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Preface

This 2013 candidate handbook is published by the New York City Campaign Finance Board for all candidates
running—or considering running—for one of the offices covered by the Campaign Finance Act: mayor, public
advocate, comptroller, borough president, and City Council member.

What is the Campaign Finance Board?

In the late 1980s, New York City enacted several ethics reforms intended to bring greater accountability to the
political system. With the Campaign Finance Act (Act), city legislators resolved to address the public percep-
tion that large political contributions purchased special access to elected officials. When the Act was signed
into law by Mayor Ed Koch on February 29, 1988, New York City became the largest municipality in the
nation to adopt publicly financed elections via the Campaign Finance Program (Program). On November 8th
of that year, the public overwhelmingly approved a City Charter amendment establishing the independent and
nonpartisan Campaign Finance Board (CFB).

The CFB enhances the role of New York City residents in elections. The CFB’s mission is to increase voter par-
ticipation and awareness, provide campaign finance information to the public, enable more citizens to run for
office, strengthen the role of small contributors, and reduce the potential for actual or perceived corruption.

What is My Campaign’s Relationship with the CFB?

Your relationship with the CFB begins as soon as you open a committee and lasts until well after Election Day
through the audit process.

+ Register. As soon as you register your committee with the Board of Elections (BOE), and before
you begin raising money, you must register with the CFB. (See page 3.)

+ Disclose. For the first three years of the election cycle (2010—2012 for the 2013 elections), regis-
tered candidates must file disclosure statements with the CFB twice a year, in January and July.
During the election year, you must file more frequently, especially just before the primary and
the general elections. This handbook teaches you how to file, what to file, when to file, and about
the application the CFB provides so you can track your contributions and expenditures and file
accurate disclosure statements beginning on page 61.

+ Certify. If you decide to join the matching funds program—as most candidates do—you must
submit your Certification by June 10th of the election year. See page 88.

+ Post-election. Your relationship with the CFB continues past Election Day. You will continue
to file disclosure statements, provide documentation requested by the CFB’s Audit Unit,
respond to your Draft Audit Report, and respond to any violation notices you may receive.
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What is an Election Cycle?

An election cycle is the period leading into an election. In terms of your relationship with the CFB, an election
cycle begins on the first date you can register your committee for the upcoming election and ends in January
of the year following the election.

This handbook was created for candidates running in the 2013 election cycle, which began on January 12,
2010 and runs through January 11, 2014.

What Does the Campaign Finance Act Require of My Campaign?

The Act requires all candidates running for mayor, public advocate, comptroller, borough president, and City
Council member in New York City to register their campaigns with the CFB and provide comprehensive
disclosure, on a regular schedule, about the money they raise and spend. The Act sets contribution limits and
restrictions, which are enforced by the CFB. After the election, the CFB performs a comprehensive audit of
every campaign. Throughout the election cycle, the CFB makes your campaign finance information public on
its website.

What is the Campaign Finance Program?

The Program is a voluntary public matching funds program available to candidates running for NYC office.
Candidates who join the Program agree to comply with spending limits and can qualify for matching funds.

To participate in the Program, you must submit a Certification form by the deadline.

Should I Join the Program?

The most common reason to join the Program is the opportunity to receive public funds so you can run a
competitive campaign. Under the Program, contributions you receive from individual NYC residents are
eligible to be matched at a $6-to-$1 rate, up to $175 per contributor ($1,050 maximum in matching funds per
contributor). In 2009, 76% of candidates on the ballot for the primary or general election participated in the
Program, and the CFB distributed over $27 million in public funds.

The Program gives small contributions a big impact. For example, a $20 matchable contribution is worth $140
to your campaign—the original $20 plus $120 in matching funds. A $100 matchable contribution garners
$600 in matching funds for a total of $700. By matching these modest contributions, the Program allows you
to fundraise by reaching out to all members of the community you want to represent, instead of concentrating
on big donors. And because you can receive up to 55% of the spending limit in matching funds, you can spend
more time campaigning and less time fundraising. Meanwhile, NYC residents have a larger voice in their elec-
tions because their contributions are eligible to be matched with public dollars.

For detailed information and analysis about the Program’s effect in city elections, check out the CEB’s post-
election reports online.
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Do I Have to Participate in the Program?

Participating in the Program is voluntary, and you must submit a Certification to join. If you do not submit

a Certification by the deadline, you will be a non-participant. Non-participants are not eligible to receive
public matching funds, and they are not subject to spending limits. They can donate an unlimited amount to
their own campaign. However, non-participants are subject to the same contribution limits and prohibitions,
disclosure requirements, and audits as participants.

Candidates who will entirely self-finance their own campaign have a third option—they can join the Program
as a limited participant. Like non-participants, limited participants are not eligible to receive public
matching funds, and they are subject to the same disclosure and audit requirements as participants. However,
limited participants cannot accept contributions from any other source, and they agree to comply with the
spending limits for the office they are seeking.

How Do I Use This Handbook?

This handbook is organized to follow your interaction with the CFB from the very beginning—forming a
committee and registering with the CFB—through the audit process after the election. The appendix contains
a glossary, sample forms, and guidance documents covering complex compliance issues.

Throughout the handbook, you will find icons to alert you to important information, facts, and tips to meet
CFB requirement.

A COMPLIANCE ALERT — — @ CONTACT US —

indicates vital, compliance-related indicates you should contact the CFB
information. Pay very close (by phone or email) for additional
attention to these alerts! information before proceeding.

\::(1 REMINDER —

o _ . . indicates mandatory instructions
indicates important information and highlights optional features

that is useful to remember of C-SMART, the CFB’s financial
throughout the election cycle, even reporting application.

though it may not be required.

W C-Access This post-it is for highlighting
best practices fér campaigns to
fo//ou/. The best practices are
optional but help campaigns

maintain compliance.

lets you know that you should sign in
to your C-Access account to receive
bulletins and notices that may require
a response (e.g., statement reviews,
post-election notices), and access
public funds payment information.
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What If I Need More Help?

In addition to this handbook, the CFB provides many resources to campaigns to help them with compliance:

+ The CFB’s Candidate Services Unit (CSU) is dedicated to helping campaigns comply with the
Act and Program requirements. A CSU liaison is assigned to each newly registered campaign.
Your liaison will send you alerts and reminders about filings and answer questions you have
during the election cycle.

+ C-SMART is the web-based application the CFB provides to campaigns for recording and dis-
closing all their financial activity. C-SMART alerts campaigns when entries are missing required
information or violate the law or rules (e.g., if you enter a contribution that is over the limit for
your office). C-SMART simplifies submitting disclosure with the CFB and the BOE, too. Cam-
paigns are required to use C-SMART.

+ CSU staff conduct both compliance and C-SMART trainings at the CFB’s offices. Mandatory
for certain members of your campaign, these classes provide valuable information about the Act
and Rules and hands-on C-SMART instruction.

+ C-Access is a personalized CFB website that gives you secure access to your campaign’s finan-
cial and and committee information. It is also a secure online portal to information about your
campaign. You will receive your C-Access account information when you register with the CFB.
Your account is linked to your registered email address so you'll receive email alerts when new
items are posted. The CFB posts notices and important compliance-related documents to your
C-Access account, so check it frequently! If you join the Program, C-Access also shows your
progress toward qualifying for public funds.

+ The CFB’s website has a section devoted to candidates, including:
« fill-in forms
= contribution card templates in multiple languages
= samples of contracts and other recordkeeping documents
« training dates and disclosure deadlines
+ the Campaign Tool Box, which offers guidance documents and tips
« the full text of the Act and the Rules

= a hyperlinked version of this handbook

This handbook is intended as a general reference guide only and provides plain-language guidance
to complying with the Campaign Finance Act (Act), Board Rules (Rules), and New York State
Election Law. Campaigns should review the Act and Rules in their entirety, as this handbook
cannot cover every aspect of compliance with the Act and Rules and is not intended to replace or
to be inclusive of all laws and statutes governing elections and the Campaign Finance Program.
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Chapter 1

Opening and o
Managing YOur committee.
Committee

The Basics

@ Open your committee with the New York City and New York State Boards of Elections
(City and State BOE).

# Register with the CFB.
# Attend a CFB Compliance and C-SMART training.

& Set up a system of internal controls to ensure the appropriate use of your campaign’s
money, accurate recordkeeping, and complete documentation of all transactions.

# Enter all transactions in C-SMART as they occur.

& Always keep the originals of your documentation and make two copies —one set for
your records and another set to submit to the CFB.

What Do I Do First?

Before you file the paperwork to open your committee, there are a number of things to consider, including the
following.

The Office You Might Seek

Are you running for city council, borough president, comptroller, public advocate, or mayor? All candidates
for these offices must register with the CFB and follow its rules and requirements.

Picking a Treasurer

Choose your treasurer carefully — this is the key person responsible for compliance with the CFB and BOE
and, along with the candidate, is responsible for:

+ accurately reporting transactions
+ properly maintaining your campaign’s documentation

+ submitting disclosure statements to the CFB and State BOE

Chapter 1—Opening and Managing Your Committee 1



Note: Even though candidates may be their own treasurer, it is not recommended because the reporting and

documentation requirements are very time consuming.

Naming your committee

Choose a committee name that is simple, clear, and easy to remember. If you ran for office in the past, do not
use a name that could be confused with the name of your old committee(s). Keep in mind that contributions
must be payable to your committee, so choose a name that is short and easy for contributors to remember.

Now you are officially ready to open your committee.

How Do I Open My Committee?

1. Get an Employer Identification Number (EIN)

You must get an EIN for your committee from the Inter-

nal Revenue Service, even if you do not intend to have any
employees. Apply for an EIN online at www.irs.gov or call the
Business and Special Tax Line at (800) 829-4933.

2. Register with the Boards of Elections

Once you have an EIN, submit originals of each of these three
forms to both the City and State BOEs:

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

+ Committee Authorization Status (Form CF-03)

4+ Candidate’s Authorization for a Committee to Make
Campaign Financial Disclosures (Form CF-16)

You can download these forms from the State BOE’s website.

After registering your committee with the City and State
BOEs, you will receive a Filer ID and PIN from the State BOE
by mail. This information is specific to your committee. Keep
the Filer ID and PIN in a safe place because you will need them
when you register with the CFB and file your State BOE disclo-
sure statements.

Contact the State BOE at (800) 458-3453 with any questions
regarding their registration forms.

2 Chapter 1—Opening and Managing Your Committee

—A COMPLIANCE ALERT —

Your committee cannot start raising
or spending any money until it
is registered with the State BOE.

F:ﬂ REMINDER —

If you ran for a covered office in a
past election cycle, make sure the
name of your new committee is
different from any prior committee.

—A COMPLIANCE ALERT —

If you have an old committee open,

its financial activity will be scrutinized
to make sure it relates ONLY to past
election matters, such as payments
of debt. Do not unnecessarily prolong
the life of a previous committee even
if it is dormant. If you wish to receive
public matching funds, you must
have only one committee active

in the election cycle.
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3. Open a Committee Checking Account

You must open a new checking account in the name of your 2013
committee. You cannot use a checking account from a past election
cycle! To open an account:

%

%

&

Bring copies of the forms you filed with the BOE to the bank.

Make sure the bank will give you the front and back of
canceled checks—this is a basic CFB requirement. Either a
physical canceled check or a scanned image of the front and
back of the canceled check is acceptable.

Get a debit card for the account. Using a debit card is the
most convenient way to pay for and track your committee’s
expenses.

Make sure committee checks have your committee’s name
pre-printed on them.

Inquire about online banking, which provides instant access
to your account’s financial activity. It also lets you print
scanned copies of the front and back of canceled checks and
view/print bank statements as needed.

You can open an mterest
bearing account such as a
savings account or money
market account in addition to
a checkinﬂ account, but deposit
contributions into and make
expendl}fures ﬁom the

checking account only.

Authorize only the treasurer
and/or a des[gnee to open and
close bank accounts. Also, limit
the number of people who can
sign checks, use the committee’s
debit card, or make withdrawals.

Do not use s[gnﬂture stamps.

Keep your username and password to your online banking account and your PIN number for

your debit card in a safe and secure location, and limit the number of individuals with access to
this information.

Ask if the bank provides itemized deposit slips. An itemized deposit slip can be a printed receipt
from the bank teller or ATM separating cash deposits from check and money order deposits. It
can also be a copy of the handwritten deposit slip with the total cash amount written separately
from check and money order deposits. If the printed receipt is not itemized, attach the copy of
the handwritten deposit slip to the printed bank receipt.

If you become eligible for public matching funds, you will have the option of receiving
payment(s) via direct deposit. Ask your bank about direct deposit of funds or EFT (Electronic
Funds Transfer).

How Do I Register With the CFB?

Once you have authorized your committee and opened a committee bank account, but before you begin
raising and spending money, register your committee with the CFB.

Submit a Filer Registration

You must submit a Filer Registration (FR) form to register
your committee with the CFB. On this form, you provide basic

— @ CONTACT US —

Contact the Candidate Services

information about your campaign, such as the names and ad-
dresses of the candidate, treasurer, and committee, along with
information about your bank account. If applicable, you can
also list the names and addresses of your campaign manager,
liaison, and consultant.

Unit (CSU) at (212) 306-7100 or
CSUmail@nyccfb.info if you need
assistance getting started.
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The FR has an optional field for declaring which office you are _A COMPLIANCE ALERT —

seeking, but you do not need to declare an office in order to
register with the CFB. Submit the FR as soon as you open your
committee even if you are still deciding which office you want
to seek.

The FR does not make you a
participant in the Campaign Finance
Program. To join the Program, you
must submit a Certification form

by June 10, 2013. Your CSU liaison

When filling out the FR, remember: will contact you when the form
becomes available.

Find the fill-in Filer Registration Form here or in the Appendix.

+ Make sure it is complete and legible! The CFB will not
accept incomplete or illegible FRs. The best way is to
use the fill-in form on the CFB’s website, and print it.

+ The FR must have the original, notarized signatures of both the candidate and the treasurer.

+ DProvide the names and contact information of any individual working on your campaign who
may contact the CFB with questions. For your protection, CFB staff will only respond to inqui-
ries about your campaign from persons listed on your FR.

Look for Your CFB Welcome Kit

CSU mails a Welcome Kit to each registered committee. E C-SMART —
The kit contains:

+ 'The name and contact information of your CSU liaison. C-SMART is the web application
Your liaison will answer your campaign’s questions on you use to record your campaign’s
compliance and C-SMART, and remind you of upcom- financial activity and submit
ing deadlines throughout the election cycle. disclosure statements to the CFB

and State BOE. C-SMART generates
an ID number for every transaction you
enter. You will write this transaction

ID number on any documentation
+ Labels to help you organize your documentation. related to the transaction.

+ A schedule of disclosure statement deadlines and a
flyer detailing contribution and spending limits, as well
as public funds information.

+ If your username and password for C-Access

(see page 6) has already been assigned, it will be
written in your Welcome Kit.

Keep the Welcome Kit in a safe place for future reference! Write IDs and passwords in the space provided in
the Welcome Kit so you can have all of your important committee information in one safe place.
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I’'m Registered With the CFB —What’s Next?

Attend Mandatory Trainings

The Act requires the candidate, treasurer, campaign manager, or an individual with significant manage-

rial control over your campaign to attend both compliance and C-SMART trainings if you participate in the
Program. CFB trainings are not limited to these individuals—you can send additional campaign staff to train-
ings, especially if they are helping you with recordkeeping and reporting.

Compliance trainings cover the CFB’s rules and requirements. C-SMART trainings teach you to navigate the
basic aspects of entering transactions and submitting disclosure statements. Contact CSU at (212) 306-7100
or CSUmail@nyccfb.info to sign up. A training calendar is available at www.nyccfb.info/candidates.

Get Organized!

Start organizing your documentation as soon as you open your
committee by creating and maintaining a comprehensive filing
system for your documents. This will help you maintain and
submit your required documentation to the CFB. There is a
packet of labels in your Welcome Kit to help you get started. You are required to keep all records
Detailed information on what documentation you need to keep for six years after the election.
and submit to the CFB is provided throughout this handbook.

In general, keep the original and make two copies of each
document on 8 %” x 11” paper—one for you and one for the CFB.

— A COMPLIANCE ALERT

Set Up Internal Controls

Setting up standard financial controls and procedures will help you protect and manage your campaign’s
activities. There are three key aspects to establishing and maintaining internal controls:

+ Make sure no single person has complete control over your campaign’s financial activities.
You should build in steps for independent quality review or spot-check financial transactions.
For example, the person who enters contribution transactions into C-SMART should not also
be responsible for depositing those contributions into the campaign’s bank account. Another
simple control is to have someone double-check all bill payments before the checks are mailed
to vendors. Think of these as the “checks and balances” in your operation.

+ Make sure your staff is well trained. Provide proper training and guidance to everyone working
on your campaign. This can be done by creating simple and clearly written procedures and job
descriptions, sending staff members to CFB trainings, and encouraging staff to regularly review
CFB materials. If practical, assemble these job descriptions and procedures into binders, or post
them on office bulletin boards for campaign staff to review.

+ Limit the number of people who have access to your committee’s checking account, log-in
information for C-SMART and C-Access, and documentation.

Ideally, a campaign should use the fewest number of people needed to both accomplish the work and maintain
a separation of duties. These can be paid staff members or responsible volunteers.
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Familiarize Yourself With C-Access

C-Access is a personalized CFB website that gives you secure access to your campaign’s financial and commit-
tee information. It is also an online portal where your campaign receives notices regarding compliance and
public funds eligibility (see Chapters 5 and 6). CSU will email the username and password to the candidate and/
or treasurer. Additional accounts can be created for campaign managers, consultants, or liaisons, upon request

by the candidate or treasurer.

How Do I Make Changes to My Registration With the CFB?

Changing Contact or Bank Account Information

To add or remove a campaign contact, submit a Change of Con-

tact Information form. To change your committee’s bank account
information, submit a Change of Bank Account form. These forms
must be signed by the candidate or treasurer and only forms with
original signatures will be accepted and processed. Be sure to notify
both your CSU liaison and the State BOE of any contact information
changes.

Changing Treasurers

Most campaigns keep the same treasurer for the entire election cycle.

However, if your campaign must change treasurers, you are required
to notify both the CFB and the State BOE.

Notifying the CFB:

+ The candidate and new treasurer must submit a new FR
or Certification. The change of treasurer will take effect
only after the new FR or Certification is received and
processed by the CFB.

+ Call your CSU liaison for more information on
changing treasurers.

To resign with the State BOE, the outgoing treasurer must
submit the following:

+ Termination or Resignation Request Form (CF-18)
with an original signature.

+ Letter of Resignation from the treasurer with an
original signature attached to a completed CF-18.

+ Resignation Report that includes all transactions from
the cut-off date of the last report filed, up to the date of
resignation (if there were no transactions during this
time period, a No-Activity Report can be filed as the
Resignation Report).

Key campaign Sfaﬁ including
your treasurer, should be
committed to working on your
campaign for the entire election
cycle. Changing key personnel
can negatively impact
comp/iance. /f you must chanje
treasurers, do so when you

are filing a disclosure
statement, not in

the middle of a
reporting period,

F:(l REMINDER —

Inform the State BOE of any
candidate, treasurer, or other
committee information changes.

6 Chapter 1—Opening and Managing Your Committee

A COMPLIANCE ALERT —

The State BOE prohibits you from
accepting or spending funds for your
committee from the effective date of

the treasurer’s resignation until a new

treasurer is chosen and registered.
A resignation will not be processed by
the State BOE unless all requirements

for resignation are met.
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The new treasurer must:

4 Submit an amended CF-02, CF-03, and CF-16 to the
State BOE.

For more information on changing treasurers with the State
BOE, see Resigning as Treasurer on the State BOE’s website or
call 800-458-3453.

Terminating Your Candidacy

If you decide not to run, or you stop pursuing your candidacy
after you registered with the CFB, you must submit a Verifica-
tion of Terminated Candidacy form to the CFB. Once the form
is accepted, your campaign is no longer required to submit
disclosure statements.

To terminate your committee with the State BOE, you must
submit a termination request by submitting:

—A COMPLIANCE ALERT —

The former treasurer will still be liable
for any penalties assessed by the
CFB for violations of the Act or

Board Rules that occurred while he

or she was the treasurer of record.

—A COMPLIANCE ALERT —

Your committee must have an
ending cash balance of zero and no
outstanding liabilities or loans to
terminate with the State BOE.

+ A fully completed Termination or Resignation Request Form (CF-18) with the original signature

of the candidate.

+ A termination report that includes all transactions from the cut-off date of the last report filed,

up to the date of termination.

Termination requests must be approved by the State BOE. You must continue to file disclosure reports until

the State BOE grants your termination request.

For more information on closing your committee with the State BOE, see Terminating a Committee on its

website or call 800-458-3453.
In some cases, the CFB will terminate your candidacy if:
+ You did not file petitions with the City BOE
-OR-

+ You were disqualified from the ballot after filing petitions with the BOE and you have not
submitted a petition for payment after final disqualification from the ballot

If you receive a notice of termination from the CFB but you intend to continue running and/or seek public
funds, you must notify the CFB in writing within 10 days of receiving the notice (see page 89). Contact your

CSU liaison for guidance.
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Chapter 2

This chapter covers what you need
° ° to know about raising money for
Ra ISI ng Money your campaign, including who can
contribute and how much, what types
of contributions are allowed, and what
documentation you must keep.

The Basics

® Have contributors completely fill out and sign a contribution card.
& Make two copies of every check, every money order and every contribution card.
& Enter your contributions in C-SMART as you receive them.

@ Screen your contributions for prohibited sources and to make sure they don’t exceed the
contributions limits. (C-SMART can help because it alerts you when you enter prohibited
or over-the-limit contributions!)

& \When you deposit contributions, make two copies of your itemized deposit slip or
ATM receipt.

What is a Contribution?

A contribution is any gift, subscription, advance, or deposit of money or anything of value made in support
of the candidate. There are two ways someone can contribute to your campaign: monetary and in-kind. This is
explained further as you go through the chapter.

Who Can I Take Contributions From?

Individuals

You may accept contributions from any individual if he/she is
a U.S. citizen or permanent resident. Only contributions from
individual New York City residents are eligible to be matched
with public funds.

F:(X REMINDER —

Check the CFB’s website for an
up-to-date list of registered political
Political Committees committees before accepting a

contribution from one. You can also
download a copy of the 2013 Political
Committee Registration Form from
the website. Political committees
must register with the CFB for

every election cycle.

You may accept contributions from political action commit-
tees (PACs), political party committees, political clubs, and
candidate committees—collectively known as political com-
mittees—if they are registered with the CFB before making
the contribution or if they register within 10 days of making
the contribution. If the political committee does not register
within 10 days of the contributions, you must refund the con-
tribution using a certified or bank check.
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EXCEPTION! Non-participants (candidates who do not join the Campaign Finance Program) are allowed to
accept contributions from unregistered political committees.

Unions — A COMPLIANCE ALERT —

You may accept contributions from unions. Unions are not

required to register with the CFB. However, if the contribu- You report a contribution from a local

tion is from the union’s PAC, it must register with the CFB as or national political party as a transfer

described. rather than a contribution. See the Other
Transfers Guidance Document if you

receive this type of contribution.
Sole Proprietorships /P

A sole proprietorship is a business that is wholly owned by
a single person and where there is no legal distinction between the owner and the business. You may accept
contributions from sole proprietorships, but contributions from all other types of business are prohibited.

Contributions from Minors

You may only accept contributions from people under the age of 18 (minors) under certain circumstances.
Before accepting a contribution from a minor, you must determine that:

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

4+ The contribution is from money owned and controlled exclusively by the minor. For example,
income earned by the minor would satisfy this requirement.

+ The contribution was not made from gifts given to the minor so that the minor would be able to

contribute. This is known as a “nominee contribution” and is illegal.

Contributions from minors will not be matched with public funds.

Campaign Vendors/Workers

You may accept contributions from individuals who are vendors or workers for your campaign. If an individ-
ual is a full-time, salaried employee of a campaign, the contribution from that individual may be eligible to be
matched with public funds. Contributions from consultants, temporary employees, and individuals who are
officers of or have more than 10% ownership interest in a company that is a vendor to your campaign cannot
be matched (see page 85).
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Who Can’t I Take Contributions From?

Your campaign may not accept contributions from any of the
sources discussed in this section. If you receive a contribution
from any of these prohibited sources, you must refund it to the
contributor using a certified or bank check.

Corporation, LLC, LLP, and Partnership Contributors

Contributions from corporations, limited liability companies
(LLCs), limited liability partnerships (LLPs), and partnerships
are prohibited. If you receive a contribution from any of these
entities, immediately return it to the contributor.

You can generally recognize corporate entities in New York
State by these suffixes:

4+ Corp. (Corporation)
+ Inc. (Incorporated)

4+ Ltd. (Limited)

— A COMPLIANCE ALERT —

If you are not able to refund a
prohibited contribution, send the
amount of the contribution to the

public fund by certified check

payable to the “New York City
Election Campaign Finance Fund.”

F:ﬂ REMINDER —

If your campaign accepts a prohibited
contribution and either returns or
refunds it before notification by the
CFB, a penalty will not be assessed.

You can verify if an entity is a corporation or prohibited source before accepting and/or depositing its
contributions by checking the New York State Department of State’s database of corporations at

www.dos.ny.gov.

Nominee Contributors

If a contributor gives money to your campaign under his or her name but the money in reality came from or is
reimbursed by another person or entity, it is called a nominee contribution. These types of contributions are

not only prohibited but also illegal.

Anonymous Contributors

Anonymous contributions are prohibited. If you receive an anonymous contribution, State law requires you to
pay that amount to the state comptroller for deposit in the general state treasury.

What Are the Contribution Limits?

There is a limit on the total amount you may accept from a
single contributor in an election cycle. Your contribution limit
will vary depending on the office you are seeking.

A COMPLIANCE ALERT —

In addition to the Act’s contribution
limits, New York State election law
also has contribution limits. In most
cases, the Act’s limits are lower than
the state limits and take precedence.
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For most contributors, the contribution limits are:

In some cases, a lower contribution limit applies. The doing business contribution limits apply to the prin-
cipals, owners, and senior managers of entities that do business with the City of New York. These individuals
are listed in a database maintained by the City, known as the “Doing Business Database” or “DBDB”.

The DBDB is available at www.nyc.gov/bizsearch, or through www.nyccfb.info. Always check each contributor
against the DBDB to ensure you do not accept an over-the-limit Doing Business contribution. These contribu-

OFFICE

CONTRIBUTION LIMIT

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

OFFICE

DOING BUSINESS
CONTRIBUTION LIMIT

Mayor, Public Advocate, and Comptroller

$400
Borough President $320
City Council $250

tions will not be matched with public funds.

12
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Example

Sarah Wong is the CEO of a corporation with a bridge repair contract with the city for
over $100,000. Fred Schmidt is the treasurer of the corporation. Joe Garcia is a bridge
repairer for the company. Because of their positions with the company, Sarah and
Fred are listed in the DBDB and their contributions are subject to the Doing Business
contribution limit. Joe, on the other hand, does not appear in the DBDB and the Doing
Business contribution limits do not apply to him. Each of them gave a contribution to
Sophia 2013, a City Council candidate committee.

Sarah contributed $250. Her contribution is not over the limit, but because she is listed
in the DBDB her contribution is not matchable.

Fred contributed $500. His contribution is over the limit for someone in the DBDB, so
Sophia 2013 must refund $250 to Fred using a certified or bank check. The remaining
$250 of Fred’s contribution is not matchable.

Joe contributed $150. His contribution is acceptable and matchable with public funds
if it meets all the other requirements.

Candidate Contributions

Program participants may only give up to three times the contribution limit to their own campaigns.

OFFICE CANDIDATE LIMIT
Mayor, Public Advocate, and Comptroller $14,850
Borough President $11,550
City Council $8,250
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What is an “Over-the-Limit” Contribution?

An over-the-limit contribution is a contribution(s) from a
single contributor that exceeds the contribution limit for the
office which you are seeking. The over-the-limit amount must

be refunded to the contributor using a certified or bank check.

How Are Contribution Limits Calculated?

All contribution limits are:

A COMPLIANCE ALERT —;

If you are not able to return an
over-the-limit contribution to the
contributor, send the amount of the
overage to the public fund by check
payable to the “New York City
Election Campaign Finance Fund.”

+ Per election cycle: Unlike state and federal elections, the CFB’s contribution limits are for the
entire election cycle. In other words, City Council candidates may not accept $2,750 for the
primary election and another $2,750 from the same contributor for the general election.

+ Aggregated: Multiple contributions from the same contributor to the same candidate are added
together. The sum of all contributions may not exceed the contribution limit for the election cycle.

+ Affiliated: If an individual contributor and an entity he/she owns or has significant decision-
making control over give contributions to the same candidate, the contributions from the indi-
vidual and the entity are added together. Again, the sum of all contributions may not exceed the

contribution limit for the election cycle.

In determining whether two contributions are affiliated, the following questions are relevant:

+ Does the individual make decisions or establish policy for the entity?

+ Does the individual have authority over the personnel who make decisions or establish policy

for the entity?

+ Do the contributions of the individual and the entity reflect a similar contribution pattern?

+ Does the entity claim to be acting on the individual’s behalf?

Affiliated contributions can be complicated. Contact your CSU liaison for guidance.

Example—Aggregated

City Council candidate Sophia Rosario receives a contribution of $2,000 from Mary
Smith in December 2010. Since the contribution limits are per election cycle, Mary
may contribute only $750 more to Sophia’s campaign, Sophia 2013, for the rest of the

election cycle.
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Example—Affiliated

Sophia 2013 receives a $1,000 contribution from Jane Ryan, the owner of Janey’s
Deli—a sole proprietorship located near the campaign’s headquarters. Two weeks
later, the deli gives $1,750 worth of food to the campaign. Because Jane owns Janey’s
Deli, these contributions are considered to be from a single source—Jane. The $1,000
monetary contribution and the $1,750 donation of food (also known as an “in-kind
contribution” as explained later in the chapter) are added together and attributed to
Jane. As a result, neither Jane nor Janey’s Deli may contribute more money, goods, or
services to the campaign because Jane has reached the $2,750 contribution limit for
City Council candidates.

A few days later, Mac, the butcher at Janey’s Deli, makes a $50 contribution to the
campaign. His contribution is not aggregated with the contributions from Jane and
Janey’s Deli because Mac does not decide who receives contributions from Jane or
Janey’s Deli.

EXCEPTION! Different labor organizations will not be considered a single source contributor if you can
show that:

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

— The labor organizations do not share a majority of the officers of their governing boards.
- The labor organizations maintain separate bank accounts with different signatories.
-

The labor organizations contribute from separate bank accounts.

Transfers From Your Other Elections

Transfers are movement of money from another committee you authorized to your current committee. If you
expect to make this type of transfer, see the Transfers Guidance Document in the Appendix, because this
affects your contribution limit and can lead to compliance issues.

Earmarked Contributions

An earmarked contribution is a contribution originally given to a political committee with instructions to des-
ignate, or “earmark’, that contribution for your campaign. Earmarked contributions are considered to be from
both the original contributor and from the political committee, and are subject to the contribution limits,
prohibitions, and requirements. This means that an earmarked contribution will be aggregated with any other
contributions the original contributor has given your campaign, and the total amount must not exceed the
contribution limit for your office.

If your campaign receives an earmarked contribution, it must:

+ Enter the contribution in C-SMART as a contribution from the political committee.

+ Disclose the name of the original contributor in a cover letter accompanying that disclosure statement.
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How Can Someone Give to My Campaign?

There are two ways someone can contribute to your campaign:
monetary contributions and in-kind contributions. Monetary contri-

K ds that s
butions are made by check, cash, money order, or credit/debit card. “p ﬁ Has waaw are a4 A

depos/t in a locked cabinet

As you are collecting monetary contributions, remember: at alf times and deposit
daily, lf possible.
+ Only contributions from individual NYC residents are
eligible to be matched with public funds.
+ Employment information is required if a single contribution
or the aggregate of multiple contributions from the same Open the mail daily to ensure
person equals $100 or more. contributions are depas/ted ma
t/'me/y manmner. /f Your campaign
All monetary contributions must be accepted and deposited into uses a PO. box, be sure to collect
your committee’s bank account within 10 business days of receipt. vz ol ﬁeque,,f[y,

If your committee receives cash contributions, you must maintain
itemized deposit slips separating cash contributions from check and
money order deposits.

EXCEPTION! City Council candidates have 20 days to accept and deposit check contributions received more
than one year before their next election (usually the primary election).

Itemized deposit slips can be a printed receipt from the bank teller or ATM separating cash deposits from
check and money order deposits. It can also be a copy of the handwritten deposit slip with cash deposits on
different deposit slips than cash/money order deposits. If the printed receipt is not itemized, attach the copy
of the handwritten depost slip to the printed bank receipt.

By Check E

The best way to receive and document contributions is by

check. Avoid making compliance mistakes by making sure If a contributor’s check bounces (is

returned by your bank due to insufficient

each check:
funds) after you have entered it in
+ Is payable to your committee (e.g., “Sophia 2013”), not C-SMART, add a “refund” and select
another committee name and not payable to the candi- “returned check” as the reason.
date.

+ Has the date and amount of the contribution written
clearly. — A COMPLIANCE ALERT —

+ Has the contributor’s name and address pre-printed
(no starter checks unless they are accompanied by a
fully completed contribution card).

When you receive a check
contribution from a joint account,
report the contributor as the

+ Issigned by the contributor. person who signed the check.
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Make a photocopy of the check before depositing it into your A COMPLIANCE ALERT —

committee’s bank account. If you are depositing more than one
check at the same time, be sure to list each check number and You must deposit cash contributions
the amount of each check on the deposit slip. into the committee’s bank account; do
not use them as a source of petty cash.

By Cash or Money Order

You may accept cash contributions, but only up to $100 from any single contributor during the election cycle.
You must return any amount over $100 to the contributor.

You may also accept money order contributions up to the contribution limit. However, only the first $100 of a
money order contribution from an individual New York City resident can be matched with public funds.

Example

Dan Jones contributed $100 in cash to Sophia 2013. Six months later, he wants to make
another contribution of $75. Sophia 2013 may not accept any more cash from Dan, so
this new contribution must be in the form of a check, money order, or credit card.

By Credit/Debit Card and Online

Your campaign must open a merchant account in the committee’s name before you can accept credit card
contributions. See the Credit Card Guidance Document in the Appendix and contact your CSU liaison if you
plan to accept credit/debit card contributions either in person or online.

By Donating Goods or Services (In-Kind Contributions)

When a person, organization, or entity donates goods or services to your campaign free of charge or provides
them at a discount not available to the general public, it is called an in-kind contribution. The dollar amount
of an in-kind contribution is either the actual price paid (documented with a receipt) or its fair market value,
which is the price anyone would normally pay for the good or service rendered. The fair market value can be
determined by searching the Internet for comparable goods or by asking vendors of a similar product what
they would normally charge for the product, service, or space.

The value of an in-kind contribution may not exceed the contribution limit. The dollar value of in-kind and
monetary contributions by the same contributor are aggregated. Just as with monetary contributions, you may
not accept in-kind contributions from any prohibited entity including corporations, LLCs, LLPs, and part-
nerships. In addition, in-kind contributions are also campaign expenditures because you would have had to
purchase the good or service if it was not donated. In-kind contributions are not matched with public funds.
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Example—Determining Fair Market Value

Maria Rosario, Sophia’s mother, donates her old computer to her daughter’s campaign.
The fair market value of this model is $300, based on several used computer dealers
online. Therefore, the computer is a $300 in-kind contribution from Maria Rosario to
Sophia 2013, and it will be aggregated with any other monetary or in-kind contributions
Maria makes to the campaign.

Example—Receiving a Discount

Sophia 2013 orders banners and flyers from Kew Gardens Printing, a sole proprietorship.
The owner, Roger Smith, is a supporter of Sophia’s campaign, so he decides to give the
campaign a 50% discount, charging only $200 for a $400 order. The $200 discount
is an in-kind contribution to Sophia 2013 and will be aggregated with any other
contributions from Roger or his business.

An outstanding liability — an unpaid bill or debt — is also considered an in-kind contribution if it is not paid
within 90 days unless you can demonstrate that the vendor has made a commercially reasonable attempt to
collect payment. You can document the vendor’s attempt to collect with follow-up letters from the vendor
regarding the invoice, collection notices, etc.

EXCEPTION! The services of campaign volunteers are not in-kind contributions as long as they are truly
volunteering their own time and services. However, if someone is paying the “volunteer,” or if the “volunteer”
is delegating the work to someone whom he/she pays, then the services performed are an in-kind contribution
to your campaign.
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Example

Gabe Simpson, a certified public accountant who works full-time for TAXES, Inc.,
volunteers to help keep the books and records for Sophia 2013. He does the work in
the evening and on weekends using his personal computer. He is a volunteer and his
services are not an in-kind contribution.

However, if Gabe uses TAXES, Inc’s copy machine to copy documentation, or instructs
his assistant Mary to work on campaign-related bookkeeping, then the cost of the
copies and/or the portion of Mary’s salary for the time she spent on campaign work
are both in-kind contributions to Sophia 2013. More importantly, TAXES, Inc. is a
corporation, so both of these would be prohibited in-kind contributions. Therefore,
Gabe must keep the books himself on his own time or Sophia 2013 must pay for Gabe’s
company’s services.

What Information Must My Campaign Collect for Contributions?

You must disclose every contributor and contribution to the CFB. You must collect the following information
for every contribution and enter it in C-SMART:

+ The contributor’s name and home address.

+ The contributor’s employment information—occupation, employer name, and employer
address—if a single contribution or the total of multiple contributions equals $100 or more.

+ Type of contribution (i.e., check, cash, money order, credit/debit card, or in-kind).
+ Amount of contribution.
For monetary contributions, have the contributor fill out and A COMPLIANCE ALERT

sign a contribution card. A basic contribution looks like the

following sample. If your contributor is retired,

a homemaker, a student, or
unemployed, he or she must
write that in the “occupation”
section of the contribution card.
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SAMPLE CONTRIBUTION CARD (Find the template in multiple languages here or in the Appendix.)

You'll fill this in after you enter

the contribution in C-SMART.

Your committee name goes here.

These check boxes make
it easy to enter the correct
instrument code in C-SMART.

You need this information
for every contribution.

This information is required for
contributions of $100 or more.

This exact
statement is
required by
law to appear
above the
signature.

This section
is required
by law.

CONTRIBUTION CARD

(This contribution card must be completed
only by the contributor.)

Committee Use Only

Transaction ID:

S;W 2013

D Check D Cash D Money Order Amount $

Name

Home Address

City/State/Zip

Optional: Tel. Email

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

Employer

Occupation

Business Address

City/State/Zip

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

Contributor’s Signature Date of Contribution

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.

If you are “doing business” with the City, please complete the following:

City Agency/Agencies

Name and Address of Doing Business Entity

Business Category (for example, Contracts)

Relationship(s) (for example, CEO)
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Make sure to include an

“amount” line!

DOING BUSINESS CONTRIBUTION INFORMATION

A “doing business” contributor is an owner, principal officer, or senior
manager of an entity or firm that presently does business with the City,
or within the past 12 months, has done business with the City or has
bid or applied for business with the City. “Doing business” contributors
generally:

« Areregistered NYC lobbyists.

« Have one ormore contracts, concessions, franchises, or grants that
total over $100,000 ($500,000 for construction contracts). This
excludes emergency contracts and those awarded by competitive
sealed bidding.

« Answer a bid or proposal request for a contract, concession,
franchise, or grant as described above.

« Enter into or hold an agreement for economic development,
including payments in lieu of taxes, City tax incentives, or City
financing.

« Hold contracts or proposals for investment of pension funds or
related services.

- Are a party to the sale, purchase, or lease of real property with or
by the City, except public auction.

« Make an application subject to Uniform Land Use Review
Procedure (ULURP) or an application for zoning change or
special permit.

A contributor is not considered to be doing business with the City simply
because they pay or receive a rebate on City taxes, work for the City, are
in a City pension plan, hire a lobbyist, apply for permits fora 1, 2, or 3
family home, drive a City taxi, or apply for street activity permits or other
kinds of individual activities with the City.

Contributions from persons doing business with the City will not be
matched with public funds.

For more details or to verify whether you are listed on the Doing Business
database, see www.nyccfb.info/doingbusiness.

Include this Doing Business
information on your

contribution cards so you
don’t have to provide a
separate handout.
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Contribution cards:

4 Are required for all cash and money order contributions
and are recommended for check contributions (see the
Credit Card Guidance Document in the Appendix for a
contribution card specifically for credit card contributions).

F:(K REMINDER —

Even though contribution cards are not
+ Must be completed, signed, and dated by the required for check contributions, they
contributor at the time the contribution is made. are useful for gathering the information

you are required to report to the CFB.
+ Cannot be altered in any manner once the contributor

completes the contribution card and gives it to you with
the contribution.

Contributions with incorrect, incomplete, or altered contribution cards will not be matched with public funds.

To collect information for in-kind contributions, use the in-kind contribution form. You may get a letter or
other form of documentation from the contributor in lieu of using this form, but it must contain the same
details as the sample in-kind contribution form.

In addition to the in-kind contribution form, you must also attach a receipt or documentation substantiating

the value of the in-kind contribution.
— @ CONTACT US —

If you are not using the contribution
card templates the CFB provides,
have your CSU liaison review your
contribution card before you
distribute them to contributors.
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SAMPLE IN-KIND CONTRIBUTION FORM (Find the template here or in the Appendix.)

Committee Use Only

IN-KIND CONTRIBUTION FORM Transaction ID:

Nophec 2013

JQ’ommittee Name)

CONTRIBUTOR’S INFORMATION

Name:

Address:

City/State/ Zip:

Employer:

Occupation:

Employer Address:

Employer City/State/Zip:

IN-KIND CONTRIBUTION DETAILS

O Services/Facilities Provided Fair Market Value of Contribution: $ t —
O Property Given Date Received: / /

O Expenses Paid Documentation Attached: O Yes O No

DESCRIPTION/EXPLANATION OF FAIR MARKET VALUE
(Please provide all details)

The campaign committee must explain and keep documentation showing how the fair
market value of the in-kind contribution was determined. Attach supporting documentation
to this form. This form and documentation will be requested by the CFB during the election
cycle and as part of your post-election audit.

Use this form to
document in-kind
contributions.

Employment
information is also
required for in-kind

contributions.

If you have receipts
for the goods or
services donated,
that amount is the
fair market value.

Describe the
goods or services
donated to your
campaign and how
you calculated

the value.
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How Can I Raise Money for My Campaign?

In addition to reaching out to their family and friends, candi- — A COMPLIANCE ALERT —
dates often raise money in the following ways.

) Don’t allow a prohibited source such as
Fundraisers an incorporated restaurant to host your

Most campaigns raise money by holding fundraisers. Like any fundraiser as an in-kind contribution.

expenditure, fundraisers can be paid for by your campaign or
through an in-kind contribution, or a combination of both.

Make sure all written fundraising solicitations (including invitations to fundraisers and internet/email
solicitations) include the following statement:

State law prohibits making a contribution in someone elses 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.

For a fundraiser, you must keep the following information, in addition to the documention you must obtain
for each contribution, as described earlier in this chapter:

+ Date of the event.
+ Location of the event.
+ Any persons or organization(s) other than the campaign, hosting the event.

+ Itemized list of all expenditures related to the event, whether the campaign or some other host
paid for them.

+ List of all contributions received at the event.

If a fundraiser is both paid for and organized/run by someone other than your campaign, then it is not only an
in-kind contribution; the organizer must also be disclosed as an intermediary, as described in the next section.
If it was organized/run by more than one person, designate one person as the intermediary.

One way to keep track of contributions received at a fundraiser is to keep a log similar to the one below.
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SAMPLE CAMPAIGN EVENT CONTRIBUTIONS LOG (Find the template here or in the Appendix.)

EventDate: Event Location:

SAMPLE CAMPAIGN EVENT CONTRIBUTIONS LOG

Log Prepared By:

Has all required

Contributor Name Contribution Type Check or q Is follow-up
(double-check spelling) (circle one) Money Order # AmoLnt document‘atlon needed?
been received?

1 check « cash « money order « credit card yes « no yes « no
2 check « cash « money order - credit card yes « no yes « no
3 check « cash « money order - credit card yes « no yes « no
4 check « cash « money order « credit card yes « no yes « no
5 check « cash « money order . credit card yes « no yes « no
6 check « cash « money order « credit card yes « no yes « no
7 check « cash « money order « credit card yes « no yes « no
8 check « cash « money order - credit card yes « no yes « no
9 check « cash « money order « credit card yes « no yes « no
10 check « cash « money order - credit card yes « no yes « no

Total Contributions, this page $

Subtotals, this page | Checks $

Cash $

Money Order $

Credit Card $

Number of Items:

GRAND TOTAL $

Intermediaries

An intermediary is an individual or entity who:

+ you know is soliciting contributions for your campaign and/or

+ who delivers (or directs someone else to deliver) contributions to your campaign or your fundraising agent

EXCEPTION! The following are not intermediaries:

V2R 2 2 2

(for contributions raised at that fundraiser)

the candidate

full-time campaign staff (paid or volunteer)

postal workers and delivery messengers

fundraising agents retained by your campaign

the spouse, domestic partner, parents, children, or siblings of a contributor

the members of a “host committee” for a campaign-sponsored event

Chapter 2 —Raising Money
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You must obtain a completed intermediary statement from each intermediary. You must also obtain contribu-
tion documentation as described earlier in this chapter for every intermediated contribution.

SAMPLE INTERMEDIARY STATEMENT (Find the template here or in the Appendix.)

Committee Use Only
Transaction ID:

INTERMEDIARY STATEMENT

Intermediaries are individuals or entities who either deliver contributions to a campaign or solicit
contributions to 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: kg;ﬂ/ﬁng 2013

Intermediary’s Name:

Home Address: You must disclose
City/State/Zip: each intermediary’s
Empl name, address
mployer:
Py and employment
Occupation:

information.

Business Address:

City/State/Zip:

Contributor’'s Name Amount Contributed

-

The intermediary
must list each
contribution.
You will need

documentation

(e.g., contribution

cards) for each
intermediated
contribution.

© ©® N o o A W N

=
©

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 This statement is
175.35 of the Penal Law and/or a Class A misdemeanor pursuant to Section 210.45 of the Penal Law. required by law to
| hereby affirm that | did not, nor to my knowledge, did anyone else, reimburse any contributor in any appear above the
manner for his or her contribution and none of the submitted contributions was made by the contributor intermediary’s
as a loan. )
signature.
Intermediary’s Signature Date
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Example

Mark, a known supporter of Sophia Rosario’s campaign, asks his co-workers to
contribute to her campaign. The campaign knows Mark has solicited contributions on
its behalf. The campaign must report Mark as the intermediary for any contributions
received by the campaign because of his solicitation, obtain an intermediary statement
from Mark, and obtain the required contribution documentation.

House Parties

House parties are small, low-cost events that take place in a supporter’s own home. For a fundraiser to be
considered a house party, the host of the event must plan, fund, and invite the attendees which may or may
not include the candidate or campaign staff.

The cost of a house party and the contribution amounts received determine whether you must disclose the
host as an intermediary and the cost of the house party as an in-kind contribution:

Scenario 1: The cost of the house party is $500 or less and each contribution made at this house party is
also $500 or less. In this case, you do not need to report the host of the house party as an intermediary and
the cost of the party is not an in-kind contribution from the host.

Scenario 2: The cost of the party is $500 or less but there are one or more contributions over $500. You
must report the host as the intermediary for each contribution over $500, but the cost of the party is not
an in-kind contribution.

Scenario 3: The cost of the house party is over $500. You must report the host as an intermediary for all
contributions regardless of the amounts, and the entire cost of the house party is an in-kind contribution
to the campaign.

The cost of house parties are aggregated by host, meaning that if the same person throws multiple house parties
for your campaign, the combined cost of these house parties is used to determine the reporting requirements.

In order for your campaign to determine the cost of each house party, it is important that you ask the hosts
to keep all documentation associated with the house party (e.g., receipts for the purchase of food and drinks).
The host must provide:

[
+ Checks, money orders, and contribution cards for each — F\(l REMINDER —
contribution.
+ Receipts or letters listing the expenditures made in Fundraisers your campaign
connection with the house party/parties. sponsors — even if they are held
in a house —are not house parties.
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Example

Joan held a house party for Sophia 2013 and spent $400 on food and invitations. She
collected ten contributions of $25 each at this party. She held another house party
three weeks later, spent $300 on food, and collected another ten $25 contributions.

Because the combined cost of the parties was $700, the campaign must disclose a
$700 in-kind contribution from Joan, and report Joan as an intermediary for each

contribution she collected at both parties.

If the cost for the house party/parties hosted by the same
person exceeds $500, the host must additionally provide:

+ An in-kind contribution form signed by the host.

+ An intermediary statement completed by the host if
there is a single contribution over $500 or the cost of
the house party (or, as in the example above, the cost of
multiple house parties) is over $500.

Loans

During the election cycle, you may choose to take out a loan to
cover expenses. You may accept loans only from:

+ individuals

—A COMPLIANCE ALERT —

A house party has one host who

both organizes and pays for the party.
If there is more than one person
hosting the party, it is a not a house
party, and must be disclosed as a
regular fundraiser, even if it took
place at someone’s house.

+ banks or lending institutions that issue loans as part of their 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)

+ political committees (registered with the CFB or not)

There is no limit to the amount of money a campaign may borrow, but loans must be repaid in full to the
lender before your first election (either the primary or general election). On the day of the election, the
unpaid portion of any loan will be considered a contribution by the lender or guarantor and is subject to

the contribution limits.
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Example

Sophia Rosario’s campaign borrows $5,000 from her friend Shirley Baker. Shirley
already contributed $1,000 to the campaign. The campaign is able to repay $2,000 of
the loan before the election. However, when the day of the primary election arrives
the campaign had not yet paid the remaining $3,000 to Shirley. Thus, the $3,000 is
considered a contribution from Shirley to the campaign. Aggregated with the $1,000
Shirley contributed to the campaign earlier in the election cycle, Sophia 2013 has now
accepted $4,000 from Shirley Baker and is in violation of the contribution limit, even if

the campaign repays the loan after the election.

At the time a loan is made, the lender and the campaign must complete a loan agreement. You must

also keep:

+ A copy of the loan check from the lender (loans cannot be made in cash).

+ The front and back of the committee’s canceled loan repayment check(s).

If the lender agrees to let the campaign keep the money and
not repay the loan, either in whole or in part, this is called a
forgiven loan. A forgiven loan is considered a monetary con-
tribution to your campaign and is subject to the contribution
limits and prohibitions. If all or part of a loan is forgiven, you
need to get a letter from the lender stating that the loan is for-
given. Make sure you do not violate the contribution limit or
accept a prohibited contribution by accepting a forgiven loan.

—A COMPLIANCE ALERT

The rules and recordkeeping
requirements for loans also
apply to loans candidates
make to their own campaigns!
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SAMPLE LOAN AGREEMENT (Find the template here or in the Appendix.)

Committee Use Only
Transaction ID:

LOAN AGREEMENT

Sophia 2013

kJl:ommittee Name)

LENDER’S INFORMATION

Name:

Address:

City/State/Zip:

Employer:

Occupation:

Employer Address:

Employer City/State/Zip:

LOAN AGREEMENT

1, , agree to loan
(lender’s name)

$ at

(loan amount)

(committee’s name)

% interest (if any) on / / . This loan is to be paid back by / /

(interest) (date of loan) (date set by the parties)

Lender’s Signature Date

Candidate/Treasurer Signature Date

ATTACHMENT(S)

O Copy of loan check (loans cannot be made by cash)

O Copy of committee’s loan repayment check(s) (front and back of canceled copy)

* Make sure all copies are referenced with the appropriate transaction ID.

Any loan that has not been repaid by the date of the candidate’s next election (primary or general) is
considered a contribution from the lender, subject to the contribution limit.
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Complete the
lender’s information,

including
employment
information.

Give details about
the terms of the
loan and have the
campaign and the
lender sign it.

A loan agreement
is required
documention for

any loan, along with
copies of loan and
loan repayment
checks.



http://www.nyccfb.info/PDF/forms/loan_agreement.pdf

Can I Have a Raffle to Raise Money?

No! State law prohibits campaigns from raising money through any type of gambling, including raffles.

What Records Do I Need to Keep for Contributions?

For check contributions:

+ Two copies of the contributor’s check.

+ The original and two copies of the completed contribution card if one was obtained.

For cash contributions:

+ The original and two copies of the completed

contribution card. You can copy a check or money
order with its contribution card
For money order contributions: together on one page (please
make sure t/tqy re facing m
+ Two copies of the contributor’s money order. the same direction).
+ The original and two copies of the completed You can also copy multiple
contribution card. checks onto one sheet, just
. . /'dentlfy each with its
For credit card contributions: C-SMART transaction
1D number:

+ See the Credit Card Guidance Document in the Appendix
for recordkeeping requirements for credit cards.

Deposit records you must keep for monetary contributions:

+ Two copies of the itemized deposit slips separating cash deposits from check/money order
deposits.

+ The original and two copies of the bank or ATM receipt.

For refunded contributions:

e
+ Two copies of the certified or bank check used to issue 7 \i\(l REMINDER —
the refund.
Every transaction entered into
C-SMART will have a statement
number and transaction ID
number assigned to it. You must
+ Any bank records related to bounced checks. write the transaction ID number
on every document relating
to a particular transaction.

+ The original and two copies of the bank statement
confirming the refund posted to the campaign’s bank
account.
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For in-kind contributions:

+ The original and two copies of the in-kind contribution
form (or document containing the same information).

+ The original and two copies of the documentation
used to prove the fair market value of the
in-kind contribution.

For intermediaries:

+ The original and two copies of the intermediary
statement.

For loans:

+ Original and two copies of the loan agreement.

+ Two copies of the loan check from the lender.

—A COMPLIANCE ALERT —

For every check, cash, money ordetr,
and credit card contribution claimed
for match, you must submit a copy

of your contribution documentation

to the CFB with each disclosure
statement as backup documentation.
Backup documentation supports the
validity of each contribution claimed
for match (see page 62).

+ Two copies of the front and back of the committee’s canceled loan repayment check(s).
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Chapter 3

Spending
Campaign Funds

This chapter explains how much money
you can spend during the election
cycle, payment methods you can use,
what you can spend campaign money
on, and documentation you need to
keep for each type of expenditure.

The Basics

tures. Avoid using cash.

transaction.

(full or partial) as you make them.

& Use your main committee bank account (checks or debit card) to pay for all expendi-

& Make sure your bank provides copies of the front and back of canceled checks.
@ Keep copies of the receipt, invoice, and payment documentation for each expenditure.

# Invoices must contain a detailed description of the goods or services provided, be
addressed to your committee, and include the name of the vendor and date of the

& Enter each expenditure into C-SMART when you incur the debt and enter payments

# Refer to the “Purpose Codes Guide” when entering expenditures in C-SMART.

& Be aware of the spending limit as you make expenditures.

What Are Expenditures?

Goods and services received to further your campaign are expenditures whether you pay for them or not.

As you make each expenditure, enter the details in C-SMART.
For each expenditure made, you will eventually need to submit
the invoice, receipt, and/or contract from the vendor, along
with copies of the front and back of the canceled check, the
bank statement showing the debit clearing the bank account,
or proof of electronic funds transfer (EFT) to document your
payments. Documenting different types of expenditures is
described later in this chapter.

F:ﬂ REMINDER —

A contribution of a good or service to
your campaign (in-kind contribution)
is also considered an expenditure
(see page 17).
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How Much Money Can My Campaign Spend?

There are three separate spending limits (also called expenditure limits) covering different parts of the
election cycle: out-year (or before the election year), primary election, and general election. An expenditure
limit is the maximum total amount your campaign can spend during that particular part of the election cycle.
The amounts vary depending on which office you seek. All participants and limited participants are subject to

spending limits.

EXCEPTION! Non-participants (candidates who do not join the Program) do not have spending limits.

2013 SPENDING LIMITS

R PUBLIC ADVOCATE BOROUGH CITY
& COMPTROLLER PRESIDENT COUNCIL
2010-2012* $303,000 $303,000 $135,000 $45,000
2013 Primary Election $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

* The amount listed for the “out-year” period is the maximum you can spend for all three years combined.

The out-year expenditure limit applies to the total of your campaign spending between January 12, 2010 and
December 31, 2012. If your campaign spends more than the out-year limit, the amount by which you exceed
the out-year limit will be deducted from your campaign’s next expenditure limit (primary or general).

Example—Out-Year Spending

Sophia 2013 spent $65,000 during the out year, exceeding the $45,000 out-year limit by
$20,000. That $20,000 will be counted against her primary election expenditure limit,

so the campaign can now only spend $148,000 for the primary instead of $168,000.

Only campaigns registered and active during the out-year period receive the benefit of an out-year
expenditure limit. If you do not spend the maximium allowed, you do not get to carry the difference over

to the next election.
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The primary election expenditure limit runs from January 1 through September 10, 2013 (Primary Election
Day). You will receive the benefit of this expenditure limit if you are on the ballot for the primary election.

Exceeding this expenditure limit will result in substantial penalties.

EXCEPTION! If you are not on the primary election ballot but
you are on the general election ballot, you may
qualify for a primary election spending limit if:

- Another party is holding a contested
primary for the same office and you file
all primary election disclosure statements
on time (disclosure statements 10, 11, and
12), including applicable daily disclosure
statements. (See also page 64.)

OR

- Your campaign spent money in reasonable
anticipation of a primary election that did
not occur. In this case, you must submit a
written petition to the CFB no later than
10 business days after the last remaining
candidate is disqualified from the ballot.
The petition must include an affidavit with
supporting documentation demonstrating
that you reasonably anticipated a primary
election. You must also file all primary
election disclosure statements.

A COMPLIANCE ALERT —

Penalties for violating the primary and/
or general election expenditure limits
can be substantial. The law permits a

penalty of up to three times the overage
for spending limit violations because
such violations can significantly

affect the outcome of an election

and cannot be corrected. In addition

to being held liable for penalties, your
campaign could lose eligibility for
public funds and be required to return
any public funds it already received.

— @ CONTACT US —

Call or email your Candidate Services
liaison if you need additional guidance
on petitioning the Board regarding a
reasonably anticipated primary.

The general election expenditure limit covers all spending between September 11 and November 5, 2013 if
you were in a primary, or between January 1, 2013 and the date of the general election day if you were not in
the primary and are not claiming a primary limit. Exceeding this expenditure limit will also result in substan-

tial penalties.

Example—Primary Election Spending

Sophia 2013 spent $120,000 for the primary election, $28,000 less than her adjusted
limit (see prior example). This $28,000 does not carry over to the general election—she
will still be limited to spending $168,000 for the general election (if she is on the ballot).
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You can spend up to the full amount of the primary expenditure
limit and general expenditure limit if you are on the ballot for both
elections. If you do not spend the maximum allowed on the prima-
ry, the general election limit does not change; you cannot carry the
difference over. Furthermore, if you spend more than the primary
limit you cannot “fix” it by spending less in the general election.

Expenditures made after the date of your last election in which you
are a candidate (post-election expenditures) —whether the primary
or general—are not subject to the spending limits. However, post-
election spending is restricted (see page 59).

Attributing Spending

Spending is attributed to a particular spending limit based on
when the goods or services are received, used, or rendered, with-
out regard for the date of a bill or bill payment. In other words, you
cannot prepay for goods or services in order to evade the appli-
cable expenditure limit.

Goods or services received, used, or rendered in more than one
expenditure limit period are attributed to the applicable limits
based on the timing and usage of the expenditure.

Example—Out-Year Attribution

Sophia 2013 held a fundraiser on
November 19, 2012, but the caterer failed to
bill the campaign until January 3, 2013. This
expenditure is attributed to the out-year
expenditure limit because the fundraiser
took place during the out-year period.

Example—Primary Attribution

Sophia 2013 paid its consultant in
advance for the first quarter of 2013 on
December 27, 2012. Because this payment
is for work to be performed in the election
year, this expenditure is attributed to the
primary expenditure limit.
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On a monthly basis, your
campaign should compare its
bank statements to C-SMART
to monitor how close you are to
the applicable spending limit.
You should budget ﬁfr
last-minute expenditures
andy/or late bills.

Restrict the number ofstaf
authorized to make expenditures
(e.q., sign checks, use the debit
card) and make sure staff
responsible for your campaign’s
compliance closely monitors all
spendinﬂ, In most cases, on[g
the candidate, treasurer, and/or
campaign manager should

be authorized to make
expene//tures.

F:(X REMINDER —

Bank fees are considered expenditures.
These include monthly bank fees, fees
associated with returned checks, etc.
Enter all bank fees charged to the
committee bank account in C-SMART.

— A COMPLIANCE ALERT —

Program participants and limited
participants can only use one
committee per election cycle.

Since expenditures are presumed

to be for a candidate’s next election,
spending by any committee(s) other
than the committee you authorized
with the CFB will be attributed to
your 2013 committee if it furthers
your campaign in any way.




Example—General Election Attribution

Sophia 2013 purchased $7,000 worth of stamps on August 26, 2013. The campaign
used $1,000 of the stamps to mail primary brochures. It used the rest of the stamps to
mail brochures in October for the general election. Even though the campaign paid
out the entire amount in August, only $1,000 counts toward the primary limit; $6,000
counts toward the general election spending limit.

Example—Out-Year and Primary Election Attribution

Sophia 2013 pays a consultant $2,500 to develop a public relations plan for its campaign
and $2,500 to design and produce its first mailer. The $5,000 is paid in October 2012,
the strategic PR memo is delivered to the campaign in November 2012, and the mailer
is mailed in February 2013.

The $2,500 for the service to develop the plan is attributable to the out-year spending
limit because the work was performed and delivered in 2012. However, the $2,500 for
the mailer is attributable to the primary election spending limit because the service (in
this case, the mailer) did not go out until February 2013.

Exempt Expenditures

Exempt expenditures are limited types of campaign spending that do not count toward your expenditure
limit if they are reported and adequately documented. Costs related to the following three categories are
considered exempt:

+ Challenging or defending the validity of ballot petitions, or canvassing and re-canvassing of
election results.

+ Bringing or defending an action or lawsuit that has to do with a candidate’s compliance with the
Campaign Finance Act, election law, or other laws re-
lated to a candidate’s run for office or ballot status. This

. . C-SMART
would also include preparing for an appearance before
the Campaign Finance Board regarding a candidate’s
eligibility for public funds.

Designate expenditures you wish
to claim as exempt using the

+ Preparing for the post-election audit, such as costs for exempt code drop down in C-SMART.

photocopying documents.
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Most campaigns do not have any exempt expenditures because they are only permitted under these limited
circumstances, which are interpreted narrowly. For an expenditure to be considered exempt, you must docu-
ment how it falls within one of these three categories. Exempt expenditures must also be reported as exempt
as they occur during the election cycle. Note, there may be instances where only a portion of an expenditure
can be claimed as exempt.

Exempt expenditures must be paid by committee check or debit card, not in the form of an advance.

Example

Sophia 2013 hired a law firm to handle a number of legal matters. The firm charged
the campaign a total of $4,500, $2,500 of which was for helping the campaign review
her petitions before submitting them to the BOE, and the remaining $2,000 was for
defending against a petition challenge. Sophia 2013 can only claim the $2,000 spent for
defending against the petition challenge as exempt, and must provide documentation,
such as a detailed invoice breaking out the costs from the law firm.

What Other Expenditures and Transactions Can Affect My Spending Limit?

Joint Expenditures

A joint expenditure is an expenditure made by two or more candidates for shared campaign materials or
activities. Examples include the printing and distribution of ballot petitions, campaign literature, and fund-
raisers planned by, featuring, and benefitting more than one candidate. Campaigns are permitted to engage
in joint expenditures provided the benefit each candidate derives from the joint activity is proportional to the
amount each candidate pays. If you have any joint expenditures, you must document your share of the cost
based on the benefit received, and pay that amount.

Your campaign must document joint expenditures by demonstrating how the cost was divided. The CFB
recommends that the vendor(s) directly bill each campaign for their equal or proportionate share. The invoices
should display both the total cost of the goods or services and itemize each campaign’s amount payable.

Example

Sophia 2013 and two other campaigns—Wong for Borough President and Eileen for
Mayor—create a palm card promoting their candidacies. The information about Eileen
for Mayor takes up one side of the card; Sophia 2013 and Wong for Borough President
evenly split the other side. The total cost of creating and printing the palm cards is
$4,000, and the vendor bills each campaign separately for its share. Eileen for Mayor
is receiving half the benefit of the card and pays half the cost, $2,000, while Sophia
2013 and Wong for Borough President each have a quarter of the card and thus pay
$1,000 each. All three campaigns keep a copy of the invoice showing that it was a joint
expenditure and the amount charged.

38 Chapter 3—Spending Campaign Funds



Another option is for one campaign to cover the total cost(s), and the other campaign(s) reimburse the first
campaign for their agreed-upon share. The CFB does not recommend this option because reporting and
documenting the transaction becomes much more complicated for all the campaigns involved. Contact your
CSU liaison for guidance.

If you cannot demonstrate the cost paid by your campaign was proportionate to the benefit received by your
campaign, some or all of the remaining amount of the joint expenditure will be considered an in-kind contri-
bution to your campaign (if you did not pay your fair share) or from your campaign (if you overpaid).

Some of the factors the CFB uses to determine a campaign’s proportionate share of joint expenditures 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 or candidate’s appearances therein.

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.

EXCEPTION! Some limited forms of public support by one candidate to another candidate are not consid-
ered joint expenditures even when the names of both candidates appear on the same written communications
or the candidates appear together at a public event.

Example

Sophia Rosario is endorsed by Borough President Barbara Wong, who is herself
running for re-election. Sophia 2013 notes this endorsement on all its literature. This
is not considered a joint expenditure and no part of the cost for that literature will be
attributed to Wong for Borough President.
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Candidate Personal Contributions

Political contributions greater than $99 made by a candidate using his or her personal funds to a non-candi-
date political committee in New York State (such as a political party committee) are considered campaign-
related and must be disclosed to the CFB. The amount of these contributions count against your campaign’s
expenditure limit, the candidate’s personal contribution limit to his/her own campaign, and could result in a
deduction of public funds. See the Candidate Personal Contributions Guidance Document in the Appendix
for further details and how to disclose such contributions.

Independent Expenditures

When an individual or entity spends money that benefits your campaign without your campaign’s coop-
eration, approval, or involvement, that is an independent expenditure. Some examples include literature
promoting your campaign that is paid for, produced, and distributed by another organization, or get-out-the-
vote operations.

As long as these expenditures are truly independent, they will neither be considered in-kind contributions
to your campaign nor count toward your spending limit. However, if the CFB determines that an expendi-
ture was not independent (that was “coordinated” between your campaign and the other entity), the cost will
be considered an in-kind contribution subject to both the contribution and expenditure limits. You may be
assessed substantial penalties if you fail to disclose expenditures that are not independent and, in extreme
cases, could lose eligibility for public funds and be required to return any public funds already received.

An expenditure is coordinated (not independent) if you or your campaign authorized, requested, suggested,
fostered, or cooperated in the activity. The Board determines whether a particular expenditure is independent
by looking at the facts of a particular case, and considering various types of evidence of non-independent
activity including common vendors, shared space, and joint strategy meetings between your campaign and the
other individual or entity, among other things.

Some criteria for determining whether an expenditure is coordinated include:

4+ Whether the spender is also an agent of a candidate (e.g., treasurer, campaign manager, or other
campaign representative).

+# Whether the treasurer or other person authorized to accept receipts or make expenditures for
the spender is also an agent of a candidate.

+ Whether a candidate has authorized, requested, suggested, fostered, or otherwise cooperated in
the formation or operation of the spender.

+ Whether the spender and any political committee authorized by the candidate have been estab-
lished, financed, maintained, or controlled by any of the same persons, political committees, or
other entities.

4+ Whether the spender and the candidate have each retained, consulted, or otherwise been in
communication with the same third party or parties, if the candidate knew or should have
known that the candidate’s communication or relationship to the third party or parties would
inform or result in expenditures to benefit the candidate.

+ Whether the candidate, any agent of the candidate, or any political committee authorized by the
candidate shares or rents space for a campaign-related purpose with or from the spender.
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Example

A political club pays for a newspaper ad in support of Sophia 2013 and neither the
candidate nor any other campaign staff member was involved in the creation or
publication of the ad. In this instance, the cost related to the ad will be considered
an independent expenditure. However, if Sophia 2013’s treasurer had communicated
with the club about the ad, or if Sophia Rosario is the founder of this political club,
the expenditure would not be considered independent and would be attributed to

the campaign.

Independent spenders that produce certain ads, mailings, or
literature or conduct phone banks that refer to a candidate

or ballot proposal must file disclosure reports with the CFB.
These reports include information about the governance of the
independent spender, a copy of the communication and how
much it cost, and information about contributions received by
the independent spender. These reports are filed at the same
time as reports filed by candidates, but only during the year
of the election. Although independent expenditures that refer
to you (or your opponent) do not count toward your spending
limit and will not be considered in-kind contributions, they
will be disclosed on the CFB’s website along with your contri-
bution and expenditure data.

If your campaign makes any independent expenditures—e.g., you pay for an ad supporting Eileen for Mayor

F:ﬂ REMINDER —

The CFB now requires third-party
spenders to disclose their activities.
However, your campaign is not
responsible for obtaining or providing
this disclosure, and in fact your
campaign should not communicate
with third-party spenders if an
expenditure is truly independent.

without her involvement—your campaign must file an Independent Expenditure Disclosure Report, which is
separate from your regular disclosure (for more information, see Guide to the CFB Independent Expenditure

Disclosure Rules).

Expenditure Refunds

If a vendor returns a portion of your payments, e.g., because it did not provide the goods or services, you must
enter this expenditure refund in C-SMART and document it with an amended invoice or receipt, or a letter or
email from the vendor indicating details of the refund, including the amount refunded and why.

Example

Sophia 2013 paid $3,000 in full for a television commercial to be aired 10 times.
However, the commercial aired only 6 times. The campaign contacted the vendor
and asked for a refund since it did not receive the services stipulated on the invoice.
Sophia 2013 received a partial refund; obtained a revised invoice showing the
expenditure refund and an explanation for the refund; and entered a bill payment

refund in C-SMART.
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If a vendor issues the refund via check:

¢+ Copy the vendor’s check and deposit it into your
committee bank account.

+ Keep the original receipt and documentation of
the refund.

If a vendor issues the refund via credit:

+ Keep a copy of your committee bank statement or your
committee credit card statement showing the refund
posting to your bank account.

E C-SMART —

If you receive a refund where you
have paid the full bill amount,
add a “Bill Payment Refund”

for the amount refunded.

If you receive a refund where you
have not paid the full bill amount,
adjust the original bill amount to

reflect the new amount due.

+ If the credit is not actual money returned but rather credit toward another purchase, provide

documentation for the amount of the credit and
how it was applied.

Forgiven Debt/Liability

If a vendor forgives an outstanding amount for goods or ser-
vices provided or if payments made to a vendor via committee
check do not clear your campaign’s bank account, the debt is
considered forgiven. This is not the same as when a vendor re-
funds money because it did not provide the goods or services.
The amount associated with the forgiven debt or liability will
be considered an in-kind contribution from the vendor to your
campaign, subject to the limits and prohibitions that apply to
contributions, and count toward your spending limit.

— A COMPLIANCE ALERT —

partnerships because contributions

Debts cannot be forgiven by
corporations, LLCs, LLPs, or

from these entities are prohibited.

Forgiven debts must be entered in C-SMART and you must get a letter from the vendor, lender, or advancer

confirming that the debt owed by the campaign is forgiven.

Fines

Non-criminal fines related to campaign activities, such as Environmental Control Board fines for illegal
postering, may be considered campaign-related expenditures. You must provide documentation for each fine
and an explanation of how it relates to your campaign. If you are a Program participant or a limited partici-
pant, the amount of the fines will count toward your campaign’s spending limit based on the incident/viola-

tion date, not the date of the notice or the date of the payment.

Pay each fine using a committee check, debit card, or elec-
tronic funds transfer. Keep copies of the front and back of the
canceled check, or proof of payment if paid using a debit card
or electronic funds transfer, with the ticket or violation notice,
your explanation of why it is campaign related, and all other
supporting documentation for the violation. Expenses for litiga-
tion or appearances at hearings related to civil fines may also be
campaign-related, and you must report and document them.
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entered immediately in C-SMART even
if you intend to challenge the violation.

E C-SMART —

Payment of a fine is entered in
C-SMART as a bill/bill payment.
The amount of a fine should be

If the original amount of the fine
changes, modify the bill amount
and then enter the amount paid.




If the candidate pays the fine using personal funds, enter it in C-SMART as an in-kind contribution or

advance if the candidate expects reimbursement.

How Should Payments Be Made?

Campaign expenditures should be made directly from your
committee’s bank account using:

+ Committee check
4+ Committee debit card

+ Electronic payment directly from your committee
bank account

Not only does this simplify your recordkeeping, it also ensures
your campaign only makes expenditures it can afford.

Your committee name must be printed on your committee
checks. When writing a check, make sure the payee name on
the check matches the invoice, receipt, or contract and the
check is signed by the candidate, treasurer, or other authorized
signatory from your campaign.

Alternate Payment Methods

Recordkeeping and reporting requirements are more complex
for advances and petty cash payments, so it is recommended
you use them sparingly, if at all.

Advance Purchases

When a person pays for a campaign-related expense out of
personal funds and expects to be reimbursed, it is an advance
purchase, which is an expenditure that counts toward your
spending limit. The amount advanced by an individual is also
considered an in-kind contribution until it is repaid, and applies
toward that person’s contribution limit to your campaign.

An advance repayment is the reimbursement your campaign

makes to the advancer and is considered a campaign expenditure.

In order to properly document advance purchases and repay-
ments, use the Advance Repayment Voucher.
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\;:(l REMINDER

It is important to establish adequate
internal controls for all payment methods.

— A COMPLIANCE ALERT —

Pay your bills promptly and make sure
your checks clear your bank account!
Outstanding liabilities left unpaid

past 90 days will be considered
in-kind contributions to your campaign
subject to the limits and prohibitions
on contributions unless the vendor
makes a commercially reasonable
attempt to collect the debt.

E C-SMART —

Make sure you enter all bills and
bill payments in C-SMART. If you do
not fully pay a bill within a reporting

period—or if you don’t enter the

payment in C-SMART—C-SMART
will automatically classify it as
an outstanding liability in your
disclosure statements.
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In addition to the Advance Repayment Voucher, you must keep: _ A COMPLIANCE ALERT —

+ Invoice or receipt for each purchase. N
Advance purchases are not qualified

+ Front and back of the canceled committee check used expenditures with the exception

to repay the advance. of single advance purchases over

$250 if the underlying purchase

If an individual makes several advances, you may reimburse would otherwise be qualified.
the advancer in one lump sum or make partial repayments. (See page 93 for further details on

what a qualified expenditure is.)

Example
m C-SMART —

Sophia 2013 was short on envelopes for a

mailing that had to be sent out that day. Don’t enter advance purchases as

A campaign volunteer went to the store and Bill/Bill Payments, enter them as
bought a box of envelopes for $12.00 using Advance Purchases/Repayments/

his own money, with the expectation of Forgiven in C-SMART.
being reimbursed. The volunteer presented

the receipt to the treasurer and filled out an
Advance Repayment Voucher. The treasurer
issued a committee check to the volunteer as
the repayment, and entered the details of the

advance purchase and advance repayment in
C-SMART. last-minute purchases.

Reporting and documenting
advances and advance
repayments is complicated.
There is also the dan_ger af
acciden ta/{t/ exczep//hﬂ the
contribution limit or
inadvertently accepting

a prohibited

contribution.

Reserve advances ﬁ:r Jow-dollar;
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SAMPLE ADVANCE REPAYMENT VOUCHER (Find the template here or in the Appendix.)

ADVANCE REPAYMENT VOUCHER

Soplic 2013

k/(Committee Name) Use this form to
document advance(s) by

Advancer’s Name: and reimbursement(s) to
a single advancer.

Advancer’s Address:

PURCHASES

Vendor Name & Address Item Description Amount

Q Cash
Q Check
O Credit Card

Q Cash
Q Check
Q Credit Card

Q Cash
QO Check
Q Credit Card

Total Amount Advanced

REPAYMENT
Date ‘ Committee Check Number ‘ 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.

Remember to
get receipts

to document
advance
Candidate or Treasurer’s Signature Date purchases.
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Petty Cash

Petty cash may be used to make small expenditures. However,
petty cash violations are a common compliance problem. Lim-
its and requirements include:

+ Petty cash must be withdrawn from your campaign’s
bank account. (Cash contributions must be deposited
into your account; you cannot use them as a source of
petty cash.)

+ The amount of petty cash at any given time cannot
exceed $500.

4+ Each purchase made using petty cash cannot exceed $100.

Since cash is a vulnerable asset, your campaign should establish
internal controls and create procedures for handling petty cash
correctly.

Add money to your petty cash fund by writing a committee check
payable to “Cash” and presenting it to a bank teller, or withdraw-
ing cash from an ATM using your committee’s debit card. Any
cash withdrawals from your committee bank account will count
toward your expenditure limit. Remember to return any change
left over from a purchase back into your petty cash fund.

Documentation for petty cash must include:

+ ATM receipt or bank withdrawal slip with a copy of the
front and back of the canceled check payable to “Cash”.

+ Receipt or invoice for each petty cash purchase.

# C-SMART Petty Cash Journal.

C-SMART PETTY CASH JOURNAL

— A COMPLIANCE ALERT —

Because you may not have more than
$500 in your petty cash at any given
time, any cash withdrawal larger than
$500 will be questioned by the CFB.

Use C-SMART to record deposits into
the petty cash fund and purchases
made. If you re-deposit unused petty
cash, enter the transaction as an
“Other Receipt” with the source as
“Petty Cash Re-deposit.” Run the “Petty
Cash Journal” report to review your
petty cash fund activity and/or submit
the report to the CFB upon request.

— A COMPLIANCE ALERT —

Cash expenditures (including
advances made using cash) are never
qualified (see page 93 for further
details on qualified expenditures).

C-SMART

Committee Name:  Sophia 2013
Election: 2013

DepositiDisbursement
Amount

Petty Cash Journal

Date Vendor Hame Purpose Stmit Trans I
07/05/2012 Energetic Printing, Inc. (315.00) Postage 485
0703202 Petty Cash 5100.00 5 485
o7HMezM2 Quesnsbore Printing, Inc. {531.00) Campaign Mailing 458
07102012 Tommy's Grocery (527.00) Fundraising 457
TotalTransactions: 4 Total Deposits: 100.00
Total Disbursements: (73.00)
Remaining Balance: 27.00
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Committee Credit Card

Some campaigns make purchases using a committee credit card. The credit card must be in your committee’s
name and disclosed as part of your registration with the CFB.

This method of payment is not recommended by the CFB because it may cause your campaign to rely on
credit as opposed to available campaign funds. Further, recordkeeping and reporting requirements for credit
card expenditures are more complicated. Contact your CSU liaison for help on entering credit card expendi-
tures in C-SMART.

Documentation for expenditures by committee credit card must include:

+ Monthly statements from the credit card company,
with the transaction ID number written next to each

e
purchase. \i\(l REMINDER —

+ Front and back of the canceled committee check(s)
used to pay the credit card bill, or bank statements
showing an electronic payment from your committee
bank account.

A purchase made with a personal

credit card, even that of the candidate,

is either an advance (if the person

expects to be reimbursed)

+ Invoices, bills, or receipts for each purchase listed on or an in-kind contribution.

the credit card statement, with the transaction ID
number written on all of these documents.

DOCUMENTING YOUR CREDIT CARD EXPENDITURES
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What Can I Spend Campaign Funds On?

You may only spend campaign money on expenditures to further your candidate’s nomination or election.
Campaign-related expenditures that further your campaign typically include TV and radio ads, staff sala-
ries, campaign office expenses, rent, literature, postage, fundraising costs, petition expenses, and election day
get-out-the-vote efforts. Under the Act, the following are presumed to be campaign-related:

&+

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

Food and beverages for campaign workers and volunteers.

Community events, including attendance at events hosted by civic and neighborhood associations.
Demonstrating eligibility for public funds or defending against a claim that public funds must be repaid.
Travel related to the campaign or the holding of public office.

Legal defense of non-criminal matters arising out of a political campaign.

A single 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.

Ballot proposal advocacy if there are clear indicia that the expenditures relate to the candidate.
Contributions to charitable organizations designated as 5-01(c)(3) organizations.

Contributions to candidate, political, or constituted party committees.

Expenditures made for personal use and not in furtherance of a political campaign for elective office are
non-campaign related expenditures. Under the Act, the following are presumed to be non-campaign related:

%

48

Computer hardware, software, and other office technology purchased less than two weeks
before the election.

Expenditures made to defray the normal living expenses of the candidate, immediate family of
the candidate, or any other individual.

Residential or household items, supplies, or expenditures.
Clothing, haircuts, and other personal grooming.

Funeral, cremation, or burial expenses, including any expenses related to a death within a
candidate’s or officeholder’s family.
Automobile purchases.

— A COMPLIANCE ALERT —

Tuition payments and childcare costs.

Dues, fees, or gratuities at a country club, health club,

recreational facility, or other nonpolitical organization Not all campaign-related expenditures
unless part of a specific fundraising event that takes can be paid for with public funds. See
place on the organization’s premises. page 93 for a full list of expenditures

that can be paid with public funds
Admission to a sporting event, theater, concert, or (“qualified expenditures”).

other entertainment event not part of a specific cam-
paign activity.
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+ Non-campaign related travel, food, drink, or entertainment.
+ Gifts, except for brochures, buttons, signs, and other campaign materials and token gifts valued at

not more than $50 that are for the purpose of expressing gratitude, condolences, or congratulations.

Even if an expenditure is presumably campaign-related, the CFB will still look at the context in which the
expenditure was made, such as:

+ The timing of the purchase. A COMPLIANCE ALERT —

+ The necessity of the expenditure.

+ Whether there is a high proportion of spending on a The documentation you maintain
specific category of expenditure. for each expenditure should contain

sufficient detail about its purpose
and timing to demonstrate that
it is campaign-related.

+ 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 mem-
ber or relative of the candidate, or to an individual or
entity with whom the candidate has a business or other financial relationship.

How Do I Document Campaign Expenditures?

You need documentation showing what your campaign purchased, such as bills, invoices, receipts, and con-
tracts. You also need documentation to show the method of payment, such as canceled checks, bank state-
ments, etc. Documentation must be obtained at the time you make an expenditure. As each bill/bill payment
is entered into C-SMART, write the transaction ID numbers on all corresponding documents. Be sure to make
copies, and file the originals and copies.

Detailed records are crucial for complying with the CFB’s requirements. Expenditure documentation may be
requested at any time during the election cycle.

If you lose any documentation, go back to your vendor and request a duplicate copy. If you are unable to
obtain a duplicate copy from the vendor and must create a new record, indicate on the new record that it is a
re-created document. Any re-created document must be accompanied by a statement explaining the circum-
stances surrounding the creation of the new record. The state-

ment must be signed and dated by the candidate, treasurer, or
other campaign representative with first-hand knowledge of / i \ COMPLIANCE ALERT —

the expenditure, and the signature must be notarized.
If your campaign receives public
Wages & Salaries funds, bonus payments, or gifts to
employees are entirely prohibited
Wages, salaries, and fees for campaign workers and consultants unless written into an employee’s
must be reasonable and represent work performed on behalf of contract at the time of hiring. However,
your campaign. The expected payment amount—whether an you cannot stipulate that you will pay
hourly or weekly rate, or a flat sum—must be determined and a bonus based on whether or not your
documented before an individual or vendor begins working for campaign receives public funds or has
your campaign. funds remaining after the election.
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Your campaign must have written documentation for all wages,
salaries, and fees. The chart below shows the type(s) of documen-
tation and details to be included for different types of workers.

It is up to your campaign to determine whether an employee is
full-time, part-time, one-time, or a consultant. Consultants pro-

Consult the IRS, NYS
Department of Taxation, and
other authorities ﬁ)r l'nﬁerﬂtion
on paym// deductions {fedem/,
state, local, and social S(ZCMI’I'éq)

vide professional or expert advice to your campaign in a particular and filing tax retwrns and
area, such as compliance, campaign strategy, or managing election state unemplogment
day and other field worker operations. Keep samples of their work benefits returns.
product demonstrating services performed (e.g., memos, print and
email correspondence, etc.).
DOCUMENTATION FOR WAGES AND SALARIES
TYPE OF DOCUMENT DETAILS TO BE INCLUDED USE THIS FOR

« Committee name
- Name and address of employee
- Rate of pay (daily, weekly or hourly)

- Days and hours worked

Timesheets
(Weekly Wage Record
or Daily Wage Record)

including location
- Total hours worked
« Total amount earned (rate x hours)

- Dated signature of employee

« Amount paid and method of payment

« Detailed description of work performed,

- Dated signature of campaign representative

» Part-time employees

« One-time employees,
e.g., election day workers

« Supplementing full-time
employee contracts

« Workers hired by consultants
to do part-time or one-time
work (to be collected by
consultant)

« Committee name

. Start and end date

- Detailed description of services to be

Contracts performed

« Amount and total fee

« Name and address of employee or consultant

Frequency of payment (e.g., monthly, weekly)
Dated signature of employee of consultant

Dated signature of candidate or treasurer

« Full-time employees

. Consultants
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DOCUMENTATION FOR WAGES AND SALARIES (continued)

TYPE OF DOCUMENT DETAILS TO BE INCLUDED USE THIS FOR

« Name and address of employee or consultant

« Committee name
« Supplementing full-time

Invoices + Period covered by invoice employee contracts

+ Detailed description of services performed . Consultants

during period

« Amount due

« Name and address of payroll processor
Statement from payroll . Committee name and address
processor (employees
paid through this + Names of employees . Campaigns that have
service should also significant numbers of

; - Rates of pay

have documentation employees or who choose
showing what services . Hours worked to use a payroll service

they perform,

e.g., a contract) + Amount paid

« Breakdown of salary and withholdings
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SAMPLE DAILY WAGE RECORD (Find the template here or in the Appendix.)

Committee Use Only

DAILY WAGE RECORD Payment Transaction ID:

Sopkia 2013

u(Committee Name)

Add the transaction ID
number once you enter

Empl N : .

mployee Name the payment in C-SMART.
Home Address: Phone:
Date: Time In: Time Out: Total Hours Worked:

Duties Performed:

Provide a detailed
description of the
work performed,
Salary/Wage: $ per: hour | day (circle one) Total Paid: $ including location.

VERIFICATION

| affirm | have performed the duties, worked the hours, and received the salary amount listed above.
Employee Signature Date
Treasurer Signature Date

For Committee Use Only

Paid: $ by cash or check (circle one) Check Number:

Paid for by: (Committee or Third Party Vendor)
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SAMPLE WEEKLY WAGE RECORD (Find the template here or in the Appendix.)

WEEKLY WAGE RECORD

Sophia 2013

Committee Use Only
Payment Transaction ID:

u(Committee Name)

Employee Name:

Home Address:

Salary/Wage: $ per:

Sunday ‘ Monday

Phone Number:
Period Covering:

hour | day (circle one)

‘ Tuesday ‘Wednesday

Add the transaction ID
number once you enter
the payment in C-SMART.

Thursday Friday

‘ Saturday

Time In:

Time Out:

Provide a detailed

Total Hours
Worked

description of the
work performed,

including location.

Duties
Performed

Salary
Amount

VERIFICATION

Total Hours
for Week

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

Employee Signature

Date

Treasurer Signature

Date

For Committee Use Only

Paid: $ by cash or check (circle one)

Paid for by:

Check Number:

(Committee or Third Party Vendor)
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If a contract expires and you want to retain an employee, you can amend the original contract or write a new
contract that includes the new period(s) covered and any other relevant changes or additions to the employ-
ee’s tasks and duties. If an employee leaves the campaign before their contract expires, obtain a resignation
letter from that employee.

A COMPLIANCE ALERT —;

EXCEPTION! Volunteers are individuals who work on
behalf of your campaign without payment for their time or
services. You are not required to keep any documentation
about volunteers.

Consultants who hire and pay field
workers must provide your campaign
with timesheets for each worker
substantiating the amount paid and
Note: you cannot pay or give bonuses to volunteers for work details of the work performed.
they have performed on a voluntary basis. If you decide to

offer paid employment to someone who has been volunteering

for your campaign, you must create an employee contract A @ CONTACT US —
and document the future work this person will perform as
described in the previous section. Your CSU liaison can help with a

preliminary review of employee
and/or vendor contracts.

Office Rent and Office Expenses

You may rent space for your campaign office. You must have a lease between your campaign and landlord spec-
ifying the terms of your tenancy (the chart below shows some details that should be included in your lease).

In addition to renting space for a campaign office, your campaign is allowed to spend money on office supplies
and equipment, and website development and maintenance. Your lease and utility accounts must be in your
committee’s name—these cannot be established in the name of the candidate, treasurer, or other campaign
worker.

If you purchase a wireless device and plan for you or your staff,

the contract must be in your committee’s name and be reasonably To save on wireless costs,
priced. You must cancel your committee’s wireless service immedi- consider family/group prepaid
ately after the election. Any early termination fee will be considered plans, devices, or month-to-

a permissible post-election expenditure provided the cancellation month service. Also, use prepaid
is done within the billing cycle immediately following the election. devices to avoid paying early
Any additional usage after an election may be considered an imper- termination fees.

missible post-election expenditure (see page 59).

You may reimburse the candidate, campaign staff, and/or volunteers for the use of their personal wireless
devices rather than purchasing new devices for them. However, you can only reimburse them if they incur
campaign-related costs above the normal, regular cost of their existing plans. You cannot reimburse for an
unlimited plan because no additional cost has been incurred. To reimburse personal phone usage, you need:

¢+ Woritten log listing campaign calls made and to whom.

+ Copies of itemized bills flagging campaign calls and demonstrating the amount over the
standard cost of the individual’s plan.

+ Advance Repayment Voucher.
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DOCUMENTATION FOR OFFICE RENT AND OFFICE EXPENSES

TYPE OF

OFFICE EXPENSE DOCUMENTATION DETAILS TO BE INCLUDED

- Landlord name and address
« Committee name and address
- Tenancy dates
Rent for Lease or « Monthly rent amount and due date.
campaign office rental agreement o . . .
- Specifics—size of space, utilities covered, or furniture
or office equipment included, etc.
« Amount of security deposit and date for return

- Dated signatures of landlord and candidate/treasurer

- Vendor name

- Date of purchase

Office sgpplles Inv0|ces‘ « List of items purchased
and equipment and/or receipts
« Price for each item
- Total amount
« Utility name
« Committee name and address
Utilities Invoices ) .
. . . « List of services
including wireless plans (all pages)
» Period covered
» Total amount billed
- Vendor name and address
. Committee name and address
- Detailed description of services to be rendered
Website Contract with - Date on which website is expected to go live
development
. web developer(s)
and maintenance - Amount and frequency of payment

(e.g., monthly, weekly, single payment)
« Duration of the contract

- Dated signatures of vendor and candidate/treasurer

Voter Communications (Campaign Literature, Mailings, Signs, Ads)

Your campaign will produce materials to communicate with potential voters. You must keep detailed records
and samples of all campaign communications with the public, including literature, signage, advertisements,
and other materials.
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DOCUMENTATION FOR VOTER COMMUNICATION

COMMUNICATION
TYPE

DOCUMENTATION

WORK PRODUCT
(materials demonstrating
the work done)

DETAILS TO BE INCLUDED

Radio or TV Ad

« Contract with
media buyer and/or
TV/radio stations

- Invoice(s)

« Ad script

« Detailed broadcast
records, including
station(s) and time(s)
aired

Vendor name
Committee name
Price per minute

Total purchase amount

Dated signatures of vendor and
candidate/treasurer on contract

Print, internet, or

. Contract with
media buyer and/
Oor newspapet,
magazine, or

« Tear sheet(s) for print
ads (or copy of ad from
the publication)

Vendor name
Committee name

Dated signatures of vendor and

billboard ad : « Screen shot(s) for candidate/treasurer on contract
Internet site Internet ads
| ice(s) Date(s) of ad
« Invoice(s ;
Photo of billboard Price per insertion and total cost
Vendor name
Literature

(e.g., pamphlets,
flyers, posters,

- Invoice(s) and/or
receipt(s)

. Samples of printed
materials

Committee name

Detailed description of the piece

brochgres, Rate per piece, total number
lawn signs) produced, and total purchase
amount
Vendor name
- Contract with mail )
house and/or Committee name
consultants Itemized description of goods
Mailing « Invoice(s) and/or - Sample mailing piece Rate per piece, total number
receipts mailed, and total purchase
amount
« Bulk mail purchase
receipts from USPS Dated signatures of vendor and
candidate/treasurer on contract
Vendor name
Committee name
+ Contract Date/hours i
phone banking
Phonebanking Copy of phone bank was conducted

- Invoice(s) and/or
receipt(s)

script

Description of calling activity,
e.g., robocall or live

Total purchase amount
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Travel Expenses

Your campaign may pay for or reimburse travel expenses for campaign-related activity only. This may include
costs related to gas, parking, vehicle rentals, public transportation, cab fees and other campaign-related travel.
If you have travel-related expenditures, see the Travel Expenses Guidance Document in the Appendix.

Fundraisers

Costs for campaign fundraisers may include expenditures for the venue, decorations, food and drinks, enter-
tainment, and invitations. You must compile the following documentation for each fundraising event your
campaign organizes:

+ Date and location of the event.
+ Itemized list of all expenditures, including samples of invitations, flyers, advertisements, etc.

+ A campaign event contributions log similar to the sample on page 25.

Petitioning Expenses, Polling, and Get-Out-the-Vote Activities

Your campaign is likely to have expenditures for petitioning (e.g., wages, voter lists, printing, circulation,

and litigation), polling (e.g., pollster fees, telephones, voter lists), and get-out-the-vote activities (literature
distribution, door-to-door canvassing, etc.). Documentation for most of these expenditures have been covered
previously, e.g., wage records for petition carriers, printing contracts for printing blank petitions, etc. You will
also need documentation that is unique to these expenditures, e.g.:

+ samples of blank petitions

+ copy of polls and descriptions of where they were conducted

Subcontractors

Some vendors your campaign hires will use a subcontractor—an individual or entity that takes on some
of the work for your vendor. For example, this is frequently the case when you hire a media consultant who
designs and produces advertisements, but purchases airtime or print space from another vendor.

If a vendor pays an individual subcontractor more than $5,000

throughout the course of your campaign, you must report the At the time you hire a vendor,
name and address of the subcontractor, a description of the goods let them know they will have to
or services provided by the subcontractor, and the total cost of the provide this information about
subcontracted services. The best way to obtain this information is by subcontractors that receive
having your vendor complete a Subcontractor Disclosure Form. more than $5,000.
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SAMPLE SUBCONTRACTOR DISCLOSURE FORM (Find the template here or in the Appendix.)

SUBCONTRACTOR DISCLOSURE FORM

Sophia 2013

Committee Name)

As a candidate in New York City, | 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:

o Subcontractor Name:

Subcontractor Address:

Services Provided:

Cost of Services Provided:

e Subcontractor Name:

Subcontractor Address:

Services Provided:

Cost of Services Provided:

Vendor Signature: Date:

Name:

Title:

Use this form
to collect the
information

you must
disclose about
subcontractors.
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Example

Sophia 2013 entered into a contract with Strategic Campaign Consulting for $20,000 to
develop and print literature for the campaign. Strategic Campaign Consulting designs
the literature but pays ABC Printing $8,000 to print it. Because Strategic Campaign
Consulting paid ABC Printing more than $5,000, Strategic Campaign Consulting
provides a completed subcontractor disclosure form to Sophia 2013 disclosing ABC
Printing as a subcontractor, and Sophia 2013 enters the subcontractor’s information
in C-SMART.

What Spending is Permitted After the Election?

Program participants who have received (or expect to receive) public funds must be cautious about making
any post-election expenditures.

Only limited expenditures associated with winding down your campaign and responding to the post-election
audit are permissible, including:

+ Reasonable payment of rent and outstanding utility bills related to winding down your campaign.
+ Reasonable moving or storage costs related to closing the campaign office.
+ Payment of taxes and other reasonable expenses for compliance with applicable tax laws.

+ Payment of staff salaries in accordance with existing contracts or agreements for specific post-
election work. These payments should not be excessive and should be in proportion to the size
of the campaign and the work performed.

+ One-time printing and distribution of “thank you” notes to contributors, staff, and campaign
volunteers.

+ A single post-election event for staff, volunteers, and/or supporters held within 30 days of the election.

+ One-time printing and distribution of a holiday card mailing to contributors, campaign volunteers,
and staff.

+ Reasonable fees associated with defending against a — A COMPLIANCE ALERT —
claim that public funds must be repaid, incurred prior

to the date of the issuance of the Final Audit Report. Post-election expenditures are reviewed

carefully by the CFB and may be
considered improper if the expenditures
are determined to be unreasonable or
non-campaign related. Furthermore, an
expenditure may be considered non-

+ Contributions to other campaigns, organizations, or clubs. campaign related or an improper post-
election expenditure if you are missing
or have inadequate documentation to
+ DPost-election mailings (except for the mailings demonstrate its purpose.
described above).

Your campaign is prohibited from spending money on the
following items after the election:

+ Bonuses or gifts to staff or volunteers.

+ Spending for transitional and inaugural activities.
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What Records Do I Need to Keep for Expenditures?

You must keep the original and two copies of each document.

From your bank:

%

%

*

The front and back of every canceled committee check
Bank statements

Wire transfer records showing electronic payments (may
be listed on your bank statements)

From your vendors:

*

&+

60

Contracts

Use the labels included in your
CFB Welcome Kit to create

an o;yan/zed ﬁ/inﬂ system

ﬁ)r your records. Contact

your CSU liaison f(}r
additional labels.

Invoices or receipts (including those supporting credit card payments, petty cash payments, and

advance repayments)

Samples of the work product

Bulk mail purchase receipts from USPS
Subcontractor disclosure form, if applicable

Expenditure refund receipts and/or copy of the
refund check

Credit card statement

Advance repayment vouchers

Petty cash journal

F:(X REMINDER —

Every transaction entered in
C-SMART will have a transaction ID
number assigned to it. You must
write the transaction ID number

on every document relating

to a particular transaction.
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Chapter 4

This chapter covers how and when
to report your campaign’s financial

[ ]
D I SC I OS u re information and organize your filings.

You must report all the money your
State m e ntS campaign raises and spends to both
the Campaign Finance Board (CFB)
and the State Board of Elections (BOE)
in the form of disclosure statements.

The Basics

® You cannot submit disclosure statements until you have registered your committee

(see Chapter 1).

# Attend both a Compliance and a C-SMART training before you file your first disclosure
statement.

# Use C-SMART to file your disclosure statements with the CFB and the State BOE.

® To complete your disclosure statement, submit backup submit documentation to the
CFB no later than the disclosure statement due date.

What is a Disclosure Statement?

A disclosure statement is a report you prepare and submit using C-SMART to disclose your campaign’s finan-
cial activity in a reporting period. The length of a reporting period varies throughout the election cycle, with
more frequent disclosure required closer to election days (see the Disclosure Statement deadlines on page 65).
Your disclosure statement will include all contributions you received and all expenditures you made during
that reporting period. You must disclose all contributions in the reporting period in which they were received,
or they will not be matched with public funds. You must also disclose all expenditures in the reporting period
in which the expenses were incurred, even if they remain unpaid. For some types of activity, you will also have
to submit paper records, called backup documentation, to the CFB. This is discussed in detail later in the
chapter.

The CFB reviews your disclosure statements and alerts you about compliance problems. The statement review
process is covered in the next chapter.

The CFB will post your disclosure information on its website in its searchable database and campaign finance
summary report. This allows the public and the media to see who is contributing to local campaigns and how
the money is being spent.
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How Do I Submit Disclosure Statements?

You must use C-SMART to submit your disclosure statement.
Only the candidate or treasurer listed on your committee’s FR
or Certification can verify and submit disclosure statements.

The candidate or treasurer must review and check the verifica- There are no extensions for
tion and confirmation sections, which will serve as an elec- disclosure statement due dates.
tronic signature. Your statement must be received electroni-

— A COMPLIANCE ALERT

cally by midnight on the due date. You will receive a delivery
confirmation after you successfully submit your disclosure statement.

For detailed guidance, see “A Step-by-Step Guide to Filing Day” here or in the Appendix.

Prior to submitting your disclosure statement, make sure:
O All your transactions have been entered into C-SMART.
U Your State BOE Filer ID and PIN are on hand.

U You have reviewed a draft of your disclosure statement for accuracy.

New York State BOE Filing

C-SMART also creates your State BOE disclosure statement as a file on your C:/drive. You can either attach
and email this file to the State BOE at efsfiling@state.ny.us (recommended) or copy the file to a disk, which
must then be mailed to:

New York State Board of Elections
40 North Pearl Street, Suite 5
Albany, NY 12207

You may need to submit additional documentation to the State BOE. Visit www.elections.ny.gov for guidance
or call 1-800-458-3453.

What Documentation Do I Submit with CFB Disclosure Statements?

You must submit backup documentation for contributions you claim for match, documentation for funds
you borrowed, a list of fundraising agents you used, and documentation for segregated bank account activity
(if any) during the reporting period with each disclosure state-

ment you submit to the CFB. The documentation you must A COMPLIANCE ALERT —

submit for each type of transaction is described below, and

guidance documents in the Appendix offer more information

and examples. (See also Chapter 2, which discusses the record- Your disclosure statement will be
keeping requirements for these transactions and the guidance rejected if you do not submit
document, “How to Submit Your Backup Documentation” in backup documentation for your
the Appendix.) Backup documentation must be delivered to matching claims or if you fail to
the CFB by 5 p.m. on the statement’s due date or postmarked write the transaction ID number
by the due date. Simply placing the documentation in the on the documentation.
mailbox will not guarantee a timely postmark. If your backup
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documentation is late, your entire filing will be considered late even if you submit the disclosure statement
generated by C-SMART on time.

Submit copies of this documentation unless originals are specifically requested by the CFB. Write the transac-
tion ID number on every piece of backup documentation.

Backup Documentation for Matchable Contributions

You must submit backup documentation for every contribution you claim for match. See the chart below for
backup documentation you must submit for each type of monetary contribution:

TYPE BACKUP DOCUMENTATION

Check Copy of check

Cash Copy of contribution card

Money Order Copy of contribution card and copy of money order

Credit Card Credit card contribution card, including proof of processing

If you accept credit card contributions, see the Credit Card Guidance Document for a detailed description of
records you must keep and submit for these contributions.

See “How to Submit Your Backup Documentation” here or in the Appendix.

EXCEPTION! Non-participants and limited participants are not required to submit backup documentation
with disclosure statements because they are not claiming matching funds.

Loan Documentation

If you received any loans or made any loan repayments during the reporting period, you must submit the fol-
lowing documentation with your disclosure statement:

+ Detailed loan agreement(s) (see page 28).
+ Copies of the loan check(s).

+ Copies of your repayment checks (front and back).

Loan documentation is required from all candidates, regardless whether they participate in the Program.
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Fundraising Agent Documentation

If your campaign used any fundraising agents you must submit a cover letter listing them with your disclosure
statement. This information is required regardless whether you join the Program.

Segregated Bank Account Documentation

If you opened a segregated bank account to avoid a deduction in your public funds payment (see page 91), you
must submit copies of segregated bank account contribution cards and checks for contributions received dur-
ing the reporting period. You will also submit copies of the bank statements you received for the segregated
bank account during the reporting period.

How Often Do I Submit Disclosure Statements?

You are required to file disclosure statements on scheduled dates throughout the election cycle (see chart
below). In the out-year period (calendar years 2010—2012), disclosure statements are submitted twice a year,
in January and July. During the election year, the submissions are more frequent. Each reporting period ends
four days before the disclosure statement due date. This four-day window gives you time to prepare, review,
and submit your campaign’s disclosure statement. It is a violation of the Act to submit a disclosure state-
ment late. You could be subject to a penalty and your matching claims for that disclosure period could be
invalidated.

Generally, you must file every disclosure statement once you register your campaign with the CFB. However,
the following are exceptions to this requirement.

Candidates Who Are Not in the Primary Election

If you are not on the ballot for the primary election, you are not seeking the benefit of a primary election
spending limit (see page 35, and you have not made a contribution to another candidate during the reporting
period, you are not required to file the following primary election disclosure statements:

+ Statement 10, due August 9, 2013
+ Statement 11, due August 30, 2013

+ Daily pre-election disclosure statements during the two weeks before the primary election
(August 27—-September 10, 2013)

+ Statement 12, due September 20, 2013. (However, you must file Statement 12 timely if you wish
to receive public funds for the general election on the earliest possible payment date.)
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DISCLOSURE STATEMENT DEADLINES—2013 ELECTION CYCLE

Statement Number

Statement Due Date

Disclosure Period

1 7/15/2010 1/12/2010-7/11/2010
2 118/20M 7/12/2010-1/11/201
3 7/15/20M 1/12/201-7/11/2011
4 1/17/2012 7112/2011-1/11/2012
5 7116/2012 1/12/2012-7/11/2012
6 1/15/2013 712/2012 -1/11/2013
7* (CFB only) 3/15/2013 1/12/2013 -3/11/2013
8* (CFB only) 5/15/2013 3/12/2013-5/11/2013
6/10/2013 Certification Deadline
9* 7/115/2013 5/12/2013-7/11/2013
10 8/9/2013 7/12/2013-8/5/2013 (32 day pre-election)
" 8/30/2013 8/6/2013-8/26/2013 (11 day pre-election)
Daily Pre-Election DAILY 8/27/2013 -9/10/2013
9/10/2013 Primary Election
12 9/20/2013 8/27/2013-9/16/2013 (10 day post-election)
13 10/4/2013 9/17/2013-9/30/2013 (32 day pre-election)
14 10/25/2013 10/1/2013-10/21/2013 (11 day pre-election)
Daily Pre-Election DAILY 10/22/2013-11/5/2013
11/5/2013 General Election
15 12/2/2013 10/22/2013-11/28/2013 (27 post-election)
16 1/15/2014 11/29/2013-1/11/2014

*

Disclosure statements 7 and 8 are only filed with the CFB. For the State BOE, statement 9 includes all transactions
1/12/2013-7/11/2013. All other disclosure statements must be filed with both the CFB and State BOE.

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 reporting period in which they were received, or they will not be matched with
public funds. You must also disclose all expenditures in the reporting period in which the expenses were incurred, even

if they remain unpaid.
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Candidates Who Are Not in the General Election

If you are not on the ballot for the general election and you have not made a contribution to another candidate
during the reporting period, you are not required to file the following general election disclosure statements:

4 Statement 13, due October 4, 2013
4 Statement 14, due October 25, 2013 @ CONTACTUS —

+ Daily pre-election disclosure statements during the
two weeks before the general election
(October 22—November 5, 2013)

Before you skip any filing,
contact your CSU liaison.

+ Statement 15, due December 2, 2013

Daily Pre-Election Disclosure E C-SMART —

During the two weeks before

the election, enter contributions as
they are received and expenditures as
they are incurred and paid. C-SMART
will alert you if a transaction needs

to be reported in a Daily Pre-Election

During the two-week period before the primary and general
elections, you must disclose aggregated contributions from a
single contributor over $1,000, loans over $1,000, and aggre-
gated expenditures from a single vendor over $20,000 (whether
paid or incurred) within 24 hours of the transaction taking
place using the Daily Pre-Election Disclosure Statement
filing option in C-SMART. Disclosure Statement.

Example: Contributions

Sophia 2013 receives a $1,500 contribution on September 1, 2013 and enters it in
C-SMART. C-SMART alerts the campaign to submit a Daily Pre-Election Disclosure
Statement to the CFB within 24 hours of receiving the contribution.

Example: Expenditures

Sophia 2013 contracts with ABC Printing for $10,000 of literature during the two
weeks before the primary election. Three days later (but still before the election), the
campaign contracts with ABC Printing for another $15,000 of literature. Since the
total amount of expenditures the campaign contracted with ABC Printing during the
two-week period before the election is now greater than $20,000, C-SMART alerts the
campaign that it must submit a Daily Pre-Election Disclosure Statement to the CFB no
later than 24 hours after the second expenditure.

The State BOE also requires similar 24-hour notification of certain contributions and loans. See the State BOE
website for further information.
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Do I Always Have to File an Itemized Disclosure Statement?

Campaigns with limited activity may file as a small campaign or, in rare instances, can defer a filing.

Filing as a Small Campaign

Filing as a small campaign is an option that is only available to campaigns who have not, in total to date, raised
or spent more than the amount below:

City Council $8,250
Borough President $11,550
Mayor, Public Advocate, Comptroller $14,850

If you meet this qualification, you may submit a Small Campaign Form instead of a C-SMART generated item-
ized disclosure statement. The form must be signed by the candidate or treasurer and submitted to the CFB by
5 p.m. on the disclosure statement due date or postmarked by the deadline.

Find the Small Campaign Form here or in the Appendix.

Once your campaign has raised or spent more than the small campaign limit, your next disclosure statement
and all future disclosure statements must be itemized disclosure
statements filed via C-SMART unless you meet the require- I :(1 REMINDER —
ments to defer a filing, which is discussed in more detail below. \:

The first itemized disclosure statement your campaign files must

include all of your campaign’s transactions—from the beginning If you file a small campaign
of your campaign through the end of that reporting period. form, contributions you received

during that period will not
The BOE rules are different. Your campaign may be eligible to be matched with public funds.

submit an In-Lieu-of Statement with either the City or State

BOE, if neither your total receipts nor total expenditures ex-
ceed $1,000 and you did not file an itemized disclosure state-
ment previously. Candidates whose committees are registered — A COMPLIANCE ALERT —
with the State BOE (because they expect to eventually raise or
spend more than $1,000) may satisfy both their State and City
BOE filing requirements by filing solely with the State BOE. Once you have filed an itemized

For more information, contact the State BOE. disclosure statement with the CFB
you cannot file as a small campaign.
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Deferring a Filing

If your campaign has raised less than $2,000 (contributions and loans) during a reporting period and if you
have cumulatively spent less than 45% of your spending limit, you may choose to defer that filing. This option
is available even to campaigns that have been filing itemized disclosure statements previously.

EXPENDITURE MAXIMUM FOR DEFERRING A FILING
City Council $75,600
Borough President $650,700
Public Advocate, Comptroller $1,808,100
Mayor $2,891,700

To defer a filing, you submit the Small Campaign Form but check the box “Deferment of Filing” and you do
not submit a C-SMART disclosure statement. However, any contributions you raised during that reporting
period will not be matched with public funds, so deferring your filing is not a good option if you intend to
seek public funds. Also, you may still be required to file an itemized disclosure statement with the BOE.

January and July disclosure statements can never be deferred. All campaigns must submit itemized disclosure
for these reporting periods unless they meet the requirements to file as a small campaign.

What If I Have No Financial Activity in a Reporting Period?

Even if you have no financial activity in a given reporting period, you still must submit a disclosure state-
ment to the CFB (unless you meet the requirements for deferring a filing described above) and State or City
BOE. For candidates who have previously submitted an itemized disclosure statement using C-SMART, you
must continue to use C-SMART to file all subsequent disclosure statements to the CFB. If your previously
submitted disclosure statements were unitemized and your committee has not exceeded the small campaign
limits, you may continue to submit a Small Campaign Form. With the State or City BOE, you must submit a
No-Activity Report for the given disclosure period, depending on your level of activity.

What If I Terminate My Candidacy?

Once you have terminated your candidacy (or your candidacy has been terminated by the CFB because you
are not on the ballot), you are no longer required to file disclosure statements with the CFB. You will, however,
be bound by all other requirements of the Act and CFB Rules. See Chapter 1 for information on terminated
candidacies and closing your committee.
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How Can I Avoid Disclosure Filing Problems?

+ Review the Filing Day Checklist included in the Step-by-Step Guide to Filing Day to ensure that
your filing is complete.

+ Submit disclosure statements early in the four-day window, to give yourself time to correct
any problems that may come up before the statement due date.

+ If possible, the candidate, treasurer, or campaign liaison should personally deliver the backup
documentation, especially if your campaign is filing a disclosure statement for the first time.
If you mail it, get a dated receipt (and if possible, a tracking number) from the post office or
delivery service.
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Chapter 5

P re - E I eCti o n Pre-election audit reviews are done

after each statement you file to
identify potential violations and invalid

Au d it ReVi eWS matching claims.

The Basics

® Pre-election audit reviews are your opportunity to correct potential problems with your
compliance and your matching funds claims.

# Make sure you know your C-Access username and password and add
caccess-noreply@nyccfb.info to your list of email contacts, so C-Access emails
do not go to your spam folder.

# Your pre-election audit reviews will be posted to your C-Access account. You must use
C-Access to obtain these documents.

# Closely follow the instructions when preparing your responses to Statement Reviews
and Doing Business notifications, and provide any documentation requested. You
may also need to file amendments using C-SMART.

& Always issue refunds using a bank or certified check using funds from your commit-
tee’s bank account.

® Take action on these reviews by the stated deadline! Failing to do so can lead to
higher penalties and/or loss of matching funds.

# Keep a copy of your Statement Review response for your records.

What is a Statement Review?

[
A Statement Review is issued after the CFB reviews - \i\(’& REMINDER —
each of your disclosure statements. It details findings of
non-compliance in the most recent statement and may include
unresolved issues from past disclosure statements. If you
are seeking public matching funds, it also provides a list of
matching claims found to be invalid and the reason. Statement
Reviews are always posted to your C-Access account.

When a Statement Review is

posted to your campaign’s

C-Access account, the candidate and
treasurer will receive an email

from caccess-noreply@nyccfb.info
Many of the issues that the CFB uncovers during the statement informing them the Statement Review
review process can be avoided by careful entry of data into is available to view or download.
C-SMART. C-SMART displays alerts whenever you try to save
transactions in violation of the law, or save incomplete records.
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For example, if you try to save a name record with missing information, an alert will pop up. If you enter a
contribution that exceeds the limit, an alert will pop up. Train your staff to pay attention to these alerts, and
call CSU if they have questions about them. Careful attention to entering transactions in C-SMART will alert
you to common findings that affect your ability to receive matching funds and/or lead to penalties.

What is in a Statement Review?

A Statement Review will include some or all of the following:

+

%

Cover letter with response deadline date

Statement Review Checklist and Verification Statement
Invalid Matching Claims (IMC) Report

Statement Review Reports

Candidate Threshold Status Report

Statement Review Response Checklist

The most common elements included in a Statement Review are described below. Your Statement Review will
only contain reports that apply to you. Additional information on how to respond is provided with each report.

Cover Letter

Describes the contents of the Statement Review.

Provides contact information for an auditor who can help answer any questions you may have
about a specific finding or transaction.

States the deadline by which you must respond to the findings.

Statement Review Checklist and Verification Statement

The Checklist and Verification Statement lists all the reports included in your Statement Review and must be
completed and sent back to the CFB with your response. It provides space for you to indicate which reports
you are addressing in your response, and requires an original signature of the candidate or treasurer.
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SAMPLE STATEMENT REVIEW CHECKLIST AND VERIFICATION STATEMENT

NEW YORK CITY CAMPAIGN FINANCE BOARD
STATEMENT REVIEW CHECKLIST AND VERIFICATION STATEMENT

Checked items in the “Reports Sent by CFB” column are being sent to your campaign for a response. Please

mark the ‘Response Submitted’ column for each finding to which you are responding and submit a copy of
this checklist with your response. Please complete the information below and sign and date the verification
at the bottom of the page.

Reports Sent by CFB Response Submitted
1. Invalid Matching Claims X

2. Prohibited Contributions From Unregistered Political Committees X

3. Missing Employment Information X

4. Threshold Report (No Response Required)

List which disclosure statement(s) are being amended in reponse to this statement review (by statement
number) #(s)

Verification

| understand that (a) intentionally or knowingly making a false statement or intentionally or knowingly
violating any provision of the New York City Campaign Finance Act is a Class A misdemeanor pursuant to
Section 3-711(3) of the Act; (b) knowingly making a false written statement is a Class A misdemeanor
pursuant to New York State Penal Law Section 210.45; and (c) knowingly offering false written information
with the belief that it will become a part of the records of a public office and with the intent to defraud is a
Class E felony pursuant to New York State Penal Law Section 175.35.

| hereby verify that the information filed herewith is true and complete to the best of my knowledge,
information, and belief.

Seplic Rosarca Soddocis Deate

Treasurer’s or Candidate’s Signature Date Signed

Invalid Matching Claims (IMC) Report

As explained in Chapter 4, all contributions claimed for match must be documented and reported properly.
The IMC Report is a list of contributions preliminarily deemed invalid for match. Each transaction contains

one or more invalid codes indicating the reason(s) why a contribution may not be valid for match. See Invalid
Matching Claims (IMC) Codes Guide which contains a complete list of the IMC codes, including an explana-

tion of the code and information on how to correct or dispute an invalid matching claim. Reports are sepa-
rated by disclosure statement number. Each Statement Review will include IMC reports of past disclosure

statements showing claims which remain invalid.
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SAMPLE INVALID MATCHING CLAIM Provides the reason transaction was invalidated.

Reowd Date: 02/28/2011
Employer: Name Stevens Steamers

Street #: G50-60 ContrType: Check
Hame: 27th Avenue Check #: 10252
City: New York Amount: E25.00
State:  ueens Match Amt: 225
Occ: CED Prev Amt: 50.00

Trans ID  Invalid Code(s): Rvwd Check Appropriate Box{es)

RO000033 18 - Contributor has non-residential sddress. @ [] pocumentation Attached [] Transaction Modified
C

Contributor: Name  Stevens, Maxwel |:| Transaction Deleted |:| Claim Withdrawn

Street# 123 Name: Beacon Street Apt: New TransactionID: '[N Other Response

City:New ork State: N Zip: 10003 Borp: i Provide Other Response/Explanation:

To address this
contribution,
check the box(es)
that describe the
action(s) taken to
respond.

Box will be checked in cases where a response has been

submitted, but more information or documentation is needed.

Record any written response or
explanation in this space.

To respond to an invalid matching claim:

4+ Check the box(es) that describes the action(s) you have taken. You may need to provide an

explanation in the space provided.

+ Submit the IMC Report with boxes checked, responses written in the appropriate fields, and
required documentation, e.g., copy of a complete and signed contribution card.

+ Submit amendment(s) to your disclosure statement(s) if your response requires you to modify,

delete, or withdraw a matching claim using C-SMART.

To make a contribution eligible for match, you must address every invalid code for that contribution.

Some invalid matching claims cannot be corrected because the contribution simply does not meet the
requirements. For example, a contribution from a Connecticut resident will never be matched because only
contributions from New York City residents are eligible for public matching funds (see page 85).

If you agree that a claim does not meet the requirements for
match, withdraw the matching claim for the transaction by
changing the Matching Amount field in C-SMART to zero
($0), submit an amendment for the statement and indicate you
are withdrawing the claim by checking the “Claim Withdrawn”
box on the IMC Report.

While you are not required to respond to all IMCs by the state-
ment review response deadline, you are encouraged to respond
to as many as possible. Any unresolved invalid claims will
appear again in the next Statement Review.
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To respond to some findings, you
may have to modify transactions in
C-SMART and submit amendments

to your previously filed disclosure

statement(s). Do not run these
amendments until you have made all
the required changes in C-SMART (this
is discussed later in the chapter).




Prohibited Contributions

Your campaign will receive Prohibited Contributions reports corresponding to any contribution(s) your cam-
paign received from a prohibited source: corporations, LLCs, LLPs, partnerships, and unregistered political
committees (see page 11). If you accepted a prohibited contribution, you must do the following by the state-
ment review response deadline:

+ Refund the prohibited contribution using a bank or certified check drawn from your commit-
tee’s bank account.

+ Enter the details of the refund in C-SMART.

+ Make a copy of the bank or certified check and write the transaction ID of the refund on the
documentation.

+ Submit a copy of the refund check to the CFB as part of your response.

If you dispute the finding that a contribution is prohibited:
E C-SMART —

+ Write a detailed explanation directly on the report.

Refunds entered in C-SMART will

appear on your campaign’s next
# Return the report to the CFB. disclosure statement; you will not

+ Provide documentation to support your claim.

need to submit an amendment.
Contributions that are from prohibited sources cannot be suc-

cessfully disputed and must be returned.

Example

Sophia 2013 discloses a $500 contribution as being from an individual, Manuel
Rodriguez. The campaign fails to notice that the contribution check says “Manny’s Auto
Shop,” which is the account for Manuel’s incorporated business. During the statement
review, the CFB flags this contribution as prohibited on the Prohibited Contributions
Report. Because the funds were drawn on a corporate account, this finding cannot be
successfully disputed.

Sophia 2013 refunds the contribution promptly, enters the refund in C-SMART, and
notes this on the report, which it returns as part of its Statement Review response
along with a copy of the refund check.

Aggregate Contributions Over-the-Limit

If the total amount of contributions you accepted from a single entity exceeds the contribution limit for your
office sought, you will receive an Aggregate Contributions Over-the-Limit Report listing the contributions in
question.
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You must do the following by the deadline:

+ Refund the over-the-limit contribution using a bank or certified check with funds drawn from
your committee’s bank account.

4+ Enter the details of the refund in C-SMART.

+ Make a copy of the bank or certified check and write the transaction ID on the documentation.

+ Submit a copy of the refund check to the CFB as part of your response.

If you dispute the finding that a contribution is over-the-limit:

+ Write a detailed explanation directly on the report.
+ Provide documentation to support your claim.

+ Return the report to the CFB.

Example

Sophia 2013 reports a $1,500 contribution from Mike Johnson in Queens and a $1,500
contribution from Michael Johnson in Queens. Both contributions come from the
same zip code but the second one is missing the street address. Based on the similarity
of the names and addresses, these two contributions are aggregated by the CFB as being
from the same contributor, and the Aggregate Contributions Over the Limit report
indicates that the 2nd contribution puts this contributor $250 over the contribution
limit, which must be refunded.

Sophia 2013 successfully disputes this finding by:

+ obtaining a letter from Michael Johnson showing his street address is different
from Mike Johnson’s and affirming that he is not Mike Johnson

+ updating C-SMART with the complete address and submitting an amendment

+ including a copy of Michael Johnson’s letter with the campaign’s Statement Review
response

If you declared the office sought on your campaign’s Filer Registration or Certification, your contribution limit
review will be based on the actual contribution limit for that office (see page 11). If you are undeclared, the
CFB will base its review on the citywide office limit of $4,950. If you accepted contributions for the limit of a
higher office (e.g., citywide or borough president) and then run for lower office (e.g., City Council), in order

to avoid findings of violation or penalties, you must refund the overage for each over-the-limit contribution at
the time you declare which office you are seeking.
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Example

Sophia 2013 registered with the CFB as undeclared and accepted contributions at the
borough president level of $3,850 for regular contributions. In the election year, the
candidate amended her registration with the CFB to declare her office sought as City
Council. The campaign immediately refunded contributions over the City Council
contribution limit(s) using certified checks, entered the details of each refund in
C-SMART, and submitted copies of the refund checks to the CFB.

Accepting any prohibited or over-the-limit contributions is

a violation subject to penalty. If you make a refund by the _A COMPLIANCE ALERT —
response deadline, the penalty will likely be lower. If you are
unable to return a prohibited or over-the-limit contribution to
the contributor (e.g., the contributor moved without provid-
ing a forwarding address), you may pay the refund amount to
the Public Fund by the statement review response deadline
(make checks payable to “New York City Election Campaign
Finance Fund”).

Participants will not be eligible

to receive public funds until

all prohibited or over-the-limit
contributions have been refunded.

Suspected Intermediaries

You will receive a Suspected Intermediaries report if patterns in your contributions suggest some contribu-
tions may have been intermediated, and no intermediary was reported. If any of the contributions on the
report were delivered or solicited by an intermediary, you must:

+ Update C-SMART to indicate which contribution(s) were delivered or solicited by an intermediary.

+ Write the action(s) you are taking directly on the report.

+ Have the intermediary complete an Intermediary Statement and submit a copy with your response.
4+ Submit amendment(s) to your disclosure statement(s).

+ Return the report to the CFB.

If contributions listed on the report were not delivered or solicited by an intermediary, you must:

+ Write a detailed explanation on the report describing how the contributions were received.
+ Provide documentation to support your claim.

+ Return the report to the CFB
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Missing Employer Information

The Missing Employer Information report lists contributors who gave over $99 whose employment informa-
tion is missing or incomplete in your campaign’s reporting.

SAMPLE MISSING EMPLOYER INFORMATION REPORT

The shaded fields in the sample indicate what information is missing from your disclosure. In order to
respond:

+ Review the contribution cards for the contributor’s employ-
ment information. If the information is not available, contact

the contributor to obtain the information by phone, email, If you collect employment
or letter. information from every
contributor and enter in
+ Once you receive the employment information, add it to the C-SMART, you can avoid
contributor’s existing name record in C-SMART. receiving this report.

4+ Submit amendment(s) to your disclosure statement(s).

Example

Joe Smith gave Sophia 2013 a $50 contribution. On the contribution card, Joe did
not provide his employment information. At a later date, Joe gave the campaign an
additional $75 contribution. Because Joe’s contributions exceed $100, the campaign
must obtain and disclose Joe’s employment information.
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Expenditures Over-the-Limit

This report details the amount by which your campaign appears to have exceeded the spending limit based
on your campaign’s reporting. It is sent if the CFB believes your campaign may have violated the expenditure
limit for either the primary or general election (see page 34). You may also receive this report as a warning if
your campaign reports spending 75% or more of the applicable spending limit.

If you believe this finding is in error, you must provide an explanation and documentation. The report may
contain expenditures attributed from a different period (i.e., out-year) to the spending limit of either the
primary or general election. You can address an attributed expenditure by explaining or submitting documen-
tation as to why the transaction should not be attributed to the primary or general election and count against
that limit. If your campaign claimed any exempt expenditures, you must provide the CFB with documentation
detailing how the expenditures meet the criteria (see page 37).

You must respond to this finding by the statement review response deadline. Exceeding the expenditure
limit is a violation subject to penalty. Candidates who have exceeded the spending limit will not be eligible to
receive any public funds (see page 35).

Candidate Threshold Status

The Candidate Threshold Status report shows your campaign’s i A i C-Access
progress toward reaching the two-part threshold require-
ment for receiving matching funds (see page 85). The thresh-

old number and dollar amount reflect your campaign’s valid For the most up-to-date
matchable contributions at the time the report was prepared. information on your campaign’s
This report is for informational purposes only, and does not threshold status, check C-Access!

require a response.

Note: If you have not declared the office sought, the CFB can-
not determine how many residents count for threshold purposes and “N/A” will be indicated as the threshold
number on the report.

Campaign Response Checklist

At the end of your Statement Review package, you will find a Statement Review Response Checklist which is
just for your use. It contains reminders to help ensure your response is complete.

What Should I Include in My Statement Review Response?

A complete response to your Statement Review must contain a
paper response and typically will include amendments to your A COMPLIANCE ALERT —
disclosure statements filed using C-SMART.

If you disagree with a Statement

On paper: Review finding, you should write
+ Statement Review Checklist and Verification Statement an explanation directly on the
signed and dated by the candidate or treasurer. report and include documentation

to support your argument.
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+ Each report that was included in your Statement Review, with additional information and/or
explanations written on each report.

+ Supporting documentation (including copies of contribution cards or checks, refund checks,
intermediary statements, etc., with the transaction ID number written on each piece of
documentation).

Via C-SMART:

+ Amendments to your disclosure statement(s), after A COMPLIANCE ALERT —

you have made all the required changes in C-SMART.
Because you may have made changes to transactions Whenever you file amendments
in more than one reporting period, you should run the with the CFB, you must also submit
Modified Statements Report in C-SMART to find out amendments to the State BOE.
which disclosure statements you must amend with the

CFB and State BOE.

On or before the response deadline, mail or hand deliver the paper portion of your Statement Review
response to the CFB, and submit amendments to the CFB and the State BOE. If the Statement Review
response is due close to a public funds payment date, we strongly suggest you hand deliver your response to
the CFB. Mailed responses may not be received by the CFB in time for review before the payment.

What is the Doing Business Notification?

Individuals who are doing business with the city have lower contribution limits and their contributions
cannot be matched with public funds (see page 12). These individuals are listed in the Doing Business Data-
base (DBDB). After you file a disclosure statement, the CFB reviews your campaign’s contributions to ensure
compliance with the “doing business” law and will issue a Doing Business Notification if you have contribu-
tions from individuals listed in the DBDB that exceed the doing business contribution limit. This notification
is issued within 20 calendar days of your disclosure statement filing and posted to your C-Access account.
The candidate and treasurer receive an email from caccess-noreply@nyccfb.info when a Doing Business
Notification is available to view or download. You have 20 days to respond.

EXCEPTION! During the six-week period before the primary or general election, the CFB has 3 business days
to notify your campaign of any contributions over the doing business limit. However, your campaign still has
20 days to respond.

If you declared which office you are seeking on your campaign’s Filer Registration or Certification, the Doing
Business Notification will be based on the limit for your declared office.

If you are undeclared, the Doing Business Notification will be based on the lowest doing business contribution
limit, which is $250 (the limit applicable to City Council candidates).
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How Do I Respond to a Doing Business Notification?

If you receive a Doing Business Notification, within 20 days,

you must: A COMPLIANCE ALERT —
+ Refund the over-the-limit portion of the contribution
using a bank or certified check drawn from your com- Accepting a contribution over
mittee’s bank account. the Doing Business limit is not a

violation as long as the over-the-
limit portion is refunded by the
+ Make a copy of the bank or certified check and write deadline date on the notification.
the transaction ID number of the refund on it. No extensions will be granted.

+ Enter the refund in C-SMART.

+ Submit the copy to the CFB along with your response.

As noted above, the CFB bases its review for undeclared candidates on the lowest doing business limit. If you
are undeclared but currently intend to run for an office other than City Council, and thus are accepting doing
business contributions at that office’s limit, you may respond to the notification by explaining this in writing,
while refunding any amount over the limit for the office you intend to seek. However, to meet its notification
deadline, the CFB will continue to notify you based on the lower limit. You will only have 20 days to refund
the difference between the higher and lower office limits once you declare for a lower office.

If you don’t believe a contributor listed in your Doing Business Notification should be subject to the doing
business limit, either because they are not the individual listed in the DBDB or they should not be listed in
the DBDB:

[
+ Provide a written explanation of why you are — \;\(1 REMINDER —
contesting the finding.
+ If the contributor is not the individual listed in the Contributors can apply for removal
DBDB, provide a written statement from the contribu- from the DBDB by contacting the
tor to that effect. Doing Business Accountability

Project of the Mayor’s Office of
Contract Services at (212) 788-8104
or DoingBusiness@cityhall.nyc.gov.

4 If the contributor is the individual listed in the DBDB
but feels they are listed in error, the contributor can
apply for removal but that will take more than 20 days.
Refund the contribution to avoid a violation.

If the contributor in dispute does turn out to be “doing business” with the city and the contribution was not
refunded by the 20-day deadline, a penalty may be assessed. Respond early enough to meet the refund deadline.

You can submit your response in one of three ways:

+ Email to CFBDoingBusiness@nyccfb.info
+ Hand delivery to the CFB office
+ Faxto (212) 306-7143, Attn: Doing Business

Always be sure to identify your candidate and committee in any correspondence. Additional information on
how to respond is provided in your Doing Business Notification.
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Chapter 6

This chapter covers what you need to
know about the requirements during

Election Year
and Public Funds

the election year and how to qualify

for public funds.

The Basics

& Submit disclosure statements more frequently.

election spending limits.

# Check C-Access frequently for important notices.

& Attend mandatory compliance and C-SMART trainings, if you have not already done so.

# Monitor your budget and spending to avoid exceeding the primary and/or general

@ QOrganize all records so you are ready for potential election year documentation requests.

Do My Disclosure Statement Filing Requirements Change?

Yes. During the election year, you will file disclosure statements on a more frequent basis with both the CFB
and State BOE although the contents of the disclosure statements stay the same.

Candidates who are only on the ballot for the primary election must file:

+ Disclosure statements 6—12 and 16

+ Daily pre-election disclosure statements two weeks prior to the primary election

Candidates who are only on the ballot for the general election must file:

+ Disclosure statements 6—9 and 13-16
+ Daily pre-election disclosure statements two weeks

prior to the general election

Candidates who are on the ballot for both the primary and
general elections must file:

+ All disclosure statements

+ Daily pre-election disclosure statements for both the
primary and general elections

— A COMPLIANCE ALERT

Under certain circumstances,
you may have to file primary or
general election disclosure
statements even if you are not
on the ballot for one of those
elections (see page 64).
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How Do I Become Eligible for Public Matching Funds?

Candidates for New York City public offices who join the Program and meet the requirements can qualify to
receive public matching funds at a rate of $6 in public funds for every matchable dollar raised.

Requirements:

+ Be in compliance with the Act and Rules, including the filing of all disclosure statements

+ Meet a two-part threshold

4+ Submit a Certification form by the deadline—]June 10, 2013

+ Be on the ballot and be opposed by another candidate on the ballot

4+ Repay any public funds and/or penalties owed to the CFB from a previous election (if applicable)

+ File a personal financial disclosure report with the New York City Conflicts of Interest Board
(COIB) by the deadline date to submit petitions, and submit a copy of the COIB’s certificate of
compliance to the CFB by July 31, 2013

If you fail to meet any of these requirements, you will not be eligible to receive public matching funds.

Be in Compliance

You must be in compliance with the Act and Rules throughout W C-Access
the election cycle.

To ensure your campaign is in full compliance, you must: Starting in July of the election year,

in addition to regular Statement

+ Actively screen for over-the-limit and prohibited contri- Reviews, C-Access will be used

butions before entering them in C-SMART and before to communicate findings that affect

depositing them into your committee’s bank account. your eligibility for public funds and

¢+ Promptly return any mistakenly accepted over-the- require an immediate response.

limit and prohibited contributions to the contributor
using a bank or certified check.

+ Actively monitor spending to ensure your campaign @ CONTACT US —
makes only campaign-related expenditures and stays

within the spending limits.
If you owe penalties or have a public

¢ Fully report all transactions. funds repayment obligation from a

4 Check C-Access frequently to review and respond to notices. previous election, contact the CFB
Legal Unit at (212) 306-7100 and
+ Submit documentation to the CFB upon request. speak with a staff attorney.

+ Not owe penalties or public funds from a previous election.

Compliance Visits

The CFB may conduct a compliance visit in addition to reviewing your campaign’s disclosure statements and
sending notices via C-Access. A compliance visit is an on-site review of your documents, recordkeeping, and
procedures. An auditor and your CSU liaison may visit your campaign headquarters or the location where
you keep campaign records and use C-SMART. It is an opportunity for you to have a one-on-one conversation
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with your auditor and your CSU liaison about any questions and concerns you may have about compliance.

Compliance visits usually take place after the Certification deadline and before your campaign receives its first
public funds payment. You will receive a notice to schedule a date and time for the visit and how to prepare for it.

In general, you need to demonstrate that your campaign has adequate financial controls in place. Your trea-
surer and/or campaign manager should be prepared to explain the nature of these controls during the visit.

Check C-Access frequently after your compliance visit because the CFB may have questions and findings.
Some findings or violations could prevent a public funds payment and/or require an immediate response by
the due date indicated in the letter.

Meet Threshold

In order to qualify for public funds, your campaign must demonstrate it has at least a minimal level of
financial support from your community. This is accomplished by meeting a two-part threshold:

+ Dollar Amount: Collect the required amount of money in valid matchable contributions
from individual New York City residents. Only the first $175 of an individual’s total monetary
contribution(s) counts toward threshold.

+ Number of Contributors: Collect the required number of matchable contributions of $10 or
more from individuals who reside in the area you seek to represent. (You can accept contribu-
tions from outside this area, but they will not count toward this part of the threshold.)

Matchable contributions are monetary contributions from
individual New York City residents. Once your campaign ¢ 1 REMINDER —
meets the two-part threshold, you can receive $6 in public F\(
funds for every matchable dollar raised up to $175 per contrib-
utor resulting in $1,050 in matching funds per contributor. Contributions you want to claim for
match must be reported in the same
reporting period in which they were
received. You must also submit
backup documentation for each of
these contributions (see page 62).

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

Because you can only receive up to $100 in cash from a con-
tributor only the first $100 will be eligible for match.

Non-matchable contributions include:

A COMPLIANCE ALERT —

+ Contributions from non-New York City residents

+ Contributions from individuals doing business with the city Contributions from individual
+ Contributions from one-time employees or vendors of New York City residents that are

your campaign claimed for match may be deemed
invalid if they are not properly

reported, documented, or are

+ Contributions from entities such as registered political not otherwise in compliance
committees, unions, and sole proprietorships with the Act or Board Rules.

4+ Contributions from minors (individuals under 18)

+ Contributions received after December 31, 2013

+ In-kind contributions
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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 draw-
ing for valuable prizes.

If a contributor is essentially getting back his/her money in the
form of a valuable good, service, 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

C!

City Council candidates:

indicate in-district contributors

in C-SMART to help track your
progress toward meeting threshold.

— @ CONTACT US

Call CSU before holding a fundraising
event that might raise concerns about
whether contributions received at the

event will be considered matchable.

F:(l REMINDER

You will receive a Threshold Report
and an Invalid Matching Claims
Report in your statement review

(see Chapter 5).

The amount you must raise and the number of contributions you must collect to meet threshold vary by
office. Strive to exceed the minimum because some matching claims may be invalidated!

THRESHOLD REQUIREMENTS

OFFICE DOLLAR AMOUNT NUMBER OF CONTRIBUTORS ($10 or more)
Mayor $250,000 1,000 New York City residents
Public Advocate & Comptroller $ 125,000 500 New York City residents

Borough President*

Bronx $ 27,702 100 Bronx residents
Brooklyn $ 50,094 100 Brooklyn residents
Manhattan $ 31,717 100 Manhattan residents
Queens $ 44614 100 Queens residents
Staten Island $ 10,000 100 Staten Island residents
City Council $ 5,000 75 Council district residents

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

Consider the chart below illustrating Sophia 2013’s progress toward meeting threshold. Sophia Rosario is
running for City Council, so she must collect at least 75 matchable contributions of $10 or more from individuals
living within her district. She must also raise at least $5,000 in matchable contributions, which can come from
any New York City resident (not just residents of her district). These contributions must be documented and
reported properly to the CFB to count toward threshold.

THRESHOLD
I I Part 1: Part 2:
C;rzfriebg:or Con_:_rlb:tlon Co:rt‘:fﬁ:ton Matchable? Matchable In-District
yp Dollar Amount Contributor?

NYC Resident—
In District Check $1,000 Y $175 Y
NYC Resident— Money
Out of District Order $175 Y $100 N
Registered PAC Check $2,750 N $0 N
Long Island
Resident Cash $20 N $0 N
NYC Resident— Credit
Doing Business Card $50 N $0 N
NYC Resident—
In District Check $2,750 Y $175 Y
NYC Resident—
In District Cash $50 Y $50 i
NYC Resident—
In District Cash $5 Y $5 N
NYC Resident—
Individual vendor Check $500 N $0 N
to the campaign
NYC Resident—
Out of District Check $200 Y $175 N

Totals $7,500 $680 3

So far, Sophia 2013 has raised a total of $7,500. However, only $680 counts toward the dollar amount threshold
requirement because only valid matching claims up to $175 per contributor count toward the threshold, not the
campaign’s total contributions received. Therefore, Sophia 2013 is $4,320 short of the $5,000 minimum.

In addition, only four of her contributors live in her district and one of them only contributed just $5, which
means she only has three in-district contributions that count toward the 75 district residents required to meet
threshold.

Sophia will need to receive more matchable contributions, especially from residents within her district, in order
to qualify for matching funds.
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Submit a Certification Form

In order to join the Program, you must file a Certification form by the deadline date of June 10, 2013 to
become a participant. By submitting this form, you agree to abide by the Program’s rules and requirements.

Participating candidates accept responsibility for financial con-
trol over their campaigns. Both the candidate and the treasurer
agree, among other things, to:

+ Read, understand, and follow the requirements of the
Act and Board Rules.

+ Authorize only one committee designated on the
Certification for the 2013 elections.

+ Accept legal notices to the home addresses listed on
the Certification and promptly notify the CFB of any
changes to the contact information by amending the
Certification.

If you registered with the CFB by submitting a Filer Registra-
tion, you must still submit a Certification to join the Program.
The Certification will be available in the election year on the
CFB’s website, and your CSU liaison will alert you when the
form is available.

When completing the Certification, remember:

+ The Certification must have the original, notarized
signatures of both the candidate and treasurer, who
must also initial each verification.

\::(1 REMINDER —

Both the candidate and treasurer
are subject to the requirements
of the Act and Board Rules. They
may be held jointly and severally
liable for any penalties assessed
against the campaign.

— A COMPLIANCE ALERT —

If you submit your Certification after
the legally mandated deadline or it
is considered incomplete or illegible,
you will not be a participant in the
Program and you will not be eligible
to receive public matching funds.

+ It must be complete and legible, otherwise it will not be accepted by the CFB. The Certifica-
tion is available as a fillable form on the CFB’s website, so you can fill it out and save it on your

computer.

+ You need to provide the names and contact information of any individuals working on your
campaign who may contact the CFB with questions. For your protection, CFB staff will only
respond to inquiries about your campaign from persons listed on your Certification.

+ You must submit the form to the CFB by mail or hand delivery.

We recommend you hand deliver your Certification to the CFB. Your

CSU liaison will review it to make sure it is complete and give you a
delivery receipt. If you mail the Certification, it must be postmarked
on or before June 10, 2013. Keep a copy of your completed Certifica-

tion for your records.
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Be on the Ballot and Opposed By Another Candidate on the Ballot

Candidates must be on the ballot and opposed by another candidate on the ballot to be eligible for public
matching funds. If the New York City BOE does not list you as being on the ballot for either the primary or
general election, your campaign will not receive public matching funds for that election.

+ If the City BOE disqualifies you from the ballot, your campaign will not receive public matching funds.

+ If you appeal the disqualification, you must notify the CFB in writing of any attempts to get back
on the ballot and if the disqualification is reversed.

+ If you end your candidacy after being removed from the ballot, see page 7 for information on

how to terminate your campaign.

If the City BOE disqualifies all of your opponents from the ballot:

+ Your campaign will not receive public funds.
+ You must notify the CFB in writing if any of your opponents’ disqualifications were reversed on

appeal and your campaign seeks 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:

+ You may submit a petition to the CFB for public funds covering expenses incurred during the
period in which you or your opponent(s) were on the ballot. The deadline for this written peti-
tion is 30 days after the date you or your opponent(s) were finally disqualified.

Write-in candidates (whose names do not appear on the ballot but for whom voters can vote by writing in
their name on the ballot) are not eligible to receive public funds, nor can a candidate on the ballot receive
public funds if his/her only opposition are write-in candidates.

Submit COIB Proof of Compliance

All candidates must submit a personal financial disclosure report to the New York City Conflicts of Interest

Board (COIB). The purpose of the financial disclosure law is to provide accountability on the part of public
servants, and to help ensure there are no conflicts between a public servant’s official and private interests.
The deadline to file the report with the COIB is the same as the deadline for filing designating petitions.

The COIB will issue a certificate of compliance to the candidate once the report has been submitted and re-

viewed. You must provide a copy of this certificate to the CFB by July 31, 2013 in order to receive public funds.

For questions about the financial disclosure report, contact the COIB at (212) 442-1400 or visit their website.

EXCEPTION! Non-participants and limited participants must file a financial disclosure report with the
COIB, although they are not required to give the CFB a copy of their certificate of compliance.
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How Much Public Funds Are Campaigns Eligible to Receive?

The maximum amount of public funds your campaign can receive is equal to 55% of the applicable spending
limit for the office you are seeking. The table below shows the maximum public funds for each office.

MAXIMUM PUBLIC FUNDS PAYMENTS (PER ELECTION—PRIMARY AND/OR GENERAL)

PUBLIC BOROUGH CITY
MAYOR ADVOCATE COMPTROLLER PRESIDENT COUNCIL
$3,534,300 $2,209,900 $2,209,900 $795,300 $92,400

Public Funds May Be Capped (updated on 7/23/13)

Even if you are eligible for the maximum amount of public funds based on your valid matching claims, you
will be capped at 25% of the maximum if you are not running in a primary or special election for an open seat
(an office for which no incumbent is seeking reelection). You can request to have this cap lifted by submitting
a signed Certified Statement of Need attesting to the need and the reason(s) for additional public funds. This
request must be made by the filing deadline for the disclosure statement preceding the anticipated payment
date. In addition to the Statement of Need, you must also submit documentation demonstrating the existence
of certain condition(s) and criteria detailed in the Certified Statement of Need for Additional Public Funds
found on the CFB’s website.

Public Funds Withholding
The CFB will withhold:

+ 5% of your eligible public funds payment until the last pre-election public funds payment date.

+ The over-the-limit portion of any Doing Business contribution not refunded within 20 days of
your Doing Business notification. The withholding is removed by refunding the over-the-limit
portion and documenting it to the CFB. It will still be considered a violation subject to penalty
because you did not refund it by the deadline date in your Doing Business notification.

Suspension of Public Funds Payments

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

+ Failing to file a complete and timely disclosure
statement.

F:(X REMINDER

4+ Accepting prohibited contributions.
Send the CFB a letter if you

+ Exceeding the contribution or expenditure limits. wish to decline public funds.

4 Submission of fraudulent backup documentation or
matching claims.
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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 (also known as Rule 5-01(n)) deductions):

+ Transfers or expenditures by your current committee to another committee controlled by the

candidate that is not involved in the current election.

+ Expenditures by your committee to pay expenses for or debt stemming 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 the expenditure was made for a tangible item (such as the purchase of
an advertisement in a fundraising journal) that directly promotes your candidacy.

+ Personal contributions over $99 made by the candidate to non-candidate committees in New York.

+ Contributions to political committees unless you demonstrate: (1) you have enough non-match-
able contributions exceeding the total amount of such contributions; and (2) the total amount of

such contributions does not exceed:

= $10,000 if running for mayor, public advocate, comptroller.

+  $5,000 if running for borough president.

+  $3,000 if running for city council.

Your total valid matching claims will be reduced by the dollar amount of total deductions. This means your
campaign loses $6 in public funds for every dollar deduction covered by Rule 5-01(n) due to the $6-to-$1
matching rate, and if your campaign would have maxed out, you may receive less than the maximum based

upon these deductions.

Example

Sophia 2013 contributes $4,000 to Eileen for Mayor. Since Sophia 2013 is a City
Council campaign and the $4,000 exceeds the $3,000 maximum for City Council
campaigns, Sophia 2013’s matching claims will be reduced by $1,000 (the amount of
the overage). Because of the $6-to-$1 matching rate, Sophia 2013 will lose a total of
$6,000 ($1,000 x 6) in public funds as a result of this single contribution to another

candidate.

To avoid Rule 5-01(n) deductions, open a segregrated bank
account separate from your committee’s bank account and
make these types of expenditures from that account. See the
Segregated Bank Account Guidance Document for infor-
mation on opening, funding, and using a segregated bank
account.

— @ CONTACT US —

Segregated bank accounts are
complicated. Contact your
CSU liaison for guidance.
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When Do Campaigns Receive Public Funds?

There are four public funds payment dates for the primary
election and four public fund payment dates for the general
election.

For the primary election, the first public funds payment
occurs after the City BOE’s hearings on ballot petitions. The
remaining three payments are made during the 30 day period
before the primary. Two are based on matching claims filed in
certain disclosure statements and are disbursed four business
days after the disclosure statement deadline. An additional
payment date is not directly linked to any disclosure statement
and is for campaigns that have addressed or corrected invalid
matching claims or have otherwise become eligible

for (additional) public funds.

The first general election payment is four days after disclosure
statement 12 is due. If you are only in the general election but
would like to qualify for the first general election public funds
payment, you must submit statement 12.

W C-Access

A public funds determination letter will
be posted to your C-Access account!

— A COMPLIANCE ALERT

In order to receive a public funds
payment within a four-day turnaround
period, your disclosure statement
and backup documentation must

be filed with the CFB and accepted
by close of business on the state-
ment’s due date (see Chapter 4) to
review the procedures for filing

a disclosure statement).

Receive your public ﬁmds via divect
deposit. Attach a voided committee
check to your Certlﬁmtian form

where indicated,
2013 PUBLIC FUNDS PAYMENT SCHEDULE

1=t week of August 1-9 due July 15, 2013 Primary Election
August 15 10 due August 9, 2013 Primary Election
TBD (Extra primary payment) Corrected invalid matching claims Primary Election
September 6 11 due August 30, 2013 Primary Election
September 26 12 due September 20, 2013 General Election
October 10 13 due October 4, 2013 General Election
TBD (Extra general payment) Corrected invalid matching claims General Election
October 31 14 due October 25, 2013 General Election
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What is a Qualified Expenditure?

Expenditures that can be paid for using public funds are called qualified expenditures. Only expenditures
your campaign incurs in the election year and that further your candidate’s nomination and election to office
may be considered qualified expenditures. Qualified expenditures may include, but are not limited to:

+ Campaign office rent
+ Television and radio advertisements S \i:(l REMINDER —
4+ Print advertisements

+ Developing and maintaining a campaign website Good recordkeeping is key to

documenting your qualified
o expenditures. See Chapter 3
¢ Fundraising for detailed expenditure
recordkeeping requirements.

+ Campaign literature

+ Mailings

+ Staff salaries

+ Consultants

Receiving public funds is an enormous responsibility: you must be diligent in your reporting and record-
keeping because you must account for how you spend every public dollar your campaign receives. If you do
not document enough qualified expenditures, your campaign will be required to return the undocumented
portion to the Public Fund. Document your expenditures at the time each transaction occurs with detailed
invoices, receipts, lease agreements, contracts, and wage records, and enter them in C-SMART.

The CFB will determine which expenditures are qualified
during your post-election audit based on the documentation — A COMPLIANCE ALERT —
you submit. With your campaign’s post-election audit, you

will have to: Qualified expenditures must be

paid for using a committee check,
debit card, credit card, or as a single
advance purchase of $250 or more.

+ Demonstrate public funds were spent in accordance
with the Act and Board Rules.

+ Document qualified expenditures equal to or greater
than the amount of public funds received.

See the examples of sufficiently and insufficiently detailed invoices. The sufficiently detailed invoice clearly
describes the goods purchased and gives the quantity, the rate, and the total amount. The insufficiently
detailed invoice does not contain enough detail nor is it addressed to the committee.
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SAMPLE OF A SUFFICIENTLY DETAILED INVOICE

ABC PRINTING, INC.

223 Astoria Blvd.
Queens, NY 11358

Date:  May 14, 2013

Bill to:  Sophia 2013
3006 Waldron Street
Queens, NY 11368

Quantity Description Rate Amount
1,000 Invitations for Spring Fundraiser $1.00/ea $1,000.00
1,000 Envelopes for Invitations $0.03/ea $ 30.00
1,000 Postage for Invitations $0.45/ca $ 450.00
Tax: 8.875% $ 131.35
Total: $1,611.35
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SAMPLE OF AN INSUFFICIENTLY DETAILED INVOICE

ABC PRINTING, INC.

223 Astoria Blvd.
Queens, NY 11358

Bill to: Alexis Davis
105-09 Austin Street
Forest Hills, NY 11375

Description Amount

Invitations, envelopes and postage for Spring Fundraiser $1,611.35

Expenditures that cannot be paid for using public funds are considered not qualified. These include, but are
not limited to:

%

Expenditures made before January 1, 2013 or after December 31, 2013 (i.e., expenditures not
made in the election year).

Expenditures for any purpose other than the furtherance of the candidate’s nomination or election.

Expenditures not properly reported at the time the expense is incurred or are not itemized in
your disclosure statement.

Expenditures that are not properly documented. e
_ o F\(l REMINDER —
Expenditures paid in cash.
Payments to the candidate, family members, or a busi-
ness entity in which the candidate or a family member Expenditures your campaign
has a 10% or greater ownership interest. Family mem- makes beginning January 1, 2013,
bers are: the candidate’s spouse, domestic partner, par- may be qualified even though you
ent, child, grandparent, grandchild, brother or sister, or will not receive any public funds
the spouse or domestic partner of such child, grand- until much closer to the election.

child, parent, grandparent, brother or sister.

Illegal or otherwise prohibited expenditures.

Payments for goods or services that are never received (e.g., retainer agreements), or are above
their fair market value.
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Expenditures 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 candi-
dates from the ballot.

Expenditures made primarily to advocate 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.

Expenditures to challenge or defend the validity of designating or nominating petitions, or
certificates of nomination, acceptance, authorization, declination, or substitution, and expenses
for canvassing election results.

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

Reimbursement(s) of an advance, except an advance of a single purchase over $250. Note:
Advances where the underlying purchase was made in cash or by the candidate and/or his/her
family members are never qualified.

Example

Sophia 2013 received $45,000 in public funds, so her campaign must document at least
$45,000 in qualified expenditures. She submits expenditure documentation to the CFB
as part of her post-election audit. After the CFB reviews the campaign’s documentation,
Sophia 2013 receives the Expenditure Sample Report below, which lists election-
year expenditures sorted by dollar amount—largest to smallest. The “Notes” column
describes the results of the CFB’s review. “Q” denotes qualified expenditures; the rest
have a different code assigned to them indicating the reason why the transactions are
not qualified. The code key at the end of the report explains the codes and how to make
the expenditure qualified. Remember, some expenditure types are never qualified.

The $8,500 expenditure to Campaign Strategy, LLC and the $3,750 expenditure to SMJ
Media Group are not qualified because the campaign did not submit the front and
back of the canceled committee check.

The $7,027.04 expenditure to New York Cable Network is not qualified because the
campaign did not submit an invoice.

The $6,500 expenditure to the Brooklyn Independent Gazette is not qualified because
the campaign did not submit the back of the canceled committee check and the invoice
is not detailed enough.

The $55.00 expenditure to Brooklyn Bridge Dry Cleaners is not qualified because it
is considered a non-campaign related expenditure, which can never be a qualified
expenditure.

Therefore, Sophia 2013 must repay $11,650 to the Public Fund unless she submits the
documentation required to make the correctable transactions qualified.
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What is a Runoff Election?

If no candidate for citywide office (mayor, public advocate, or comptroller) receives more than 40% of the
vote in the primary election, the two leading candidates compete in a runoff election to determine their
party’s nominee for the general election. There are additional contribution and spending limits for runoffs.
Campaigns can begin raising money for a runoff election once they demonstrate to the CFB a runoff election
is “reasonably anticipated”

Your CSU liaison will send candidates who may be affected more information about the runoff as you get
closer to the primary election.

What Are Helpful Tips for the Election Year?

+ Attend a Compliance training and C-SMART training, even if you went to a training earlier in
the election cycle.

+ Familiarize yourself with the disclosure statement due dates.

+ Stay in compliance with the CFB’s rules and requirements, and continue maintaining
contribution and expenditure documentation.

+ Submit early/hand deliver backup documentation to ensure four-day turnaround payments.
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Chapter 7

This chapter covers the CFB’s voter

E I eCtio n Yea r a n d education efforts and how your

campaign can take advantage of

th tunities t h th
Voter Outreach voters ree of charge.

How Does the CFB Help Candidates Get Their Message Out to Voters?

The CFB produces and mails the official New York City Voter Guide for each regularly scheduled primary
and general election and publishes an interactive online edition on its website. Currently, only candidates for
municipal offices are allowed to submit statements for the Voter Guide. In citywide election years, such as
2013, the CFB also produces a video voter guide and coordinates a debate program for candidates running for
citywide offices.

Voter Guide and Video Voter Guide

The Voter Guide is a printed publication that provides equal space, free of charge, to all candidates on the bal-
lot for CFB covered offices. Each candidate is encouraged to submit a profile, including biographical informa-
tion; email, website, and social media contact information; answers to questions of interest to the voters; and

a photo. The Voter Guide 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.

Voter Guides are printed in English and Spanish and mailed to every household with an eligible voter. Voters
receive their guide about a week before the election. Some voters receive Guides translated into Chinese,
Korean, and/or Bengali, consistent with the federal Voting Rights Act. The CFB delivers guides to schools,
libraries, civic groups, and other organizations for wider distribution to the public, and is happy to provide
copies of the guide to any person, group, or institution upon request.

The Video Voter Guide is a free opportunity for candidates to tape a statement introducing themselves to
voters, explaining their reasons for seeking office, and outlining the key points of their platforms. The Video
Voter Guide can be seen as part of the web Voter Guide and, to the extent possible, broadcast by the CFB’s
media partners on local TV.

Beginning in the election year, the Candidate Services Unit will send information about how your campaign
should submit a Voter Guide profile. Even if you are still deciding whether you will run for office, you should
prepare a profile and submit it by the deadline to ensure you are included in the guide if you do run. The CFB
will only publish profiles of candidates who are anticipated to be on the ballot for each election at press time.

about participating in the Video Voter Guide. Again, schedule
your appointment for the Video Voter Guide even if you are not
sure you will be on the ballot. As with the printed Voter Guide,
only the profiles of candidates who are on the ballot will air.

Closer to the election, you will be contacted with information
— @ CONTACT US

Contact your CSU liaison for more
information about the Voter Guide.
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The online Voter Guide is posted on the CFB’s website, www.nycctb.info. It contains candidates’ profiles and
videos in multiple languages (for videos, translated transcriptions are provided). Voters can customize the on-
line guide by entering their address so it displays only the profiles and videos of candidates they can vote for.

The printed, video, and online Voter Guides offer you an invaluable chance to reach potential voters before
Election Day, at no cost to your campaign. Make sure you participate!

The Debate Program

The Act requires candidates for citywide office—mayor, public advocate, and comptroller—who join the
Campaign Finance Program to participate in debates before each election. The debates enable voters to learn
more about the candidates’ positions on issues that matter to them.

There are two primary and two general election debates, and one runoff debate if required. Each debate is at
least one hour long. Debates are usually televised live and streamed on the Internet. Some debates are simul-
cast or rebroadcast in languages other than English.

The Debate Program is administered by the CFB in partnership with civic and media sponsors. These spon-
sors cannot be affiliated with any political party or with any officeholder or candidate, and must not have
endorsed any candidate in the pending primary, general, or runoff election. Sponsors are responsible for
choosing the date, time, and location of the debates; the rules for each debate are largely determined by its
sponsor(s) in consultation with the CFB.

Participating candidates who are eligible to take part in a debate are required to do so and may be deemed
ineligible for any public funds if they do not.

To be eligible to take part in the first debate, candidates must @ -
have raised and spent at least 20% of the public funds threshold CONTACT US

for the office sought, and meet additional nonpartisan, objec-

tive, and non-discriminatory criteria as determined by the For more information on the
debate sponsor(s) and the CFB. Debate Program, please contact

the External Affairs Unit at
Participation in the second debate is limited to candidates who (212) 306-7100 or press@nyccfb.info.

are deemed “leading contenders,” again based on additional
nonpartisan, objective, and non-discriminatory criteria as

determined by the sponsor(s) and the CFB.
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Chapter 8

This chapter explains how to prepare

° . .
Post-Election e

What is the Post-Election Audit?

The post-election audit is a comprehensive review of your campaign’s disclosure statements and documenta-
tion to verify your campaign’s compliance with the CFB’s rules and requirements.

The Post-Election Packet found in the (Campaign Tool Box) will help you understand the requirements and
timelines for the post-election period. Whether you were a participant in the Campaign Finance Program
or a non-participant, and whether or not you received public funds, your campaign will undergo an audit.
The packet contains a checklist with basic reminders and best practices for winding down your campaign
promptly and efficiently.

Much of the recordkeeping and documentation requirements discussed throughout this handbook will help
you prepare for the post-election audit, but here are some things to remember:

+ Keep all candidate, treasurer, and committee contact information (including email addresses)
updated with the CFB. If there are any changes, submit a Change of Contact Information or
Change of Bank Account form.

+ Make sure all of your campaign’s transactions are in C-SMART before submitting disclosure
statement 16—the last disclosure statement of the election cycle. This includes transactions
such as bank fees, outstanding liabilities, etc. (Remember to enter bills in C-SMART when you
receive them—don’t wait until after you pay them!)

+ Always write the transaction ID number on your documentation, and keep it organized in
folders using the labels you received in your Welcome Kit.

+ If you received public funds or expect to receive public funds, you must limit your post-election
expenditures to expenses associated with winding down your campaign and responding to the
post-election audit (see page 59).

How Long Does the Audit Process Take?

The Act sets the following deadlines for the CFB to complete a campaign’s Draft Audit Report and Final Audit
Report. The deadline is calculated from the due date of the final disclosure statement, January 15, 2014-.
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POST-ELECTION AUDIT TIMELINE

OFFICE DEADLINE FOR CAMPAIGN ATTENDED DEADLINE TO
SOUGHT DRAFT AUDIT POST-ELECTION COMPLETE AUDIT
REPORT AUDIT TRAINING? PROCESS*
Mayor
Public Advocate 10 months Yes 16 months
No 18 months
Comptroller
Borough President 8 months Yes 14 months
City Council No 16 months

*  The audit process is completed when the CFB issues your Final Audit Report or when the CFB notifies your campaign of
potential penalties and/or potential public funds repayment obligations.

For example, if you run for City Council in the 2013 election, your final disclosure statement is due on
January 15, 2014, and you can expect your Draft Audit Report to be sent by September 15, 2014. If you attend
a post-election audit training, the audit process will be completed by the following March 15%™.

However, the deadlines will be extended if your campaign:

+ submits a late response to a request for information;
+ submits an inadequate response to a request for information;
+ requests an extension to its response deadline; or

+ consents in writing to an extended deadline.

If the deadline is extended for one of these reasons, you will receive a notice posted to your C-Access account,
which will indicate the new deadline and/or any action your campaign needs to take for the process to resume.

Example

After the election, Sophia 2013 receives the CFB’s request for documents required
to conduct the Draft Audit. Her response is due in 30 days, on January 2, 2014. The
treasurer will be out of town for the holidays, so the campaign asks for a 30-day extension
and the CFB grants it. The campaign submits the required documentation by the new
deadline of February 2, 2014, and the deadline for completion of each subsequent stage
of the audit process is tolled 30 days to account for the 30-day extension the campaign
was granted.

Please note that if your audit raises issues of serious violations—such as campaign-related fraud, other poten-
tial criminal activity, activity that may result in a breach of certification, or potential significant violations of
the spending limit—the deadlines described above do not apply.
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Chapter 9

This chapter covers Transition and

Tra n S iti o n a n d Inauguration Entities (TIEs) for elected

candidates, including requirements
Inauguration rtelon, decsr, an
ey 0
Entities

The Basics

+ Before raising or spending funds related to the transition and/or inauguration into office, you
must open a Transition and Inauguration Entity (TIE) bank account and register the TIE with
the CFB.

+ You may not transfer funds from another political committee (including a candidate committee)
to your TIE, nor accept contributions from any political committee authorized by the candidate.

+ Your TIE may only make expenditures that are in furtherance of the candidate-elect’s transition
and/or inauguration into office. You may not spend funds for any other purpose, including the
repayment of post-election candidate committee debt.

+ Candidates re-elected to the same office are presumed to have no transition expenses;
incumbents are only permitted to incur expenses for their inaugurations.

+ Self-financed TIEs may not accept any outside contributions; the contribution limit applies to
the candidate-elect unless he/she chooses to entirely self-finance.

+ You may not incur any TIE expenditures after January 31, 2014.

+ TIE funds remaining once all liabilities are paid must be returned to one or more of the TIE’s
contributors; excess funds may not be transferred to any other committee or entity.

Transition and Inauguration Activities

Elected candidates who wish to raise or spend funds for their transition and/or inauguration into office must
create and register a Transition and Inauguration Entity (TIE) with the Campaign Finance Board (CFB).

Registration

Before you may begin raising or spending funds for transition or inauguration into office, you must open a TIE
bank account and register your TIE with the CFB. This requirement applies to all candidates elected to the
offices of mayor, public advocate, comptroller, borough president, and City Council, regardless of participation
in the Campaign Finance Program. You may not use existing candidate committees to raise money for the
candidate’s transition or inauguration. Further, you may not transfer funds from any political committee or
other entity to the TIE.
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The TIE Registration form must be signed by the candidate and TIE treasurer/designated officer, notarized,
and submitted to the CFB by mail or hand-delivery (original signatures required). TIEs are required to file
disclosure statements with the CFB, but need not register with or report to the New York State Board of
Elections. Financial disclosure will be performed electronically using C-SMART; access will be issued upon
acceptance of your TIE registration.

Contribution Limits

Your TIE may accept contributions only to support transition and inauguration activities. You may not accept
contributions from any one contributor in excess of the following amounts:

TRANSITION AND INAUGURATION ENTITY CONTRIBUTION LIMITS

OFFICE CONTRIBUTION LIMIT
Mayor
Public Advocate $4,500
Comptroller
Borough President $3,500
City Council $2,500
Note: Monetary and in-kind contributions count toward an individual’s contribution limit.

The contribution limit applies to the candidate-elect, unless he/she chooses to finance the TIE entirely out of
personal funds. In choosing to self-finance, you may not accept contributions from any individual or entity
other than the candidate-elect.

Loans are deemed to be monetary contributions, subject to the applicable limits and restrictions, if not repaid
by the date of the elected candidate’s inauguration. Advances are considered in-kind contributions, subject to
the contribution limit, until repayment.

Restricted Contributions
TIEs may not accept contributions:
+ From any political committee authorized by the elected candidate (including transfers)

+ From unregistered political committees'

+ From corporations, LLCs, LLPs, or partnerships

1 You may only accept contributions from political committees that have registered with the CFB for the 2013 election
cycle. To verify that a political committee is registered, check the CFB’s Registered Political Committees list.
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+ From any person whose name appears in the Doing Business Database, unless such person is the
candidate-elect or his/her close relative?

+ Made in cash in excess of $100

+ Once all outstanding debts relating to your TIE are paid

If you have accepted a contribution from a prohibited source, immediately refund the contribution in full with
a certified or bank check. Should you accept and keep a contribution from a prohibited source you may be
assessed a monetary penalty. Please contact your Candidate Services Liaison if you have questions regarding
prohibited contributions.

Spending

Your TIE may only spend funds for the candidate-elect’s transition or inauguration into office. You may not
spend funds for any other purpose. Examples of transition expenditures include temporary office furniture,
temporary office rent, seminars, consulting, payroll, and phone bills, provided they are made to assist the
transition into office. Examples of inauguration expenses include catering, entertainment, payroll, invitations,
rental fees, decorations, advertising, transportation, and photography, so long as they are made for an
inauguration event.

Note: Individual payments made in cash may not exceed $100.

Candidates who are re-elected to the same office (incumbents) are presumed to have no transition
expenses and are only permitted to incur expenses for their inauguration.

Your TIE may not incur any liabilities after January 31, 2014. Any expenses incurred after this date are
presumed to apply to the candidate’s next election and shall be subject to the requirements governing that
election cycle.

Once your TIE has paid all of its liabilities, it must be closed and all remaining funds must be returned to one
or more of the TIE’s contributors — or, if that is impracticable, paid to the New York City Election Campaign
Finance Fund.

Recordkeeping

Each TIE will undergo an audit review by the CFB. You must keep clear and accurate records so that the CFB
can confirm the accuracy of disclosure reports and compliance with all TIE requirements. Please maintain the
following records:

+ Copies of all checks or other documentation for each contribution

+ Records of efforts made to collect each contributor’s and intermediary’s name, residential
address, occupation, employer, and business address

+ Receipts showing the value of in-kind contributions

+ Documentation of loans received, repaid, and forgiven

2 A close relative is considered to be a candidate-elect’s parent, spouse, domestic partner, sibling, child, grandchild,
aunt, uncle, cousin, niece, or nephew.
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+ Bills for goods or services rendered

+ Monthly billing statements or receipts for credit/debit card purchases
+ Bank statements

+ Copies of deposit slips

+ Returned and cancelled checks

Note: Your TIE must retain all records for six years after the date of its registration.

Disclosure

How to Disclose

Your TIE must disclose all financial activity using C-SMART, the CFB’s web-based reporting application.
C-SMART reporting for TIE functions in the same manner as candidate committee reporting during the
election cycle.

Filing Deadlines

Your TIE must submit periodic disclosure statements to the CFB using C-SMART. The table below displays
the filing deadlines for this cycle, as well as the dates of each disclosure period.

Note: The New York State Board of Elections (BOE) does not require TIE disclosure statements.

2013 TRANSITION AND INAUGURATION ENTITY FILING DEADLINES

REPORT NUMBER DUE DATE DISCLOSURE PERIOD
1 January 8, 2014 TIE Registration Date —December 31, 2013
2 March 7, 2014 January 1, 2014 — February 28, 2014

Be sure to settle outstanding liabilities and return all remaining TIE funds to one or more contributors as soon
as possible. Your TIE should plan to demonstrate a zero balance with the March 2014 filing, which would
thereby end your filing obligations with the CFB. If your TIE cannot demonstrate a zero balance with the
second filing, Board Rule 11-03(c) requires disclosure reports every two months until the TIE bank balance
reaches zero. The final report is due on the fifth business day after you close the TIE.

Disclosing Contributions

Your TIE must disclose all contributions received. Contributions made by check, cash, money order, or credit
card are considered monetary contributions. Contributions of goods and services are in-kind contributions
and must also be disclosed. Both monetary and in-kind contributions count toward an individual’s
contribution limit.
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Your TIE must itemize all contributions (both monetary and in-kind) that exceed $99 by disclosing the
following information:

+

*

%

%

+

Contributor’s name and home address

Contributor’s occupation, employer, and business address
Date the contribution was received

Contribution type (i.e., check, cash, money order, credit card)

Contribution amount

Your TIE must also disclose the contributor’s occupation, employer,

and business address for contributions exceeding $99.

All solicitations and ﬁtndmisinj

Contribution Refunds and Returned Checks literature should contain a
request ﬁr the

Your TIE must disclose all contribution refunds using C-SMART. aforementioned

If a contributor check is returned by the bank, first attempt to information.

redeposit the check. Report the transaction in C-SMART (as a
contribution and refund) if the check is returned again.

Disclosing Intermediaries

An intermediary is a person or entity that solicits or delivers contributions to your TIE. You must disclose
intermediaries using C-SMART and identify the intermediary for each applicable contribution. Disclosure
must include the intermediary’s name, residential address, occupation, employer, and business address.

Disclosing Expenditures

Your TIE must disclose all expenditures made using TIE funds. Expenditures of $50 or more must be itemized
and include the following information:

Invoice date

Vendor/payee name and address

Purpose of the expenditure

Payment amount

Payment method

Check date and number, if payment was made by check

The TIE bank account from which the payment was disbursed
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Credit and Debit Card Payments

When reporting expenditures made with a credit or debit card, you must disclose expenditures individually;
disclosing only aggregate bill payments to the credit or debit card company is insufficient.

Subcontractors

If a vendor pays an individual subcontractor more than $5,000 for an expenditure, you must report the name
and address of the subcontractor, a description of the goods or services provided by the subcontractor, and
the total cost of the subcontracted services. The best way to obtain this information is for the TIE vendor to
complete a Subcontractor Disclosure Form.

Disclosing Loans

Loans made to your TIE must be documented and disclosed. You must report the lender’s name, address, and
the amount and terms of the loan. A loan must be repaid by the date of the elected candidate’s inauguration or
else it will be treated as a monetary contribution subject to contribution limits and restrictions.

Disclosing Advances

Your TIE must also disclose advances. An advance occurs when an individual pays for a TIE expense using
his or her personal funds with the expectation of reimbursement. An advance is considered an in-kind
contribution, subject to the contribution limit, until it is reimbursed. Reimbursements should be made by
committee check and must be disclosed using C-SMART.

In the Campaign Finance Rules and Act
+ Campaign Finance Board Rules, 11-01 — 11-05
+ Campaign Finance Act, §3-801
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Glossary

Advance Purchase — a campaign-related expense paid for by an individual using his/her personal funds with
the expectation of repayment.

Advance Repayment — reimbursement your campaign makes to the advancer of a campaign-related expense.

Advisory Opinion — a document issued by the Board to clarify the Act and Rules, usually issued at the
request of a campaign or other interested party.

Affiliated Contributor/Contribution — combination of a contribution from a contributor and an entity that
he/she owns or has significant decision-making control over.

Amendment — a modified disclosure statement submitted by a campaign to correct errors and/or omissions
in the original disclosure statement.

Backup Documentation — documentation which demonstrates the validity of monetary contributions
claimed for matching funds. Backup documentation includes copies of checks, contribution cards, money
orders, and credit card processing information, and is submitted with each disclosure statement.

Bill — a liability (debt) incurred by the campaign for goods or services.

C-Access — the personalized CFB website and online portal that gives you secure access to your campaign’s
financial and committee information, where you will receive notices regarding compliance and public funds
eligibility.

C-SMART - the financial reporting application you use to record your campaign’s financial activity and
submit disclosure statements to the CFB and State BOE.

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 candidates for mayor, public advocate, comptroller, borough president, and City Council member, as well as
the requirements governing candidates who join the Campaign Finance Program.

Campaign Finance Program (the 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.

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.

Campaign-Sponsored Event — a fundraising event paid for in whole or in part by your campaign.
Certification — the document used by a candidate to voluntarily join the Program.

Citywide Office — an office in which candidates are selected by voters in all five boroughs.
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Compliance Visit — an on-site visit by the CFB to review a campaign’s compliance with the CFB’s
requirements.

Consultant — a vendor who provides professional or expert advice to your campaign in a particular area.

Contribution — any gift, subscription, advance, or deposit of money or anything of value made in support of
your candidate.

Contribution Card — a document completed and signed by an individual contributor making a monetary
contribution to your campaign to verify information about the contribution.

Contribution Limit — the total amount you may accept from a single contributor per election cycle.

Covered Office — an elected office that is subject to the Act and under the jurisdiction of the CFB. The five
covered offices are mayor, public advocate, comptroller, borough president, and member of the City Council.

Debate Program — the public education program for citywide candidates run by the CFB with civic and
media partners.

Disclosure Statement —a report prepared and submitted by your campaign using C-SMART to disclose all
financial activity that takes place within a reporting period.

Doing Business Database (DBDB) — a computerized database maintained by the City containing the names
of individuals and entities that do business with the City of New York.

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 for tax filing and
reporting purposes. You must obtain an EIN for your committee to open a bank account.

Exempt Expenditure — a narrow set of campaign spending that does not count toward your campaign’s
expenditure limit.

Expenditures — payments and liabilities you make to further your campaign.

Expenditure Limit (spending limit) —the maximum amount your campaign can spend during a particular
part of the election cycle.

Fair Market Value — the value of a good or service as available to the general public.

Filer Registration (FR) — the form you use to register with the CFB to allow you to submit disclosure
statements.

Forgiven Loan — a loan that the lender agrees to let the campaign keep without repayment either in whole or
in part.

Fundraising Agent — a paid or volunteer full-time campaign staff member or commercial fundraising firm
retained to solicit and accept contributions on behalf of your campaign.

In-kind Contribution — a good or service donated to your campaign free of charge or at a discount that is not
available to the general public.
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Independent Expenditure — spending by an individual or entity on behalf of your campaign without your
campaign’s cooperation, approval, or involvement.

Intermediary — a person or entity who solicits and/or delivers contributions to your campaign where such
solicitation is known to the candidate or the campaign.

Invalid Matching Claim(s) (IMC) — a claim for public matching funds that the CFB has found to be not
matchable for a particular reason.

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.

Joint Expenditure — a purchase of goods or service by two or more campaigns.

Limited Participant — a candidate who files a certification to join the Program but will entirely self-finance
his/her campaign. Limited participants are not eligible to receive public funds, but are still subject to the
Program’s spending limits. Limited participants cannot accept contributions from any source other than the
candidate.

Matchable Contribution — a contribution from an individual New York City resident that is eligible to be
matched with public funds.

Matching Claim — a monetary contribution you seek to have matched with public funds.

Matching Rate — formula at which contributions from individual New York City residents will be matched
with public funds. For the 2013 elections, the rate is $6-to-$1 up to $175.

Monetary Contribution — a campaign contribution made by check, cash, money order or credit card.
Non-Campaign Related Expenditure — an expenditure that cannot be made using campaign funds.
Non-Participant — a candidate who does not participate in the Program.

Non-Qualified Expenditure — an expenditure that, while campaign-related, cannot be paid for using public
funds.

Outstanding Liability — a bill that has not been paid by the time the reporting period ends and the disclosure
statement is submitted.

Participant — a candidate who files a Certification to voluntarily join the Program.

Petty Cash — cash fund of no more than $500 which may be used to make small cash purchases not exceeding
$100 per transaction.

Public Funds Maximum — the most money that a campaign can receive in public funds per election.

Public Matching Funds (Public Funds) — taxpayer money used to match eligible contributions that is
calculated by multiplying a campaigns valid matching claims by the matching rate.

Qualified Expenditure — an expenditure made in the election year that can be paid for with public funds.

Reporting Period — the date range covered by a particular disclosure statement.
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Runoff Election — an election held to determine a party’s nominee if no candidate running for citywide office
receives more than 40% of the vote in the primary election.

Sole Proprietorship — a business that is wholly owned by a single person and where there is no legal
distinction between the owner and the business.

Subcontractor — an individual or entity hired by a vendor to perform work contracted between the vendor
and your campaign.

Threshold — the two-part criteria demonstrating a minimal level of support that a participant must meet to
be eligible to receive public funds.

Transaction ID — the unique identification number generated and automatically assigned by C-SMART to
each entry.

Transfer — movement of money from another committee you authorized to your current committee or
contributions to or from a local or national political party.

Voter Guide — a publication distributed in print, video, and online by the CFB before the primary and general
elections to provide voters with information about municipal candidates, local ballot proposals, and assistance
with voting.
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Appendix

CONTRIBUTION CARDS

English

English for credit cards

English/Spanish

English/Spanish for credit cards

English/Chinese

English/Chinese for credit cards

English/Korean

English/Korean for credit cards

FORMS

Filer Reqistration

Political Committee Registration Form

TEMPLATES

Intermediary Statement

Subcontractor Disclosure Form

Advance Repayment Voucher

In-Kind Contribution Form

Transfer Authorization Card

Segregated Account/Non-Matchable Contribution Card

Weekly Wage Record

Daily Wage Record

Loan Agreement Form

Change of Bank Account Form

Change of Contact Information Form

Verification of Terminated Candidacy

Small Campaign Form

Campaign Event Contributions Log

Statement of Automobile Travel
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http://www.nyccfb.info/PDF/forms/daily_wage_record.pdf
http://www.nyccfb.info/PDF/forms/loan_agreement.pdf
http://www.nyccfb.info/PDF/forms/change_of_bank_account.pdf
http://www.nyccfb.info/PDF/forms/change_of_contact_information.pdf
http://www.nyccfb.info/PDF/forms/2013/2013_verification_of_terminated_candidacy.pdf
http://www.nyccfb.info/PDF/forms/2013/2013_small_campaign_form.pdf
http://www.nyccfb.info/PDF/forms/Sample_Campaign_Event_Contributions_Log.pdf
http://www.nyccfb.info/PDF/forms/StatementOfAutoTravel.pdf

GUIDANCE DOCUMENTS

Other Transfers

Transfers Guidance Document

Credit Card Guidance Document

Candidate Personal Contributions Guidance Document

Post-Election Packet

A Step-by-Step Guide to Filing Day

How to Submit Your Backup Documentation

Travel Expenses Guidance Document

Invalid Matching Claims (IMC) Codes Guide
C-SMART Purpose Codes Guide

Segregated Bank Account Guidance Document
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