary Information— 2

Event: I ;l Intermediary Search:[ ID:I

Notes Runoff\Rerun: [ 1' Segregated: [ 1' Name:

Totals
Cont:
Cash:
Match:

Refund Amount Trans ID




FILING DAY CHECKLIST

Preparing for Filing Day:

If this is your first disclosure filing for the 2009 election, you must:

] Register with the New York City and New York State Boards of Elections.
[] Obtain your Filer ID and PIN Number from the New York State Board of Elections.
[] Submit your Filer Registration form to the CFB.

All candidates must:

[] Enter all contributions and expenditures into C-SMART. If your campaign hopes to qualify for public funds,
remember to indicate a matching claim for all eligible contributions!

[] Organize your backup documentation (copies of checks, contribution cards, credit card documentation, etc.)
in ascending transaction ID order. Your statement will be rejected if the backup documentation is not
in order. Make copies of all your documents and keep the originals with your campaign; do not submit the
original documents to the CFB. Your backup documentation must be delivered on time for your statement to
be complete.

During the Week of the Filing Deadline
[ ] Back up your C-SMART database.

[] Run a draft submission and check that all financial activity has been accurately reported.

[] File your statement, with backup documentation, on time. If you file your statement online via IDS, it must
be submitted before midnight on filing day. Your statement can be hand delivered to the CFB by 5:00 pm
on filing day, or sent by mail and postmarked by filing day. Your backup documents may be hand delivered or
mailed, subject to the same deadline. Campaigns who fail to submit their filings before the deadline will be
subject to penalties, and their matching claims for the entire filing period may be invalidated.

After the Filing:

[ ] Back up your C-SMART database after submitting your disclosure statement.

If you have any further questions, please call Candidate Services at (212) 306-7100.

2/25/09


http://www.vote.nyc.ny.us/publications.html
http://www.elections.state.ny.us/CFU.html
http://www.nyccfb.info/PDF/forms/2009/2009_Filer_Registration.pdf?sm=candidates_05
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