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Dear Candidates and Treasurers

Welcome to the New York State Board of Elections (NYSBOE) Campaign Finance Handbook. Here you will
find information to help you comply with the campaign financial disclosure laws and requirements.

This Handbook is only a guide. For a full understanding of your legal obligations and responsibilities, in ad-

dition to referring to this Handbook, also refer to the NYS Election Law and related Rules and Regulations,

and the Opinions of NYSBOE. Applicable law is as of March 2010. All statutory citations in this Handbook

are to NYS Election Law (McKinney 2009) (referred to
tion of Codes, Rules and Regulations (NYCRR), Title 9, Subtitle V (McKinney 2009) (referred to hereinafter

as ANYCRRO). The Election Law, Title 9 Subtitle V of
under AEl ection Lawo :vwawmw.electioas.stdt¥.i8/BO E Otheereéqgsirerheats set forth in

this Handbook are established pursuant to the powers and duties granted NYSBOE under NYS Election

Law Section 3-102.

This Handbook contains new and/or updated information about:

i Elimination of duplicate filings for certain local filers;

i Campaign financial disclosure forms;

i Graphics to make filing easier to understand;

i References/citations to NYS Election Law and related Rules and Regulations.

Article 14 of NYS Election Law contains the provisions regarding campaign financial disclosure. It was en-
acted for several public policy purposes, including ensuring transparency of election funding, which allows
for an informed electorate. This transparency enables the public to be informed on who is raising or spend-
ing money in connection with the nomination for election, or election, of any candidate; or in connection with
a ballot proposition or political party or principle, and how these monies are spent. It also allows the public
to see who is contributing to candidates and political committees, which assists NYSBOE and the public in
determining whether or not applicable contribution limits have been complied with. Additionally, disclosure
assists NYSBOE in determining general Election Law compliance.

Qur Campaign Finance Unitbés primary objective is to
sure laws. We assist treasurers and candidates in understanding how the law affects them, and with the

filing process. We urge you to visit our website at www.elections.state.ny.us or, if necessary, contact our
Campaign Finance Call Center at 1-800-458-3453 or 518-474-8200 for assistance.

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

Please note that any gender reference in this Handbook is intended to include both genders.

If you have any problems or questions that are not resolved by reading this Handbook, please contact our
Campaign Finance Call Center at 1-800-458-3453 or 518-474-8200, or visit our website at
www.elections.state.ny.us



http://www.elections.state.ny.us
http://www.elections.state.ny.us

Part One n
Filing Requirements

l. Who Must File & What Must Be Filed?
Il. When Are Reports Filed?

II. Where & How Are Reports Filed?

V. Contribution & Receipt Limitations
V. Exceptions to Filing Requirements
VI. Duties of Treasurers/Candidates
VII. Resigning as Treasurer

VIII. Terminating Filing Obligations

IX. Non-Compliance & Penalties




How to Register and Obtain Filer ID# and PIN

These graphics are intended to provide an easy-to-understand overview of a portion of campaign financial
disclosure reporting requirements outlined in the following section of this Handbook.

State candidate/ Register with Submit Cf02, CF NYSBOE will send
ittee* NYSBOE 03, CF4, CFL6, you a Filer ID#
committee as applicable and PIN

Local candidate/

committee* raising X ngisrtie{ Wlith | Submit CR2, CF NYSBOE will send
or spending or expectin ppropriate loca 03, CF04, CFL6, you a Filer ID#
pending pecing board(s) and with as applicable and PIN
to raise or spend more NYSBOE pp
than $1000
Local candidate/ Submit CR2, CF
committeeraising or Register with 03, CF04, CFL6, Contact local board
spending or expecting appropriate local to appropriate for additional
to raise or spend board(s) local board(s) as information
$1000 or less applicable

*See AWhere & How Ar e Re pldandbeok fériddtadsd ? 0 secti

on




|. WHO MUSTFILE & WHAT MUST BE FILED?

=a =4 A

9 Village Elections

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

Inside Part One, Section I

Candidates: Campaign Finance Registration and Filing Requirements
Committees: Campaign Finance Registration and Filing Requirements

Additional Required Documentation

See iwhen Are Reports Filed?06 and 0 Whe Handb&ok fdrahe spa-r ef Re p o
cific times and | ocations reports are required to ble fil
Ter ms 0 s e c Handbook fordetaflstom the terms appearing herein.
2. Candidate uses authorized committee
. to disclose all: A candidate can choose to
A. Candidates have an authorized committee fulfill all of the
candidatebds campaign finan
ments of NYS Election Law, disclosing all the
; ; ; : receipts of, contributions to, expenditures by,
Camp.a}lgn Fmar_lce Registration and liabilities of the campaign, including the
and Filing Requirements candidateds own money. In
the candidate can raise or spend money them-
It is the obligation of the candidate to disclose ALL selves, but such activity of the candidate (who
of the receipts and expenditures of his/her cam- becomes an agent of the committee) must be
paign. (EL 14-104(1).) He/she can do so in one of reported through his or her authorized commit-
three ways: tee. (EL 14-104(1).)
. . Additionally, the candidate must submit a Can-
1. Candidate discloses all (does not have didateds Authorization for
authorized committee disclosing all): Campaign Financial Disclosures form (CF-16),
A candidate can choose to file his or her own which is the form that informs the board(s) of
reports, setting forth the particulars specified in elections that the candidate has opted to have
NYS Election Law Section 14-102, which must all the receipts of, contributions to, expendi-
disclose all the receipts of, contributions to, ex- _tures by, and liabilities of th_e campa|gn: includ-
penditures by, and liabilities of the campaign, lng t he ¢ an didat eos own mo
; ; : . _ the authorized committee. In h an instance,
including the candidateos OWHaEOR i hor hatetoubrithis or
104(1).) her own campaign financial disclosure reports.
To do so with NYSBOE, a candidate will file the However, the mere fact that a candidate has an
Candidate Campaign Finance Registration authorized committee fulfill all of the candi-
Form to Request NYSBOE Filer ID# and PIN datebdbs campaign finance fi

(CF-04). (For filing with local board(s) of elec-

tions, contact the appropriate board to deter-

mine any registration requirements.) Again, this

is if the candidate does not have a registered
authorized committee that will be disclosing all

of the financial activity
paign, including the financial activity of the can-

didate; or -

NYS Election Law, does not relieve the candi-
date of their obligations and related liabilities
under the NYS Election Law concerning the
financial activity of their campaign.

The CF-16 must be submitted by the candidate
nodater thah 32 daysapniat to theafirskebestionc a m-
for which the candidate would otherwise be
obligated to file reports; or -

ce

ne



Candlidate Committee Registration

The committee listed on the CF-16 form must
be registered with the appropriate board(s) of
elections. If the named treasurer on the CF-16
form does not register, thereby indicating that
the treasurer has accepted the responsibility
for filing the campaign financial disclosure re-
ports on behalf of the candidate, or does not
file the applicable disclosure reports, then the
responsibility to submit disclosure reports re-
mains with the candidate.

3. Both candidate and authorized

committee disclose : A candidate can
choose to have an authorized committee and
can ALSO raise and spend money separate
from the committee, which they choose not to
have disclosed by the authorized committee. In
such a case, BOTH the candidate and the au-
thorized committee would register and file their
own separate campaign financial disclosure
reports, setting forth the particulars specified in
NYS Election Law Section 14-102. In this case,
a candidate should NOT fi
thorization for a Committee to Make Campaign
Financial Disclosures form (CF-16). A CF-16 is
only filed by a candidate when ALL activity is
filed by the authorized committee. (EL 14-104

(1))

Campaign Financial Disclosure
Reports Required of Candidates

Candidates who are required to file campaign fi-
nancial disclosure reports must submit one of the
following. (EL 14-102(3).):

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

Part One & Filing Requirements 6

In-Lieu -Of Statement (CF  -01)

A campaign financial disclosure report where, at
the close of the reporting period, neither the to-
tal receipts nor the total expenditures of the
campaign have exceeded $1,000 in the
aggregate. (EL 14-124(4).)

Candidates Crossing the $1,000
Threshold

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

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

l e a Candidateds Au-

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

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

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

Candidates are obligated to disclose campaign-
related receipts and expenditures, regardless of
whether they are successful in having their name
appear on the ballot. (NYCRR 6200.2(f).) This
would also include candidates who choose to end
their campaign.

When a candidate raises or spends money, includ-
ing the candidateds own
have his or her name appear on the ballot, but, for
whatever legal reason (including because they
have chosen to end their campaign), their name
does not appear on the ballot, that candidate must
then disclose all such receipts and expenditures
not already reported on election reports on the next
campaign financial disclosure Periodic Report (see
iWhen Are Reports
book).

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

Elimination of Duplicate Filing for
Certain Local Filers

Local filers required to also file with NYSBOE,
and who do so, no longer have to make a du-
plicate filing with the local board(s).

(NYCRR 6200.1.) See pages 19-20 in this
Handbook

Self -funded Candidates
Must Disclose

The obligation to file campaign financial disclosure
reports also applies to candidates who only use
their own money to finance their campaign.

Candidates, who in addition to using their own
money, also raise and spend monies contributed
from others, must disclose all of this activity, either
themselves, through an authorized committee, or a
combination of both.

FHahde d ? o

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

Local candidates who make their own filings and
who raise or spend, or expect to raise or spend
over $1,000 in a calendar year, must register and
file campaign financial disclosure reports with NYS-
BOE in addition to registering with their local
board(s) of elections.

mo n

y in an attempt. t o
The §1,000 raised or spent (including candidate
contributions/expenditures regarding his or her own
campaign) relates to financial activity (receipts or
expenditures) in the calendar year, not an ending
cash balance.

These candidates must contact NYSBOE to obtain
theérgll(grth#gq]d PI_J)\ITSta&e ﬁn|d gounty board
Filer ID#s may be different.

Claim of Exemption from Filing

Candidates may file a Candidate or Committee
Claim of Exemption from Filing Campaign Financial
Disclosure Reports form (CF-05) if one of the fol-
lowing pertains. (EL 14-124.):

 cCandidates have not/will not receive or spend
more than $50 for their campaign, including
their own personal funds;

i Candidates for public office in a town, city or
village having a population under 10,000,
where the candidate does not raise or spend in
excess of $1,000 in the aggregate on the cam-
paign. This includes the personal funds of the
candidate.

Note: If after submission of this form the basis for a
claim of exemption becomes invalid due to a
change in circumstance (e.g., exceeding monetary
threshold or scope of candidate/committee activity
requires filing), the candidate/committee must then
file all applicable election reports.

Part One & Filing Requirements




B. Committees

Campaign Finance Registration
and Filing Requirements

It is the obligation of a committee to register with

the appropriate board(s) of elections and disclose

its receipts and expenditures. (EL 14-102(1).)

Registration Procedure

A committee registers by filing:

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

This form is used to register all committees. It
provides the board(s) with information concern-

ing the committeebs

bank/depository, candidates/ballot propositions

supported or opposed, and other authorized
banking signatories. This form must be filed
within five days of choosing a treasurer and

depository and prior to receiving or expending

any funds. (EL 14-118(1).)

Your campaignés bank

opened at a banking organization authorized to
do business in New York State. (EL 14-118(1).)
The branch where the account is opened and

held must be physically located in New York
State.
Constituted Committee Exception

The CF-02 form is not required to be filed by a
constituted committee

Termso for definition)]

quests that all constituted committees required
to file with NYSBOE submit a completed CF-
02 form for administrative purposes. Consti-
tuted committees required to file disclosure
reports with the county or city board(s) of elec-
tions should consult with the appropriate
county or city board(s) of elections for their
requirements regarding registration.

Part One & Filing Requirements

The committee may also have to file the:

2. Committee Authorization Status Form

(CF-03)

This form is used to indicate whether or not the
committee has been authorized by the specific

candidate(s) listed therein to aid or take part in

their nomination or election. (EL 14-112.) PACs
should not file a CF-03.

A CF-03 form must be filed by all political com-
mittees that support or oppose the nomination

or election of any candidate through direct ex-

penditure.

, type, treasurer,

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

accoulhe n@e@jact that the canglidate(s) know that

your committee is conducting activity relative to
their campaign does not constitute authoriza-
tion.

PAC Exception

A CF-03 form is not required to be filed by a
committee that only makes contributions (e.g.,
PACSs). (EL 14-112)) If a committee aids or

(s e ( takes part in the election or nomination of can-
H(  didates only by making contributions and does

not otherwise aid or take part in their campaign
through direct expenditures, then the commit-
tee does not file this form.

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

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




Campaign Financial Disclosure
Reports Required of Committees

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

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

2. In-Lieu -Of Statement (CF  -01)
A report where, at the close of the reporting
period, neither the total receipts nor the total
expenditures have exceeded $1,000 in the ag-
gregate for the campaign. (EL 14-124(4).)

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

The only committees that can file In-Lieu-Of
Statements are authorized committees solely
supporting one candidate, or a committee
solely supporting or opposing a ballot proposal/
proposition. (EL 14-124(4).)

Committees Prohibited from Filing
In-Lieu -of Statements

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

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

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

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

Additional Instructions for Commit-
tees of Unsuccessful Candidates

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

When a candidatebs committee
money, including the candi da
attempt to have the candi dat
the ballot, but, for whatever legal reason (including

because they have chosen to end their campaign),

the candi datebés name does no
lot, that committee must then disclose all receipts

and expenditures not already reported on election

reports on the next campaign financial disclosure
Periodic Report (see NAWhen

section of this Handbook). (NYCRR 6200.2(f).)

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

Additional Registration/Filing
Requirements for Local Committees

Local committees that raise or spend, or expect to
raise or spend over $1,000 in a calendar year,
must register and file campaign financial disclosure
reports with NYSBOE in addition to registering with
their local board(s) of elections. (EL 14-102(4).)

Part One & Filing Requirements
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The $1,000 raised or spent relates to financial ac-
tivity (receipts or expenditures) in the calendar
year, not an ending cash balance. These commit-
tees must contact NYSBOE to obtain their Filer ID#
and PIN. State and county board Filer ID#s may be
different.

Committees supporting or opposing local ballot
propositions must register and file with the appro-
priate local board(s) of elections. Any such commit-
tee supporting or opposing a local ballot proposition
that raises or spends over $1,000 in a calendar year
relative to a local ballot proposition in a general
election must also register and file with NYSBOE
and register with the local board(s) of elections.

Note: For a town or village, ballot propositions not
submitted to the voters of that municipality at the
time of a general election fall outside the scope of
NYS Election Law. Therefore, committees solely
supporting ballot propositions in a town or village
taking place other than in November do not have to
make campaign financial disclosures relative to
their ballot proposition activity. (EL 1-102.)

Special Instructions for Politi-
cal Action Committees (PACs)

1. Committee Registration/ Treasurer
and Bank Information Form (CF -02)
A PAC, when registering with a board of
elections by submitting the Committee Reg-
istration/Treasurer and Bank Information
form (CF-02), does not have to provide any
information in Section
Supported or OpiPhdsedo
NYS Election Law specifically exempts
PACs from having to provide the information
in this section as an administrative conven-
ience to both the PAC and the boards of
elections where PACs submit their filings.
This is because PACs only make contribu-
tions to candidates and political committees.
If the PAC was required to provide candidate
information in Section E, it would have to con-
stantly amend its CF-02 form whenever con-
tributions were made by the PAC to additional
candidates/committees. (EL 14-118(1).)

Part One & Filing Requirements
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Committee Authorization

Status Form (CF  -03)

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

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

Notice of Non  -Participation in

Election(s) by a Registered PAC, Party

or Constituted Committee (CF -20)

A Notice of Non-Participation in Election(s) by
a Registered PAC, Party or Constituted Com-
mittee (CF-20) is the form that notifies a board
of elections that a particular type of committee
is not going to support or oppose candidates in
a particular election through contributions or
direct expenditures. It is an administrative crea-
tion of NYSBOE that only applies to, and can
only be used by, a limited group of committees:
specifically PACs, party committees and consti-
tuted committees.

NYSBOE presumes that this limited group of
committees are supporting or opposing candi-
dates for election by making contributions or
direct expenditures, and, therefore, expects to
receive the three election reports for a particu-
lar election (primary and/or general). However,
if one of this limited group of committees will
ndl e adtivibly shigpbritng & dppdsivy canh@i-
ddies in &darticular election, it may submit a
Notice of Non-Participation in Election(s) by a
Registered PAC, Party or Constituted Commit-
tee form (CF-20), which notifies a board of
elections of this status. Then, that board will
not expect to receive campaign financial disclo-
sure election reports for that particular election.

Cannot Use CF  -20 for Periodic Reports

The Notice of Non-Participation in Election(s)
(CF-20) does not apply to Periodic Reports
required to be filed for campaign financial
disclosure as specified each year in the an-
nual filing calendar at
www.elections.state.ny.us.




CF-20 Due Dates and
Submission Process

A CF-20 form must be submitted no later than 32
days prior to the first election in which it applies

(e.g. primary or general). A CF-20 form may be
submitted on paper or Vi
der Campaign Finance/Filing Options. If submitting
a CF-20 form on paper, it must contain an original
signature.

If submitting a CF-20 form via the website, a Filer
ID# and PIN are required. The PIN serves as an
electronic signature.

As the NYSBOE Electronic Filing System (EFS)
Software does not have a CF-20 filing option, the
only way to submit a CF-20 form electronically is
via NYSBOEG6s website.

A Change Back to Participation
Status During the Election

If, after filing a CF-20 form, the committee opts to
participate in the particular election, through contri-
butions or expenditures, it must begin filing cam-
paign financial disclosure reports with the next
election report that covers the date when the activ-
ity begins.

Claim of Exemption from Filing

Committees may file a Candidate or Committee
Claim of Exemption from Filing Campaign Fi-
nancial Disclosure Reports (CF-05) if one of the
following pertains:

I Authorized committees solely supporting
one candidate for public office, or a commit-
tee solely supporting or opposing a ballot
proposition in towns, cities or villages hav-
ing a population under 10,000, where the
candidate/committee does not raise or
spend in excess of $1,000 in the aggregate
for the campaign.

Note: For a town or village, ballot propositions
not submitted to the voters of that municipality
at the time of a general election fall outside the
scope of NYS Election Law. Therefore, commit-
tees solely supporting ballot propositions in a

a NYSBOE©OGS
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town or village taking place other than in November
do not have to make campaign financial disclosures
relative to their ballot proposition activity. As such,
in this instance, this exemption does not apply as
disclosure of this activity is not required. This form
should not be filed. (EL 1-102.)
website
 Committee formed solely to support or oppose

a ballot proposition that does not raise or spend
over $100.

un -

Candidate Committees /
Candlidates Cannot File

Notice of Non  -Participation in
Election(s) by a Registered PAC,
Party or Constituted Committee
(CF-20)

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

Such committees must file one of the following
reports for each specific filing period:
I Itemized Report
1 In-Lieu-Of Statement (if qualified)
1 No-Activity Report

ACampaign Financi al
of Committees, 0O

(See
Required

Candidates who are obligated to file campaign
financial disclosure election reports because of
their activity are not permitted to file a (CF-20)
to substitute for these election reports. Such
candidates must file one of the following re-
ports for each specific filing period:
I Itemized Report
9 In-Lieu-Of Statement (if qualified)
1 No-Activity Report
ACampaign Fi
of Candi

nanci al
dat es| o

(See
Required
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C. Additional Required
Documentation

Campaign Loans and Debts

When a candidate or committee receives a loan, or
has a loan or debt forgiven, the filer must submit
copies of the document(s) evidencing such loans/
debts received or forgiven. Such documents must
be submitted in conjunction with the campaign fi-
nancial disclosure report covering the period when
the transaction took place. (EL 14-102(1).)

Campaign Materials Required

Any filer required to file primary, general and/or
special election reports must, at the same time the
applicable post-election campaign financial disclo-
sure report is due,
campaign materials, purchased or produced by or
under the authority of the person filing the post-
election report, or the committee or the person on
whose behalf it is filed. (EL 14-106.)

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

When submitting campaign materials, please note
that submissions:

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

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

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

1 Must be legible if copied.

If no campaign material was produced, a disclaimer
so stating must be filed in conjunction with the ap-
plicable post-election report.

Part One & Filing Requirements 12

submit

24 -Hour Notices

A 24-Hour Notice is a required disclosure, which is
used to report any contribution or loan over $1,000,
received the day after the cut-off date of the 11-day
pre-election report up to election day. Such contri-
bution or loan must be disclosed within 24 hours of
receipt. (NYCRR 6200.2(g).)

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

cial disclosure report. All 24-Hour Notices:
copies of all of the f

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

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

For filers with NYSBOE:
submitted:

These notices can be

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

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

1 By fax (518-486-6627).

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

Disclosure Report Required

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

e




Termination or Resignation

Procedures D. Village Elections

In order for a NYSBOE filer to request termination,

or to resign as a treasurer, NYSBOE requires that Village elections run by the village clerk:

the filer/treasurer submit a Termination or Resigna- Candidates for village office, and committees solely

tion Request Form/No-Activity Report Form (CF- supporting or opposing candidates for village office

18) in writing, with an original signature, in conjunc- or village ballot propositions must register and file

tion with the applicable campaign financial disclo- with the village clerk when the village clerk runs the

sure report encompassing the transactions leading election.

up to the date of the request for termination or res-

ignation. (NYCRR 6200.7.) For village elections run by the village clerk, where
filers with the village clerk have campaign finance

See fATerminating Filing Oficiydpadide of thesvilag@eledtibnar queltiori t i e s

of Treasurers/ Candi dat es 0 (e@./supbdridgioppdsing dagdidaaes and/ér €ons -

urer 0 s e c tHandboak for nmore Weftailss mittees for town, county or state offices; transfers

to party or constituted committees outside of the
village), such filers will then also have an obligation

to register and file with the appropriate county

Elimination of Duplicate Filing for board of elections and/or NYSBOE.

Certain Local Filers , )
Village elections run by a county board of

Local filers required to also file with NYSBOE, elections : Registrations/filings must be made
and who do so, no longer have to make a du-

plicate filing with the local board(s). with the applicable county board of elections.
(NYCRR 6200.1.) See pages 19-20 in this Where the receipts or expenditures exceed or are
Handbook. expected to exceed $1,000 in the calendar year,
including the candidateds ow

registrations and filings must also be made with

_ N NYSBOE. (EL 14-102; 14-104.)
Note About Town and Village Ballot Propositions:

For a town or village, ballot propositions not sub-
mitted to the voters of that municipality at the time
of a general election fall outside the scope of NYS
Election Law. Therefore, committees solely sup-
pprtlng or ppposmg ballot proppsmons in a town or Certain Village Candidates/
village taking place other than in November do not X . .
have to make campaign financial disclosures rela- Committees May Claim Exemption

tive to their ballot proposition activity. (EL 1-102.) from Filing

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

The following candidates/committees may file a
Candidate or Committee Claim of Exemption from
Filing Campaign Financial Disclosure Reports
(CF-05): Candidates for public office and author-
ized committees solely supporting one candidate
for public office, or solely supporting or opposing a
ballot proposition in towns, cities or villages having
a population under 10,000, where the candidate/
committee does not raise or spend in excess of
$1,000 in the aggregate for the campaign. (EL 14-
124.)

13 Part One & Filing Requirements




Deadlines for Campaign Financial Disclosure Reports

These graphics are intended to provide an easy-to-understand overview of a portion of campaign financial
disclosure reporting requirements outlined in the following section of this Handbook.

Cutoff date

Filing due date

wFour days before filing due date

N

J

wDeadline to submit completed report

wOnline NYSBOE filing calendar at
www.elections.state.ny.us

wPeriodic reports each year from all active filer
wElection reports required when participating ir

an election

N

V)

J
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WHEN ARE REPORTS FILED?

=a =4 -4 =4

Inside Part One, Section I

Campaign Financial Disclosure Election Reports
Campaign Financial Disclosure Periodic Reports
Unsuccessful Candidates

Timing of Reports

A. Election Reports

B. Periodic Reports

There are three campaign financial disclosure reports
filed in connection with each election (primary, gen-
eral and special ). (EL 14-108(1); NYCRR 6200.2(a).)
They are as follows:
1 32-day pre-election; and -
1 1l1-day pre-election; and -
1 10-day post-election for primary elections
(only for those patrticipating financially in
the primary); or -
27-day post-election for general or
special elections.

These election reports are filed on the days indicated
in their titles. Candidates and committees should con-
sult the appropriate board(s) of elections to obtain the
annual filing calendar containing the specific filing
dates for the election in question.

All candidates and/or their committees, must file the
election reports for all elections in which the candi-
dateds name appears on
is also applicable to the candidates and/or their com-
mittees when the candidate seeks a line in the gen-
er al el ection via an
which has been filed for a primary election.

All other political committees, including PACs, party
and constituted committees and ballot proposition
committees, that support or oppose candidates or
ballot proposals in any election, must file the three
applicable campaign financial disclosure reports.

Clearinghouse reports, which are reports that attempt
to cover several reporting periods in one report, are
not allowed. Reports must only contain transactions

from that applicable reporting period. 15

All candidates and committees obligated to file
campaign financial disclosure reports must submit,
in addition to any required election reports, cam-
paign financial disclosure periodic reports. (EL 14-
108(1); NYCRR 6200.2.) as specified in the annual
filing calendar at: www.elections.state.ny.us.

These periodic reports must be filed until such time

as the candidate or committee terminates (see
ATerminating Filing Obligat:.i
Handbook for more details).

C. Unsuccessful
Candidates

Candidates and/or their committees are obligated

th %o dgc?o&elceﬂntpaign-;lélgtédsrecérip% e lex‘beeﬁ—m U

ditures, regardless of whether the candidate is
successful in having his or her name appear on

1 OP P e ballol Fhis Would Qiso Bdudd cBriifate®uhb ' L1 o N

choose to end their campaign.

When a candidate and/or their committee raises
or spends money in an attempt to have the candi-
dateds name appear on t
ever legal reason (including because they have
chosen to end their campai gn
name does not appear on the ballot, that candi-

date and/or committee must then disclose all

he bad

0o n



receipts and expenditures not already reported
on election reports on the next campaign finance
periodic report. (NYCRR 6200.2(f).)

The candidate and/or committee must then con-

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

A candidate whose name appears on the ballot
must file all elections reports even if they have
ended their campaign.

D. Timing of Reports

Date Range for Reports

All reports cover a specific period of time. The pe-
riod covered is always the day after the cut-off date
from the previous report, up to and including the
cut-off date for the current report. The cut-off date
is always four days before the filing due date (refer
to annual filing calendar). (EL 14-108(2).)

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

Methods of Submission

Mail: A campaign financial disclosure report, sub-
mitted by paper (only if authorized or exempt), disk-
ette, CD or DVD, is deemed properly filed when
sent by certified mail within the prescribed time.
(EL 14-108(6).)

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

Part One & Filing Requirements

Verifying Receipt of Report

For each report filed with NYSBOE, please
check the Campaign Finance section of NYS-
BOEG&6s we bhvwanielectionsastate.ny.us to
ensure the correct campaign financial disclo-
sure report was received (e.g., year or type)
and to review the information to ensure the
balances accurately reflect your records and
that the information you provided is complete.

When to File the First Campaign
Financial Disclosure Report

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

1. Candidates

Where a candidate is obligated to file campaign
financial disclosure reports, the first report the can-
didate must file is the 32-day pre-election report for
the first election in which that candidate:

i Seeks a ballot line; or -

Appears on the ballot; or -

1T Seeks a ballot 1
Ball ot 0.

=

(NYCRR 6200.2(a).) This is regardless of when
campaigning began.

Candidates should refer to
What Must Be Fi | eddndbbokdoe ct i o
instructions on candidate filing obligations.

n
t he
n i



Candlidates or Authorized

Committees With Pre -existing
Filing Obligations
The dAfirst filingo

not apply to candidates, or their authorized
committees, who have not terminated their
filing obligation after their last election. Until
termination is requested and approved, these
candidates or authorized committees must
continue to file all periodic reports, as well as
any election reports, as applicable.

2. Committees

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

1 The next periodic report; or -
1 The 32-day pre-election report for the next

applicable election.

(NYCRR 6200.2(a)(c).)

Housekeeping Committee Reports

AfHousekeepingodo is a term
and expenditures of only a party or constituted
committee used to maintain permanent headquar-

i nstr (P andgaffsanddacprry pnprdipary agivitiess j n

that are not for the express purpose of promoting
the candidacy of specific candidates. (EL 14-124

3).)

Such receipts and expenditures must be disclosed
on the applicable periodic and election reports by
the constituted or party committee in question.
However, a constituted or party committee may
establish and register an optional housekeeping
committee for the sole purpose of reporting house-
keeping receipts and expenditures. Such disclo-
sure would only be required on campaign financial
disclosure Periodic Reports filed as specified in the
annual filing calendar at www.elections.state.ny.us.

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

Committee treasurers should refer to the fAWho
Must File & What Must Be Filed?0 section of this
Handbook for instructions on committee filing
obligations.

Committees With Pre -existing

Filing Obligations

The Afirst filingd instructions set forth above

not apply to committees that have not termi-
nated their filing obligation. Until termination is
requested and approved, these committees
must continue to file all Periodic Reports, as
well as any election reports, as applicable.

17 Part One 6 Filing Requirements
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Where to Submit Campaign Financial Disclosure Reports

If you are a:

4 )

State (_:andldate/ ) ASubmit reports electronically to NYSBOE
committee; statewide

ballot proposition
committee

- J
4 )

Local candidate/ ASubmit reports to city/county board(s) of elections if
committee’ local raising or spending $1,000 or less

ballot proposition ASubmit reports electronically to NYSBOE if raising
: or spending more than $1,000 (also meets local
committee filing obligation)

N J

@ubmit reports to village clerk for village elections run by that\
clerk

V|||age Candidate/ ﬁtshubmit r(tepct;rts té) the county board for village elections run by
. . e county boar

Commlttee’ VI,”,age Asubmit reports electronically to NYSBOE if village election is

ballot prOpOSItIOH run by the county and raising or spending more than $1,000

committee ASubmit reports to applicable city/county board(s) of elections
and/or NYSBOE for activity outside the village election

- J

These graphics are intended to provide an easy-to-understand overview of a portion of campaign financial
disclosure reporting requirements outlined in the following section of this Handbook.

Pl ease refer to the Note About Town and Village
Reports Filedo for important additional details

18
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. WHERE &

H Ow ARE REPORTS FILED?

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

1 Statewide and Local Ballot Propositions

Inside Part One, Section

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

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

State Candidates

And Committees Supporting
Or Opposing Them

B. Local Candidates

And Committees Supporting
Or Opposing Them

Candidates running for state offices and certain
party offices, and the committees supporting or
opposing those candidates, including party and
constituted committees, must register and file with
NYSBOE, unless exempt from filing. (EL 14-124;
NYCRR 6200.1.) (See
guirement s o Handbookforrmore n

details.)

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

Such filings must be made electronically, unless a
waiver allowing filing on paper has been applied for
and granted in writing or unless otherwise exempt
if not exceeding the $1,000 threshold. (EL 14-102
(4).) (See nAnEl ectronic
Handbook for more details.)

Fi
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Candidates running for local public and party of-
fices, and the committees supporting or opposing
those candidates, including local party and consti-
tuted committees, must register and file with the
appropriate county or city board of elections.

i Ex c e @WYCGRR 6290.1(a){2).)Funless exgmptRrem filing
t hunder NYS Election Law Section 14-124. (See

AExceptions to Fild@i

Handbook for more details.)

ng Requir

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

Local filers who raise or spend, or expect to raise

or spend more than $1,000 in any calendar year

are also required to register and file campaign fi-
hancialglisclosute hepoNsYWEBNY EBDE iinreddi- h i s
tion to filing with the appropriate county or city

board of elections. (EL 14-102(4); 14-104; NYCRR
6200.1(d).)

Any local filer required to file with NYSBOE, and
who actually does so, will not have to make a dupli-
cate filing with their county and/or city board(s) of
elections. Their NYSBOE filing will satisfy their lo-
cal filing obligation. (NYCRR 6200.1(d).)

en



These local filers will still be obligated to satisfy any
registration requirements with their applicable
county or city board(s) of elections. Local filers who
are not otherwise required to file with NYSBOE
cannot elect to do so as a substitute for local filing.
These filers must file with their county or city
board(s) of elections.

Such filings made with NYSBOE must be made
electronically, unless a waiver has been applied for
and granted in writing. (EL 14-102(4).). (See

AEl ectronic Fil i ngHandbdok
for more details.)

Filing Until Termination

Any filer, once registered with NYSBOE, must con-
tinue to make all required filings until the filer re-
quests a termination in writing (via CF-18 or CF-01
form, as applicable) from NYSBOE and it is granted
by NYSBOE. (EL 14-108(1).)

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

Termination must be requested and processed
separately with each board where a filer is regis-
tered. Simply closing
not terminate the obligation to file campaign finan-
cial disclosure reports with the applicable board(s)
of elections.

New York City Candidates Have
Additional Requirements

All New York City candidates for mayor, pub-
lic advocate, comptroller, borough president
and city council must register with the New
York City Campaign Finance Board (CFB),
file periodic disclosure statements and ob-
serve CFB limits, in addition to complying
with all New York State Board of Elections
(NYSBOE) campaign financial disclosure
requirements.

Candidates or potential candidates in New
York City should contact the New York City
Campaign Finance Board (CFB) at
www.nyccfb.info or by calling 212-306-7100.

Part One & Filing Requirements
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C. Village Candidates

And Committees Supporting or
Opposing Them

Village Elections

For village elections run by the village clerk, candi-
dates and committees solely supporting or oppos-
ates for village office must register and

wnﬁt eovillagé derk. For'vil?age elections run
by a county board of elections, such registrations
and filings must be made with the county board of
elections. (NYCRR 6200.1(a)(3).)

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

For village elections run by a county board of elec-
tigng, which oyld thep requireghatdhg filings be g
made with that county board of elections, where
the receipts or expenditures exceed or are ex-
pected to exceed $1,000 in a particular calendar
year, then such registrations and filings must also
be made with NYSBOE, unless a waiver allowing
filing on paper has been applied for and granted in
writing. (EL 14-124(6).)

If any of the above village candidates and/or com-
mittees supporting or opposing them are obligated
to also register and file with NYSBOE, and do so,
they will not have to make a duplicate filing with
their county board of elections.

oes




Certain Village Candidates/
Committees May Claim
Exemption from Filing

The following candidates/committees may file a
Candidate or Committee Claim of Exemption from
Filing Campaign Financial Disclosure Reports
(CF-05): Candidates for public office and author-
ized committees solely supporting one candidate
for public office, or solely supporting or opposing a
ballot proposition in villages having a population
under 10,000, where the candidate/committee
does not raise or spend in excess of $1,000 in the
aggregate for the campaign. (EL 14-124.)

Note About Town and Village
Ballot Propositions

For a town or village, ballot propositions not
submitted to the voters of that municipality at
the time of a general election fall outside the
scope of NYS Election Law. Therefore, com-
mittees solely supporting or opposing ballot
propositions in a town or village taking place
other than in November do not have to make
campaign financial disclosures relative to their
ballot proposition activity. (EL 1-102.)

D. Statewide and Local

Ballot Propositions

All ballot proposition committees must submit
three general election reports for the applicable
election(s) in which they are participating, as well
as any periodic reports that occur prior to the ter-
mination of filing obligations.

Statewide

Committees supporting or opposing statewide
ballot propositions must register and file with
NYSBOE. (EL 14-102(2).)

Local

Committees supporting or opposing a local ballot
proposition must register and file with the appro-
priate local board of elections. Any such commit-
tee supporting or opposing a local ballot proposi-
tion that raises or spends, or expects to raise or
spend, more than $1,000 in the calendar year,
relative to said local ballot proposition, must also
register and submit campaign financial disclosure
reports with NYSBOE, in addition to registering
with the local board. (NYCRR 6200.1(b)(3).)

Ballot propositions are subject to the same rules
and regulations regarding duplicate filings as is
outlined in Subsection B of this Section of the
Handbook.
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Contribution Limits (for Giving)

N
w$150,000 aggregate in a
calendar year
J
N

w$5000 aggregate in calendar year

J

p
Individuals

\
(

Corporations
\
(

PACs

\

wUnlimited (except subject to
receiving limits of each candidate
and/or committee)

\

Contribution Limits (for Receiving)

(
Candidate/

candidate's authorized
committee

\

(

Constituted/party
committee

\_

(" Ballot propositions and

housekeeping for

party/constituted
committees

.
(

PACs

.

y,
~
e See chart in this Handbook for family
and non-family limits
J
N
* 594,200 aggregate from an individual in
calendar year
e S5000 from a corporation in a calendar year
J
\
e Unlimited
y,
\
e Unlimited (except subject to giving
limits of individuals and corporations)
y,

These graphics are intended to provide an easy-to-understand overview of a portion of campaign financial

disclosure reporting requirements outlined in the following section of this Handbook.
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V. CONTRIBUTION &

RECEIPT LIMITATIONS

=4 =4 -4 -8-a-8_-9_1

Inside Part One, Section IV:

Contributions - Definition and Certain Exceptions
Aggregate Calendar Year Limits

Business Contributions

Candidate/Family Contributions
Primary/General/Special Election Campaign Limits
Loans, and Liabilities Forgiven, as Applied to Limits
Candiagate Contribution Receipt Limits
Miscellaneous Details

The NYS Election Law establishes certain limits on contributions that can be given and received by
candidates and political committees, as well as limits on contributions that can be given by individuals
and other entities. Contribution limits were established to, among other things, curtail the amount of
influence, through money, that a contributor can have on elections and the election process.

A. Contributions o)

Definition and Certain
Exceptions

AContributi (EhM-100@)3 n s :

1) Any gift, subscription, outstanding loan (to the
extent provided for in NYS Election Law Section 14-
114), advance, or deposit of money or anything of
value, made in connection with the nomination for
election (e.g., primary), or election (e.g., general), of
any candidate, or made to promote the success or
defeat of a political party or principle, or of any ballot
proposal,

2) Any funds received by a political committee from
another political committee to the extent such funds
do not constitute a transfer, (EL 14-100(10).) (See
AFrequently Used THandhoskd
for details)

3) Any payment, by any person other than a candi-
date or a political committee authorized by the can-
didate, made in connection with the nomination for
election (e.g., primary), or election (e.g., general), of
any candidate, or any payment made to promote the
success or defeat of a political party or principle, or
of any ballot proposal including but not limited to
compensation for the personal services of any indi-
vidual which are rendered in connection with a can-
didateds election or
vided however, that none of the foregoing shall be

deemed a contribution if it is made, taken or per-
formed by a candidate or his spouse or by a person
or a political committee independent of the candi-
date or his/her agents or authorized political commit-
tees. For purposes of this article, the term
Aindependent of the
thorized political
candidate or his agents or authorized political com-
mittees did not authorize, request, suggest, foster or
cooperate in any such activity; and provided further,
that the term contribution shall not include:

(A) (AVolunteer
provided without compensation by individuals
who volunteer a portion or all of their time on
behalf of a candidate or political committee,

(B) (AHouse
of real or personal property and the cost of invi-
tations, food and beverages voluntarily provided
e c byiapindivigual to@ gandidate or political com-
mittee on the indivi
for candidate-related activities, to the extent
such services do not exceed $500 in value, and

(C) (AVolunteer travel
penses of any individual who on his own behalf
volunteers his personal services to any candi-
date or political committee to the extent such
expenses are unreimbursed and do not exceed
$500 in value.

(9)(2); 14-100(10).)

candi dat
commi ttee

serviceso

parties/ person

dual 6s

exp

nomi mNatieon AWraMavlerehang @om®t 0to
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B. Aggregate Calendar
Year Limits

C. Business
Contributions

NYS Election Law places calendar year contribu-
tion limits on the total amount of political contribu-
tions that can be made by individuals and corpora-
tions to New York State candidates and commit-
tees, as follows:

1 Anindividual may contribute up to a total of
$150,000, in the aggregate, in a calendar year.
(EL 14-114(8).)

1 A corporation may contribute up to a total of
$5,000, in the aggregate, in a calendar year.
(EL 14-116(2).)

Each affiliated or wholly-owned subsidiary corpora-
tion, if a separate legal entity, has its own limit.

Notwithstanding the above, no individual, corpora-
tion or other contributor may give more to a candi-

date and/ or a candidat eods

mittee(s) than an amount determined under the law
for the office sought by the candidate. This is called
the election limit. This amount is the maximum that
the candidate may receive, in the aggregate, from
any one contributor during the campaign/election
cycle for the particular election.

For some offices, the law requires a formula be
used to determine the limit. In those cases, candi-
dates and their committees should contact the
board of elections where they file campaign finan-
cial disclosure reports to find out the limits. (EL 14-
114(1).) Local candidates and/or their committees
should contact their county or city board of elec-
tions to obtain their applicable limit.

Part One & Filing Requirements
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Corporations

A corporation may contribute a total of $5,000, in the
aggregate, in a calendar year. For instance, if a cor-
poration makes five separate $1,000

contributions in a particular year, the aggregate limit
has been reached and no further contributions can
be made in that calendar year. Similarly, if a corpo-
ration, having made no previous contributions in that
year, makes a $5,000 contribution to a party commit-
tee, constituted committee or a PAC, the aggregate
limit has been reached and no further contributions
can be made in that calendar year.

Corporate contributions are also subject to a candi-
dateds contribution receipt
than $5,000. For example, if the corporation has not
made any contributions in the calendar year; and the
candidate to be supported only has a $1,000 contri-
bationtreltaipt limiz; @nd thepcorporation ltasifot ¢ 0 m-
made any previous contributions to that candidate in

the election cycle, the corporation can only make a
$1,000 contribution to that candidate, even though

the corporation still has all of its $5,000 limit to give

for that year. In this instance, the corporation would
have $4,000 remaining of its annual aggregate con-
tribution limit.

For corporate contributions to a candidate or political
committee where the contribution receipt limit is higher

than $5,000, the corporation can still only contribute to

that candidate or committee subject to the corpora-
tionds $5,000 aggregate cont
ple, for a Senate candidate whose two-year election

cycle contribution limit is $9,500, in the first year of the
election cycle, if the corporation has not made any
contributions in that calendar year, the corporation can

make a $5,000 contribution to that candidate, even
though the candidatebds recei
second year, if the corporation has not made any con-
tributions in that calendar year, the corporation can

only make a $4,500 contribution to that candidate, as
that is the remaining portio
limit available to the corporation. For the remainder of

that calendar year, the corporation would only have

$500 remaining of its annual $5,000 aggregate contri-

bution limit to make further political contributions.

ri
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Additionally, a corporation cannot make retroactive
contributions for any previous year in an attempt to
maxi mi ze the
to a candidate or political committee. Each affiliated
or wholly-owned subsidiary corporation, if a sepa-
rate legal entity, has its own limit. Such contribu-
tions are reported on Schedule B of the campaign
financial disclosure report. See page 29 in this
Handbookf or exceptions
contributions. (EL 14-116(2).)

Limited Liability Companies

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

Sole Proprietorships

A sole proprietords cont
being from the owner of the company and must be
listed as such on Schedule A of the campaign fi-
nancial disclosure report.

Partnerships

Partnership contributions are attributed to the indi-
vidual partners who are making the contributions
through the partnership, but the individual partners
who are making the contribution are not specifically
listed until the aggregate partnership contribution
exceeds $2,500 to the specific recipient (i.e., candi-
date or committee). (EL 14-120(2).)

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

Each individual
taken from the partnership account or from the
partnerds personal

partnero6s individual

(EL 14-114(8).)

cal

corporationds

partnerds

account ,

D. Candidate/Family

*Ednfribltions °" " "

buti on

Funds of a Candidate and the

r e gar aROHSE OhahCAndidakee e pi n g o

Funds of a candidate and the spouse of the candi-
date spent on the campaign are not contributions
and are not limited. However, they must be re-
ported on the appropriate schedule(s). (EL 14-100
(9)(3); 14-114(8).)

Family Limits

The election limit for family members is an aggre-
gate | imit from al/l of t
as the candidat eds chil

I Prokhér tsistér,msd the spBused 6f Ehdde ersans).
(EL 14-114(1)(a).)

he ¢
d1

p

Any one member of the candid
tribute any portion of the family limit, or the entire
amount of the family limit. However, any portion
contributed reduces the amount of the aggregate
that is left for the other family members to contrib-
ute. If one family member contributes the whole
limit, then the limit has been reached and the rest
of the family is prohibited from making any contri-
buti ons. See fiCandidat e

itso in this section for

Cont
det

the individual partner6s

contributions, whet her

towards that
of $150, 000.

count
[ i mit

wi ||
endar year
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E. Primary/General/ F. Loans, and Liabilities

Special Election Forgiven, as Applied
Campaign Limits To Limits

Separate Limits for Elections Loans

Each primary, general or special election cam- As previously discussed in this section, a contribu-

paign has its own limit. No contributor may give tion includes any gift, subscription, outstanding

more to a candidate and/ olbanéothe extent pravided fordnsNY & Rlectioro r -

ized political committee(s) than an amount deter- Law Section 14 -114), advance, or deposit of money

mined under the law for the office sought by the or anything of value, made in connection with the

candidate. This is called the election limit. (EL 14- nomination for election (e.g., primary), or election

114(1)(a)(b).) This amount is the maximum that (e.g., general), of any candidate, or made to pro-

the candidate/authorized committee may receive, mote the success or defeat of a political party or

in the aggregate, from any one contributor during principle, or of any ballot proposal (EL 14-100(9)(1).)

the campaign/election cycle for that particular

election. NYS Election Law Section 14-114 establishes the
contribution limits which apply to all contributions to

The total contributed to a candidate, and/or to any candidates and to all contributions to political com-

authorized committee(s) of the candidate, from a mittees working directly or indirectly with any candi-

particular contributor must be combined and ap- date to aid or participate

plied to the candidat eds Hhafiomartlection, othet thaa any qoraributionsta | ar

election. any party committee or constituted committee.
Loans taken by a candidate or committee may result

Candidates and committee treasurers must en- in the outstanding balance of the loan being deemed

sure that the election limits are not exceeded and a contribution for limit purposes. (EL 14-114(6)(a)(b).)

that those funds are spent only for the election to

which they pertain, unless the funds were surplus a) A loan made to a candidate or political com-

funds left over from a prior election. mittee, other than a constituted committee, by

any person, firm, association or corporation

other than in the regul ar
business (i.e., banks) shall be deemed, to the

In order for a candidateorac andi dat e ds a u EXifQfpotrepaid by the date of the primary,
ized committee to qualify for a separate primary general or special election, as the case may
contribution limit, the candidate must be participat- be, a contribution by such person, firm, asso-
ing in a contested primary. This also includes par- ciation or corporation.

ticipation in a primary whey)gload Madd {88 EaRdidateloR dolftical cdnP
Balloto has been perfect ed.nitee, other than a constituted committee, by

any person, firm, association or corporation in
The candidate or candidat eotshe ormay tite€re o Pfres & €c5f t he

Limits for Contested Primaries

an additional primary contribution limit for every (i_e_, banks) shall be deemed, to the extent not
contested primary in which the candidate partici- repaid by the date of the primary, general or
pates. special election, as the case may be, a contri-

bution by the obligor on the loan and by
any other person endorsing, cosigning,
guaranteeing, collateralizing or otherwise
providing security for the loan.
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As such, loans can result in the receipt of an over-
contribution for limit purposes, if the outstanding
balance of the loan as of the date of the primary,
general, or special election, as the case may be:

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

2) when added to the previous contribution(s) of
the contributor in that election cycle, results in
an aggregate amount for the applicable cycle
which is greater than the contribution limit for
that cycle.

Regardless of the above, the obligation to repay
the outstanding balance of the loan remains, and
the filer must also continue to report the out-
standing balance of the loan on Schedule N until it
is repaid or forgiven.

Filers are strongly cautioned to consider the appli-
cable contribution limit as applied to the out-
standing balance of the loan, as well as cautioned
to review the contribution history of the particular
contributor who will be making the loan, in order to
avoid over-contributions for limit purposes.

Liabilities Forgiven

Loans or liabilities that are forgiven are considered
contributions for limit purposes, and are subject to
contribution limits for the applicable election or cal-
endar year cycle. Forgiveness can result in the re-
ceipt of an over-contribution, if the amount forgiven:

1) is, in and of itself, greater than the applicable
contribution limit, or -

2) when added to the previous contribution(s) of
the contributor who is forgiving the loan or li-
ability, results in an aggregate amount for the
applicable cycle which is greater than the appli-
cable contribution limit for that cycle.

Filers are strongly cautioned to consider the appli-
cable contribution limit as applied to the amount to
be forgiven, as well as cautioned to review the con-
tribution history of the particular contributor who will
be forgiving a loan or liability, in order to avoid over
-contributions for limit purposes.
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G. Candidate

Contribution Receipt Limi

ts

The charts in this section set forth the maximum election limits, calculated using active voter totals only, that
may be received by a candidate for a particular office. (EL14-114; NYCRR 6214.0.) Column A represents the
amount that can be received from any non-family contributor and Column B represents the amount that can
be received from the family. These limits are subject to change and should be verified with NYSBOE and/or

applicable local board.

Column A Column B

Office Election Non-Family Limit Family Limit

Statewide Governor, Lt. Primary Total number of enrolled voters | Total number of enrolled voters in

Governor, Comptroller, At- in candidateds [pahetygaindi NESE e s

torney General $0.005* $0.025.

General $37,800 Total number of registered voters
in the state x $0.025.

NYS Senate Primary $6,000 $0.25 x enrolled voters in candi-
datebs district
least $20,000 and no more than
$100,000.

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

NYS Assembly Primary $3,800 $0.25 x enrolled voters in candi-
datebs district
least $12,500, and no more than
$100,000.

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

NYC Offices of Mayor, Pub- | Primary Total number of enrolled voters | $0.25 x enrolled voters in candi-

lic Advocate and Comptrol- in Candidateds |pdateysi paN¥Y@ xn

ler $0.05* $1,250, and no more than
$100,000.

General $37,800 $0.25 x registered voters in the

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

*The formula amount up to $18,100, but at least $6,000.
Note: Candidates opting into the NYC Public Financing program should check with the New York City Cam-

paign Finance Board for further limitations.
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Column A Column B

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

H. Miscellaneous Details

Ballot Propositions Candidates and committees, other than party and
constituted committees, are not authorized to have
o o housekeeping expenses and receipts.
There are no limits on contributions to support or
oppose a ballot proposition. There are no limits on contributions to a party or con-
stituted committee for housekeeping expenses.

Party or Constituted Committees - _ _
Contributions by a corporation for housekeeping are

h . . | not applied to the corporat
T ege committees may not, in a calendar year: endar year contribution limit. Contributions from an
receive more than $94,200 from any one contribu- individual for housekeeping are not applied to the in-

Office Election Non-Family Limit Family Limit
All Other Public Offices* Primary $0.05 x enrolled voters in candi- $0.25 x enrolled voters in
and Supreme Court Jus- datebds party and]|cdainsdtird actte, 6 sb pptaratty |aen
tice $1,000 with a maximum of $50,000 | district, but at least
$1,250 and no more than
$100,000.
General $0.05 x registered voters in candi- | $0.25 x registered voters
dateds district, |ibnutc aantd ildeaatsefd s$ 1d,i0sOtOr| i
with a maximum of $50,000 at least $1,250 and no
more than $100,000.

tor. (EL 14-114(10).) However, corporations cannot dividual 6s $150, 000 aggregat

contribute this amount to party and constituted tion limit.
committees. They are still subject to their overall
$5,000 aggregate annual contribution limit. The
above limits do not apply to contributions made by
any contributor, including corporations, to party and .
constituted committees f theﬁkﬁp@g\I%QneJQIBtiAQ(‘gOHm

Generally, checks drawn on a joint account are as-
Housekeeping sumed given by the signatory (the person who signed

the check). However, if the contribution is to be attrib-

Housekeeping contributions must be clearly desig-
nated as housekeeping on the check.

5 . o uterﬂ to mult(iﬂple {'})int account holders, then all of the .
iHousekeepingo is a term f{da il a4 n?orthésig'ha‘?ory,tahdethe‘ép%é?fi@' pts
and expenditures of a party or constituted commit- amounts attributed to each contributor on the joint

tee used to maintain permanent headquarters and account, must be indicated
staff, and to carry on ordinary activities that are not the check and/or on an attached letter. See Schedule
for the express purpose of promoting the candidacy A in the campaign financial disclosure reporting in-

of specific candidates. (EL 14-124 (3).) structions.
29
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Legal Responsibility

The person or committee making a contribu-
tion, as well as the person or committee re-

ceiving it, is responsible to ensure that their

own applicable limits are not exceeded.

More on Candidate
Contribution Receipt Limits

Please remember that these are aggregate limits
that apply to the entire election cycle. Generally,
the election cycle is either two or four years. (See
ACampaign Cycledo in
tion in this Handbook for more details).

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

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

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

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

AFreque

exce enaersrllprprgwdgdnth t any such constnRutlon

committee
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Campaign Contribution to be
Under True Name of Contributor

NYS Election Law Section 14-120 states:

1) No person shall in any name except his own,
directly or indirectly, make a payment or a
promise of payment to a candidate or political
committee or to any officer or member thereof,
or to any person acting under its authority or in
its behalf or on behalf of any candidate, nor
shall any such committee or any such person
or candidate knowingly receive a payment or
promise of payment, or enter or cause the
same to be entered in the accounts or records

R gomsedr spirg e g po

y whom it is made.

2) Notwithstanding subdivision one of this section,
a partnership, as defined in section ten of the
partnership law, may be considered a separate
entity for the purposes of this section, and as
such may make contributions in the name of
said partnership without attributing such contri-
butions to the individual members of the part-

made by a partneriljp po % caﬁdﬁjate ortoa
political committee, shall not exceed, $2,500. In
the event that such partnership contribution to
any such candidate or political committee ex-
ceeds $2,50é),cthe Iaggr%gat% %mr?L{nt ofI SBCU i
contribution shaIFbe attributed to eac'h partner
whose share of the contribution exceeds
$99.00.

Both subdivisions of NYS Election Law Section 14-
120 apPIy to all of the

Q¢ 2 prolvisionseof NuYS |ElecttiopI e
LawSectionlahHO%? 9){ . (a n%ont rorbutig

The Atrue name of the contri
portance to determine who is contributing to candi-

dates and political committees and the amount of

such contributions. This assists NYSBOE and the

public in determining whether or not applicable

contribution limits have been complied with.
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EXCEPTIONS TO FILING REQUIREMENTS

Inside Part One, Section

V:

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

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

paign financial disclosure reports.

A. Media

Filing requirements may not apply to the media as
follows: for purposes of the exception from having
to file campaign financial disclosure reports, quali-
fied media are considered to be any person, asso-
ciation or corporation engaged in the publication or
distribution of any newspaper or other publication
issued at regular intervals in respect to the ordinary
conduct of such business. (EL 14-124(1).)

B. Candidates/Committees

Filing requirements do not apply to the following:

I Federal candidates or committees filing with

the Federal Election Commission (FEC), where
the activity solely pertains to federal office.
However, if contributions or expenditures to aid
or take part in the election or defeat of a state
or local candidate exceed $1,000 in the aggre-
gate in any calendar year, then the committee
is required to register and submit campaign
financial disclosure reports as required of any
New York State political committee . Such
committee is required to have a depository
(bank account) physically located in New York
State as is required of any other committee
registered in the state. (EL 14-124(2), (2-a).)
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Candidates who do not receive or spend more
than $50 (which also applies to their own per-
sonal funds), including candidates for county
committee and for delegate and alternate to a
judicial convention. However, the appropriate
board(s) of elections must be informed in writ-
ing of a claim of this exemption by filing a Can-
didate or Committee Claim of Exemption From
Filing Campaign Financial Disclosure Reports
(CF-05). (EL 14-124(5); NYCRR 6200.5.)

Any candidate or cand
mittee, where the candidate is in an uncon-
tested primary and not otherwise supporting
candidates who are in a contested primary, do
not have to file primary election reports. Mon-
ies received or spent shall be disclosed in the
first general election campaign financial disclo-
sure report filed. (EL 14-124(7).)

Candidates and authorized committees solely
supporting one candidate for public office, or
solely supporting or opposing a ballot proposi-
tion, in towns, cities or villages having a popu-
lation under 10,000, where the candidate/
committee does not raise or spend in excess
of $1,000 in the aggregate for the campaign.
(EL 14-124(6).) These candidates/committees
must file a Candidate or Committee Claim of
Exemption From Filing Campaign Financial
Disclosure Reports (CF-05).

A committee formed solely to support or op-
pose a ballot issue, and that does not raise or
spend over $100. (EL 14-124(8).)

idat e




Treasurers/Candidates are Obligated to:

wComplete, where applicable, ©2, CF03, CF04, CFO5 and CHA6 forms

Register

wWith NYSBOE and appropriate county/city board(s) of elections ]

ubDetailed, bound accounts of all receipts, transfers, loans, liabilities, contribution
and expenditures made by the candidate or committee or any of its officers,
members, or agents acting under its authority or on its behalf

wCampaign financial disclosure reports detailing the information above in
accordance with due dates on NYSBOE annual filing calendar

Resign/ wComplete filing obligations until request is granted

terminate

of-or period of five years (see "Records Retention" on page 36 diidmgbook
Maintain
records

uRequest treasurer resignation/filer termination from appropriate board(s) ]

These graphics are intended to provide an easy-to-understand overview of a portion of campaign financial
disclosure reporting requirements outlined in the following section of this Handbook. For additional informa-
tion about candidate responsibilities, see fHahde
book.
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VI.

DUTIES OF TREASURERS/CANDIDATES

Inside Part One, Section

1 Documents Required to Register and File

1 Additional Responsibilities of Treasurers/Candidates

VI:

A. Documents Required

In order to register with the applicable board(s) of
elections, appropriate forms must be filed by: (1) a
treasurer of a political committee; or (2) a candidate
with a registered authorized committee that will be
disclosing all of the financial activity of the candi-
dateds campaign
ity of the candidate; or (3) a candidate who does not
have a registered authorized committee that will be
disclosing all of the financial activity of the candi-
dateds campaign,
the candidate; or (4) a candidate who has a regis-
tered authorized committee, but chooses to have
financial activity for the campaign that will not be
disclosed by the authorized committee.

Applicable registration forms are:
1. Committee Registration/Treasurer

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

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

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

i ncl udi ndt3PpKinggrganizagon aythprized fo dg yisinesg ¢ ¢,

including

w
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Only the treasurer, and the individuals so desig-
natedbytheCF-02 i n section G, AdAPer
Ot her than Treasurer Authori
may sign checks drawn on the committee depsitory.

Your campaignbdés bank account

In New York State. The branch where the account is
opened and held must be physically located in New
York State.

the financi al activitv of

Constituted Committee Exception

The CF-02 form is not required to be filed by

a constituted committee
Used Ter mso for
BOE requests that all constituted committees
required to file with NYSBOE submit a com-
pleted CF-02 form for administrative pur-
poses. Constituted committees required to
file disclosure reports with the county or city
board(s) of elections should consult with the
appropriate county or city board(s) of elections
for their requirements regarding registration.

( s e

2. Committee Authorization Status Form

(CF-03)

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

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

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

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

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

A treasurer must file amended CF-02 and CF-
03 forms as applicable within two days of any
changes to any information contained therein.
(EL 14-118(1).)

Aut hori za
mittee to Make Campaign Financial
Disclosures (CF  -16)

This form is used by a candidate with an au-
thorized committee that will make all of the
candi datedés required
sure filings, including all of the activity of the
candidate.

3. Candi dat eds

4. Candidate Campaign Finance Regis-
tration Form (CF-04)

This form is only used by candidates to register
with NYSBOE in one of two circumstances:

1 The candidate does not have a registered
authorized committee that will be disclos-
ing all of the financial activity of the candi-
datebdbs campaign,
activity of the candidate; or-

I The candidate has a registered authorized
committee, but chooses to have financial
activity for the campaign that will not be
disclosed by the authorized committee.

Part One & Filing Requirements

B. Additional
Responsibilities

The filer, who may either be the treasurer or can-
didate, is legally responsible for filing all required
campaign financial disclosure reports. (EL 14-118

1), (3))

Filers filing with NYSBOE must file electronically,
via diskette, CD, DVD or email, using
NYSBOEG6s Electronic
ware. (EL 14-102(4).)

Fili

Local filers should contact the appropriate county
or city board(s) of elections for information on how

to submit reports |l ocall
and How Are Reports Handl e
book.

Filer ID# and PIN

When registering by filing the Committee Registra-
tion/Treasurer and Bank Information form (CF-02)
or the Candidate Campaign Finance Registration
Form (CF-04), filers will be assigned a Filer ID# as

t i uéll ada®IN. Fr filla@ pliposes, the PIN is the
electronic signature of the filer. The PIN also en-
sures that the campaign financial disclosure report
has been filed by or authorized by the designated
filer. As liability attaches to each filing, the filer

¢ a ARG egsHre that s grer PIN js segurely kept,
and used. For political committees, NYSBOE will
only provide the PIN to the treasurer of record.

Registration Required for Political
Committees Before Financial
Activity

No officer, member or agent of any political com-
mittee shall receive any receipt, transfer or contri-
bution or make any expenditure or incur any liabil-

i nc | utguntihtge comméteefshalhhave choser a treas-

urer and depository and filed their names (initial
registration or amendment thereto) as required
with the appropriate board(s) of elections.

34
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Detailed, Bound Accounts

The treasurer of every political committee, as well
as every candidate who receives or expends any
money or any valuable thing or incurs any liability
to pay money or its equivalent, shall keep and re-
tain detailed, bound accounts of all receipts, trans-
fers, loans, liabilities, contributions and expendi-
tures, made by the committee or any of its officers,
members, or agents acting under its authority or in
its behalf, or the candidate, as applicable. (EL 14-
118)

Receipts Requirement

All expenditures over $10 must be vouched for by a
receipted bill stating the particulars of the expense.
(EL 14-122(2).)

Evidence of Indebtedness/
Forgiveness

Any campaign financial disclosure report indicating
a loan shall have attached to it a copy of the evi-
dence of indebtedness. (EL 14-102.) If filing elec-
tronically, the evidence of indebtedness should be
filed under separate cover. Evidence of indebted-
ness is the loan document.

If any loan or outstanding liability is forgiven, then
the report indicating such forgiveness must also
include a copy of the evidence of forgiveness. If
filing electronically, the evidence of forgiveness
should be filed under separate cover. Evidence of
forgiveness is a document that shows that the obli-
gation has been forgiven.

Any loan or liability that is forgiven is subject to ap-
plicable contribution limits.

Limits on Cash

There are limits on the amount of cash that candi-
dates and political committees/treasurers can re-
ceive and expend. No candidate, political commit-
tee or agent thereof may receive from any one per-
son an aggregate amount greater than $100 in
cash. Disbursements/expenditures in excess of
$100 may NOT be in cash. (EL 14-118(2).)

35

Financial Activity A Deposits

All cash, checks, drafts or other instruments shall
be deposited in the account of the candidate or
committee in the designated depository. (EL 14-
118 (2).)

Obligation to Turn Over Receipts
and Records of Financial Activity
to Treasurer

Officers, members or agents of a political commit-
tee or agents of a candidate that receive any re-
ceipt, contribution, or transfer, or make any expen-
diture or incur any liability, must within three days
after demand of the treasurer, and in any event
within 14 days after any such financial activity,
give to the treasurer of such committee, or to such
candidate if any agent authorized by him or her, a
detailed accounting of all with vouchers/receipts.
(EL 14-122(1).)

Personal Use Prohibitions

Contributions received by a candidate or a political
committee shall not be converted by any person to
a personal use which is unrelated to a political
campaign or the holding of a public office or party
position. (EL 14-130.)

Disposition of Anonymous
Contributions

Any anonymous contributions received by a candi-
date, campaign treasurer, political committee or
agency thereof shall not be used or expended, but
shall be paid over to the Comptroller of the State of
New York for deposit in the general treasury of the
state unless, before the due date for filing of the
next campaign financial disclosure report, the iden-
tity of the anonymous contributor becomes known,
and in that event the anonymous contribution shall
be returned to the contributor or retained and prop-
erly reported as a contribution that is subject to lim-
its. (EL 14-128.)

Part One & Filing Requirements




Resignation or Termination depository (bank), and shall cause the treasurer
(active and/or resigned) to keep detailed, bound

Treasurers filing treasurer resignation reports or accounts of all receipts, transfers, loans, liabilities,
treasurers or candidates filing termination reports contributions and expenditures made by the com-
with NYSBOE must also file a paper Termination or mittee or any of its officers, members or agents,
Resignation Request Form/No-Activity Report acting under its authority or on its behalf, for a pe-
Form (CF-18) with an original signature, making riod of five years from the date of the filing of the
sure to check the box(es) applicable to the request. final campaign financial disclosure report with re-
(See the fAResigning as Tr specstotheseledion oradekention to which they
iTerminating Filing Obl i gpettdinonso sections in thi

Handbook for detalils).
These requirements regarding records retention
Records Retention also apply to candidates. (EL 14-118.)

In accordance with NYS Election Law, every politi-
cal committee shall have a treasurer and

How to Resign as Treasurer

File all campaign Submit request Include a Retain all records
financial with CF-18 letter of for five years
disclosure reports and/or CF-01 resignation ANew treasurer
due to date and to NYSBOE submits amended
until resignation is | and appropriate CF-02, CF-03
approved local board(s) ACandidate files
amended CF-16 if
applicable

These graphics are intended to provide an easy-to-understand overview of a portion of campaign financial
disclosure reporting requirements outlined in the following section of this Handbook.
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VII.

RESIGNING AS TREASURER

Inside Part One, Section

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

VIl :

A. Documents Required

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

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

2. A letter of resignation.

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

Reports and Forms

Electronic Filers with NYSBOE

Electronic filers with NYSBOE must submit a fully
completed paper Termination or Resignation Re-
quest Form (CF-18) when submitting a final cam-
paign financial disclosure resignation report as de-
scribed below:

9 Itemized campaign financial disclo-

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

9 Online reports: One of the limited types of
non-itemized reports which can be filed online
(i.e., In-Lieu-Of Statement, if qualified, or No-
Activity Report) at www.elections.state.ny.us
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A No-Activity Report can also be submitted on a
paper CF-18 form. The CF-18 form must be com-

pleted in its entirety with
riodo and ATreasurer Resigna
checked.

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

New York State Board of Elections

Campaign Finance Unit

40 Steuben Street

Albany, NY 12207-2108

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

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

Local Electronic Filers

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

— —+
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Paper Filers with Any Board of Elections

Filers with a local board of elections, or filers with
NYSBOE with an exemption to file on paper, who
submit a paper CF-01 form for resignation pur-
poses must complete the cover page of the CF-01

form in its entirety with
riodo and ATreasurer
checked.

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

Time Period of Transactions
Required on Resignation Reports

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

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

A resignation will not be processed unless all re-
guirements for resignation are met; this includes
the filing of all delinquent reports.
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Resignation Letter Requirements

In addition to submitting a copy of their letter of res-
ignation to any board where a treasurer is required

to file disclosure reports, treasurers of any political

committee must also provide a copy of their letter

oftrelsignatiangqthre @gproprizte comnfittEei chairn g P e

Re s i @afsartor, ibne surheingigidual, dhe appropyate

management of their organization.

Treasurers of a candidateos
must also provide a copy of the letter of resignation
to the candidate.

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

The new treasurer must file amended CF-02, and
CF-03 forms if applicable, within two days of any
changes to information contained therein.

Bank Freeze

Where a treasurer resigns and a new treasurer has
not been designated, NYSBOE will place a bank
freeze on the account until a new treasurer is des-
ignated.




B. Records Transfer and
Retention Upon
Treasurer Resignation

C. Obligation to File Until
Resignation Process
Complete

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

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

These requirements regarding records retention
also apply to candidates as well.

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

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

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

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

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

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

File all
campaign
financial
disclosure
reports due 'l
termination is
approved

Have ending
cash balance of
$0 reflected in
the final
itemized report
and bank
account

Have
no
outstanding
loans
or
liabilities

Submit
CF-18/
CF-01to
NYSBOE and
appropriate
local board(s)

Submit
outstanding
evidence
of
forgiveness/
indebtedness

These graphics are intended to provide an easy-to-understand overview of a portion of campaign financial
disclosure reporting requirements outlined in the following section of this Handbook.
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Inside Part One,

Documents Required to Terminate Filing Obligations
Additional Criteria for Termination

Obligation to File Until Termination Process Complete
Records Retention

Section VIII

A. Documents Required

Termination ends a
paign financial disclosure reports with the appropri-
ate board(s) of elections.

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

Reports and Forms
Electronic Filers with NYSBOE

Electronic filers with NYSBOE must submit by mail
or in person a fully completed paper Termination or
Resignation Request Form (CF-18) when submit-
ting a campaign financial disclosure termination
report as described below:

I Itemized campaign financial disclo-

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

9 Online reports:  One of the limited types of
non-itemized reports which can be filed online
(i.e., In-Lieu-Of Statement, if qualified, or No-
Activity Report) at www.elections.state.ny.us

f il er 6ANo-Adivity Repott can also becsubmitteld en ac a m-

paper CF-18 form.

The CF-18 form must be completed in its entirety
with the
ATermination Reporto boxes
The fully completed CF-18 form must contain an
original signature and be submitted by mail or in

person to:

New York State Board of Elections
Campaign Finance Unit

40 Steuben Street

Albany, NY 12207-2108

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

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

Local Electronic Filers
Local filers who file electronically with city/county
board(s) of elections should contact that board for

any local termination requirements.
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Paper Filers with Any Board of Elections

Filers with a local board of elections, or filers with
NYSBOE with an exemption to file on paper, who
submit a paper CF-01 form for termination pur-
poses must complete the cover page of the CF-01
form in its
riodo and ATermination
The fully completed CF-01 form must contain an
original signature and be submitted by mail or in

person to the applicable board(s) of elections.

Time Period of Transactions
Required on Termination Reports

Any regularly scheduled filing, including election
reports or periodic reports, can be designated as a
termination report. At other times, a filer can submit
an off-cycle campaign financial disclosure report for
termination purposes. This, however, is subject to
the mid-cycle termination restrictions described on
the next page. An off-cycle campaign financial dis-
closure report is defined as a report which does not
correspond to any specific filing period.

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

A termination will not be processed unless all re-
quirements for termination are met, including filing
of all delinquent reports. A termination is not com-
plete until NYSBOE and/or applicable local
board(s) provide approval.

Termination Restrictions on
Constituted Committees

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

In achdltlon to documentation regwred forl._termlna-
.t e a [Pr..cprdl.ade nFEi. T
tion as, previously indicated, in order,to tedmlnate,
?orto Xes ¢checked.
llers must also have:

ng Pe

T

Submitted all previously required campaign
financial disclosure reports;

T

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

All outstanding loans or liabilities repaid or for-
given, including submission of letters of forgive-
ness. Any forgiven loans or liabilities are sub-
ject to applicable contribution limits.

be

When Funds Remain

Before termination can occur when there is money
remaining in the fileros
legally dispersed. To do so, funds can be:

ac

Contributed to a charity recognized by the In-
ternal Revenue Service, but not where the filer
or a member of the fil
charity or has decision making powers therein;

er o

Contributed to a candidate or a political com-
mittee, subject to the r
committeebds receipt | i mi

Transferred between two authorized commit-

tees solely supporting the same candidate; or

to a party or constituted committee where the

filer making the transfer is a candidate or can-

di dateds authorized commi
not subject to a limit;

Refunded on a pro-rated basis to all contribu-
tors.

e
t

Judicial candidates/committees have significant
restrictions on the disbursement of remaining
funds. As such, they should consult the Judicial
Campaign Ethics Center, 888-600-5232 or
www.nycourts.gov/ip/jced.

c

t
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Forgiven Loans or Liabilities

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

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

i Is, in and of itself, greater than the applicable
contribution limit, or -

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

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

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

Mid -Cycle Termination Restrictions

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

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

Filers are required to continue to file all applicable
campaign financial disclosure election reports, as
well as all periodic reports, with NYSBOE and/or
local boards until the termination requirements
have been met and NYSBOE and/or applicable
local board(s) of elections have approved the re-
quest.

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

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

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

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

0S i
fi

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

Treasurers : Every political committee shall have a

treasurer and a depository (bank), and shall cause
the treasurer (active and/or resigned) to keep de-
tailed, bound accounts of all receipts, transfers,
loans, liabilities, contributions and expenditures,

made by the committee, or any of its officers, mem-

bers or agents, acting under its authority or on its
behalf, for a period of five years from the date of
the filing of the final report with respect to the

election or convention to which they pertain.

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

As such, records must be maintained upon ap-
proved termination for the required period of time

outlined herein. (EL 14-118.)

Ways of Disbursing Remaining Funds to Terminate

Contribute to a
charity recognized
by the Internal
Revenue Serviceg
but not where the
filer or a member
2F GKS 7
controls the
charity or has
decision making
powers;or...

... contribute
to a candidate
or a political

committee,
subject
to the
recipient
Ol YRARLI
O2YYAUGG
receipt limit;
or...

...transfer
between two
authorized
committees:

usolely supporting the
same candidate; or

oo a party or
constituted
committee where the
filer making the
transfer is a candidat
2NJ OF yRA

authorized
committee;or...

...refund
on a
pro-rated
basis
to all
contributors

C N
(0p)
Q
ax

These graphics are intended to provide an easy-to-understand overview of a portion of campaign financial

disclosure reporting requirements outlined in this section of this Handbook.
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IX. NON-COMPLIANCE & PENALTIES

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

1 Criminal Penalties for Non-Compliance

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

A. Financial Penalties

NYSBOE or a local board of elections may institute These judgments can occur regardless of whether
a judicial proceeding (i.e., lawsuit) to obtain filing or not the candidate has an authorized committee
compliance as well as a financial penalty, plus with its own separate and distinct disclosure re-
costs and disbursements, for bringing the proceed- quirements, and regardless of whether or not the
ing. The maximum financial penalty obtained in a authorized committee has actually made its filing.
judgment for each individual failure to file by a In addition, the penalty is applicable to each filing
treasurer or candidate is $500. (EL 14-126(1); 14- period in which the candidate has not yet filed his
127.) Interest will accrue on unpaid judgments as or her CF-16 form or campaign financial disclosure
provided by law. report, as the case may be. Additionally, candi-

dates who do not have an authorized committee,
Treasureros Respons.i bqndwlpo{aik,to make their own required filings, will
Penalties for a committee %esSUbjfecétP ﬁ)e[]a}tiees fo{ egch{ilipglthgt iSan?te
personal responsibility of the treasurer. Judgments €
are obtained and entered against the treasurer, not
the committee, or the candidate if the committee is
a candidateods authorized G f@riminakPenaliegsver, the
penalties can be paid for by the committee and
should be reported as an expenditure. (EL 14-118

t he

(1)) In addition to the financial penalties outlined herein,
_ ~ there may be associated criminal penalties for fail-
Candi dateds Responsi bdrekokoinpyy with the requirements of NYS Elec-

When a candidate has individual campaign finan- tion Law relating to campaign financial disclosure

cial disclosure requirements, which may include the reports, as the case may be. Any person who will-
filing of a Candidated6s Ailullyand knpwingly violates afy grovisign oENYmi t -
tee to Make Campaign Financial Disclosures form Election Law pertaining to campaign finance disclo-
(CF-16), the candi diathegpérs f a sureg@rcentripuigon lfmitsimay be guilty of a misde-
sonal responsibility of the candidate, not of any meanor and/or a felony. (EL 14-126(4); Penal Law
committee or treasurer. Such judgments for penal- 210.45.), as the case may be.

ties would be obtained and entered against the
candidate. 45
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Part Two 0
Electronic Filing with NYSBOE

l. Introduction to Electronic Filing

Il. Electronic Filing Software
Reference Guide
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/= New York State Board of Elections CF Downloads Page - Windows Internet Explorer

W | et v electicns.state.iyusfCFDowploads bt

Fle Edt Yiew Favorkes Tooks Help

W 48 2 New York State Board of Eectons CF Dowrloads Page

NEW YORK STATE

Board of Elections

| Fouwed by Goage

Campaign Finance Downloads

Electronic Filing Softwars snd e o240

n Download latestversion 4.0 of the NYSBOE Electronic Filing System (EFS) Software

WINDOWS VISTA mLmnen follow Instructions fa run the &

» Elecironic Filing Software Reference Guide [E 124KE) - 10-page version
 Elecironic Filing Software User Guids (= 2, T05KEB) - 38-page version with screen shots

Note: Filings are accepled via e-mail (efsfiling@elections state.ny.us) or on diskette, CO or DVOD mg:

Database Files in ASCI Delimited Format

Updated data files are uploaded during active filing periods after 4:00 P.M. daily until the filing is

Note: To match the filing data files to Filer Names by filer I0 vou will need to Download the Filer dat;
containing the data file (commcand.asc in ASCH delimited and two texd files. (ilerac.bt contains the

Filers may visit the website www.elections.state.ny.us to download the Electronic Filing System (EFS) Soft-
ware. On the home page, hover over Campaign Finance, and on the dropdown menu, click on downloads.
See the following section of this Handbook for details.
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|. INTRODUCTION TO ELECTRONIC FILING

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

1 Electronic Filing Software Reference Guide

A. EFS Highlights

Candidates or treasurers must submit campaign
financial disclosure reports electronically either by
di skette, CD or DVD; or
Electronic Filing System (EFS) Software.

At this printing, the most recent version is EFS
V4.0. The latest version of the Electronic Filing
Software User Guide is under the Campaign Fi-
nance heading at
www.elections.state.ny.us

The Electronic Filing Software Reference Guide to
using EFS, which immediately follows this section,

b gontaing apedifi¢ instrustionsgn: NYSBOE 6 s

NYSBOEO®Ss
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i Downloading and installing Electronic Filing
System software;

1 Using the EFS program;

11w Greating g raster record;

9 Creating a report/file;

Entering schedule data;

Printing reports;

Saving reports;

Sending/submitting reports to NYSBOE;

Verifying receipt and accuracy of transmitted
reports; and -
I Technical assistance.

= =4 =4 4 =2

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

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



http://www.elections.state.ny.us
mailto:efshelp@elections.state.ny.us

Overview of Electronic Filing

Filer ID# and PIN

Before NYSBOE can accept a campaign financial
disclosure report, a candidate or treasurer must
first register by submitting the appropriate registra-
tion forms. (See fAWho
Fil ed?0 s elanhdbaninfor mbre dethils.)s
The filer will then be assigned a Filer Identification
Number (Filer ID#) and Personal Identification
Number (PIN).

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

Submission of Campaign Financial Dis-
closure Reports

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

I Via mail on diskette, CD or DVD to:

New York State Board of Elections
Campaign Finance Unit

40 Steuben Street

Albany, New York 12207-2108

or-

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

Consult the Electronic Filing Software Reference
Guide, which immediately follows this section, or
the Electronic Filing Software User Guide, at
www.elections.state.ny.us, for specific instructions
on submission of electronic filings to NYSBOE.

Part Two & Electronic Filing with NYSBOE
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Online Filing Options

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

1 In-Lieu-Of Statement;

1 MNoiArtigity Repotdi at Must Be

1 24-Hour Notice; and

1 Notice of Non-Participation in Election(s) by a

Registered PAC, Party or Constituted Commit-
tee
However, the Electronic Filing System (EFS) Soft-
ware cannot be used to create/submit these reports
online. They can only be electronically created and
submitted online at www.elections.state.ny.us

CLICK. (Campaign Finance]

CLICK. (Filing Options]

Select the appropriate report

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

Additional Requirements for Electronic
Filers Resigning/Terminating

The filer must submit a fully completed paper Ter-
mination or Resignation Request Form (CF-18) if
the filerds report is i
resignation report or a termination report as de-
scribed below:

 Anitemized report created using the Electronic
Filing System (EFS) Software, whether filed as
an attachment to an email or filed by mail on
diskette, CD or DVD; or -

I Avreport filed online (i.e., In-Lieu-Of Statement,
if qualified, or No-Activity Report)

The fully completed form must contain an original
signature and be submitted by mail to NYSBOE. A
resignation or termination cannot be requested oth-
erwise or processed without submitting the com-
pleted CF-18. Forms submitted by fax or by an
electronic file attached to an email will be rejected.
A resignation or termination can only be granted by
NYSBOE, and is not effective until so granted.

nt en

(See AResigning as Treasure
i ng Obligati onHaddbopkefar méoreo n i n
details.)

ded


mailto:efsfiling@elections.state.ny.us
http://www.elections.state.ny.us

Ongoing Filing Obligation 1 In order to properly carry forward the ending
cash balance onto the first electronic filing,

Filers are required to continue to file all applicable local filers are required to do a one-time en-
campaign financial disclosure election reports, as try on Schedule G (Transfers-In). To do so,
well as all campaign financial disclosure periodic the following information must be entered on
reports, with NYSBOE and/or local boards until Schedule G:

termination has been requested. Termination must

be requested and processed separately with each Date i Use the cut-off date of this filing as
board where the filer is registered. Termination with the first campaign financial disclosure
one board does not equal termination with another report for NYSBOE (e'f' January 11

board. Additionally, simply cl f%8x5NIthedut-dif'y eefcfr?aﬁuari?a”k

account does not terminate t ha1t5 Zb)éxlpé?iédfaéamﬁaﬁﬂfiha%c‘?af ion t o
continue to file campaign financial disclosure re- disclosure report).

ports with the applicable board(s) of elections until

he or she successfully termif‘r&qgféarf’ype'|(L%@ﬁ/pe'~k&:‘6rﬁrﬁitt%éﬂ”9

as Treasurero or ATerminating §ofel§$uﬂp@rtin8§aﬁé@aﬁd‘idété:).n SO0
section in this Handbook for more details.)

Name 1 Treasurers will list their committee

_ _ _ name. Candidates filing their own report
Important Information for Certain Local Filers will list their name.

For ongoing, existing local filers making a FIRST

electronic filing with NYSBOE, the following infor-

mation addresses how to capture electronically the
filerds previous ending cash

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

bal ance.

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

However, for a local filer whose initial report is be-
ing made both locally and with NYSBOE, the fol-
lowing information does not apply since they will
not have an initial balance to be carried forward
from a previous report.

Active local filers (candidates and/or committees)
filing with a local board of elections, who also be-
come obligated to file electronically with NYSBOE
because they have raised or spent more than

Requesting an Electronic Filing Exemption
Form (CF-19)

$1,000 in 2005, 2006, 2007, 2008 or 2009; or have To request an exemption from filing electroni-

raised or spent or expect to raise or spend more cally with NYSBOE, a filer must complete and

than $1,000 in 2010, must comply with the follow- submit an Application for Electronic Filing Ex-

ing, if they have not already done so: emption (CF-19) form to NYSBOE. The CF-19

must be submitted by mail, on paper with an

9 Initial electronic filing must contain the ending original signature. Forms submitted by fax or by
cash balance of the most recent paper filings an electronic file attached to an email will be
made at the local board of elections Failure to rejected. An exemption can only be granted in
do so will result in the initial filing and all future writing by NYSBOE, and is not effective until so
filings to have incorrect balances. granted.
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Note: Paper reports submitted without an Exemp-
tion formally granted in writing by NYSBOE will be
rejected and returned. This may result in a filer
being subject to a penalty for late filing or non-filing.

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

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

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

It is not the obligation of a treasurer or a candidate
submitting his/her own reports to use personal
funds to provide access to technology (i.e., buying
a computer). Committee funds may be used to pur-
chase a computer. If the committee or the candi-
date, based upon contributions received, has a sig-
nificant cash balance on hand at the time of the
application, they will not meet the substantial hard-
ship criteria. (A low cash balance is not determina-
tive of fsubstanti al
raised or spent by a candidate or committee as
shown in past reports, is the determining factor.)
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9 Afiler does not need Internet access or email
to submit reports electronically. Reports can be
submitted by mail on diskette, CD or DVD.

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

9 An exemption from electronic filing does not
exempt the filer from having to file at all i all
necessary reports are still required to be filed.
The exengptioh, if granted ig anly forsthe dpedi-
fied period of time granted as stated in NYS-
BOE6s written response t
Upon expiration, reports must be submitted
electronically, unless another exemption re-
guest has been submitted and approved.
W a ArdapgidatR®for Elsctrdhi€ Hilihg"EQethptidrs
(CF-19) must be submitted to NYSBOE at least
30 days prior to the filing due date or the expi-
ration date of a previously granted exemption.

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

The amount of money
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E LECTRONIC FILING SOFTWARE REFERENCE GUIDE

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

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

Creating a Campaign Financial Disclosure Report;

Deleting or correcting Transactions Prior to Sending the Report;

Printing and saving such reports;

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

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

Amending a Report.

1. Downloading and Installing Electronic Filing Software (EFS)

To download the most recent version of the EFS:

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

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

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

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

If using a high-speed Internet connection, choose [RUN] to install the EFS program on the C:

drive. When the installation is finished, a shortcut icon (torch on top of a building) called

AEl ectronic Filing Programo wil!/ appear on your Deskt
open your EFS program.

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

During any installation, accept all Default settings (CLICK [NEXT]) whenever prompted. Upon
successful installation, the EFS User Guide (the source document of this Electronic Filing
Software Reference Guide) will open as a PDF document and be available for printing. Please
refer to the EFS User Guide for screen shots and troubleshooting hints.
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2. Begin Using the EFS Program
1. DOUBLE CLICK the [Electronic Filing Program icon] on your Desktop (it looks like a torch on top
of a building)
2. CLICK [BEGIN SESSION]
3. ENTER [your initials]
4. CLICK [OK] or PRESS [ENTER]
The NYSBOE Disclosure Filing Software Version 4.0 screen will now appear.

3. Create a Master Record (completing the gray #AFiler I nformat.

1. CLICK in the [ID Number] field
2. ENTER the [6-character Filer ID Number] that was assigned to you by NYSBOE

(e.g., A12345 or C12345). If you do not have a Filer ID#, STOP!lands ee A Who Must Fille

& What Must Be ofRthe Hendbdok forsmmre tetaits n
3. TAB to [Committee or Candidate Name] field (type in whichever is applicable)
a. For State office, fill in [Office, District and Type] fields;
or -
b. For County office, leave [Office, District and Type] fields BLANK

4. TAB through to [Treasurer information ]

5. ENTER the Treasurer and Depository (bank) information

6 . CL | C-Edit Buitdn) oq theoNavigation Bar (see screen shot below) . This will save your

Master Record.

The Master Record has been saved as a permanent record on your computer and a pop-up box will ap-

pear:

1. ENTER the [8-digit PIN] that was assigned with your Filer ID#

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

1. CLICK [+] button to add a fANew Recordo (

2. To add an additional Committee Record, follow steps 171 6 under fiCreate a
NOTE: Multiple Filer ID#s are stored alpha-numerically.
If after logging out you need to search for a previously created Master Record:

1. Log in again (EFS defaults to the lowest alpha-numeric Filer ID# )

2. Enter PIN for default Filer ID#

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

4. Choose the appropriate [Filer ID#]

5. Enter the [PIN] for that Filer ID#
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4. Creating a Report

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

1.
2.

CLICK [Inventory Maintenance]
CLICK [Add Periods/Schedules] (see screen shot below)

An [Inventory Maintenance] box will appear on the mid-left part of the screen:

3.
4,

© © N o u»

11.
12.

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

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

CLICK [OK]

Tab to the [Filing Period] field

CLICK [downward arrow]

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

TAB to the [Schedule] field

CLICK [downward arrow]

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

CLI CK [ &dit Botten) is the Filing Inventory box to Save. The Schedule should appear in
the Filing Inventory box on the Right

For each schedule needed, repeat steps 11 and 12
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