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Preface

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

What is the Campaign Finance Board?

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

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

What is My Campaign’s Relationship with the CFB?

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

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

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

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

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

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

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

What Does the Campaign Finance Act Require of My Campaign?

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

What is the Campaign Finance Program?

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

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

Should I Join the Program?

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

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

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

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

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

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

How Do I Use This Handbook?

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

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

A COMPLIANCE ALERT — — @ CONTACT US —

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

\::(1 REMINDER —

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

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

though it may not be required.

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

maintain compliance.

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

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

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

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

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

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

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

= a hyperlinked version of this handbook

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

Opening and o
Managing YOur committee.
Committee

The Basics

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

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

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

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

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

What Do I Do First?

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

The Office You Might Seek

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

Picking a Treasurer

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

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

+ submitting disclosure statements to the CFB and State BOE

Chapter 1—Opening and Managing Your Committee 1



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

documentation requirements are very time consuming.

Naming your committee

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

Now you are officially ready to open your committee.

How Do I Open My Committee?

1. Get an Employer Identification Number (EIN)

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

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

2. Register with the Boards of Elections

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

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

+ Committee Authorization Status (Form CF-03)

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

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

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

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

2 Chapter 1—Opening and Managing Your Committee

—A COMPLIANCE ALERT —

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

F:ﬂ REMINDER —

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

—A COMPLIANCE ALERT —

If you have an old committee open,

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

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

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

%

%

&

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

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

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

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

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

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

checking account only.

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

Do not use s[gnﬂture stamps.

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

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

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

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

How Do I Register With the CFB?

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

Submit a Filer Registration

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

— @ CONTACT US —

Contact the Candidate Services

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

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

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

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

by June 10, 2013. Your CSU liaison

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

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

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

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

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

Look for Your CFB Welcome Kit

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

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

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

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

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

+ If your username and password for C-Access

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

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

Attend Mandatory Trainings

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

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

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

Get Organized!

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

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

— A COMPLIANCE ALERT

Set Up Internal Controls

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

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

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

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

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

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

by the candidate or treasurer.

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

Changing Contact or Bank Account Information

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

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

Changing Treasurers

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

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

Notifying the CFB:

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

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

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

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

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

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

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

are filing a disclosure
statement, not in

the middle of a
reporting period,

F:(l REMINDER —

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

6 Chapter 1—Opening and Managing Your Committee

A COMPLIANCE ALERT —

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

the treasurer’s resignation until a new

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

for resignation are met.
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The new treasurer must:

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

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

Terminating Your Candidacy

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

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

—A COMPLIANCE ALERT —

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

Board Rules that occurred while he

or she was the treasurer of record.

—A COMPLIANCE ALERT —

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

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

of the candidate.

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

up to the date of termination.

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

the State BOE grants your termination request.

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

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

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

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

CSU liaison for guidance.
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Chapter 2

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

The Basics

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

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

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

What is a Contribution?

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

Who Can I Take Contributions From?

Individuals

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

F:(X REMINDER —

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

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

every election cycle.

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

Unions — A COMPLIANCE ALERT —

You may accept contributions from unions. Unions are not

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

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

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

receive this type of contribution.
Sole Proprietorships /P

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

Contributions from Minors

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

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

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

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

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

Contributions from minors will not be matched with public funds.

Campaign Vendors/Workers

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

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

Corporation, LLC, LLP, and Partnership Contributors

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

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

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

4+ Ltd. (Limited)

— A COMPLIANCE ALERT —

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

public fund by certified check

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

F:ﬂ REMINDER —

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

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

www.dos.ny.gov.

Nominee Contributors

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

not only prohibited but also illegal.

Anonymous Contributors

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

What Are the Contribution Limits?

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

A COMPLIANCE ALERT —

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

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

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

OFFICE

CONTRIBUTION LIMIT

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

OFFICE

DOING BUSINESS
CONTRIBUTION LIMIT

Mayor, Public Advocate, and Comptroller

$400
Borough President $320
City Council $250

tions will not be matched with public funds.

12
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Example

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

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

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

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

Candidate Contributions

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

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

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

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

How Are Contribution Limits Calculated?

All contribution limits are:

A COMPLIANCE ALERT —;

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

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

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

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

contribution limit for the election cycle.

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

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

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

for the entity?

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

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

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

Example—Aggregated

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

election cycle.
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Example—Affiliated

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

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

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

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

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

The labor organizations contribute from separate bank accounts.

Transfers From Your Other Elections

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

Earmarked Contributions

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

If your campaign receives an earmarked contribution, it must:

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

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

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

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

depos/t in a locked cabinet

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

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

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

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

By Check E

The best way to receive and document contributions is by

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

returned by your bank due to insufficient

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

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

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

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

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

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

By Cash or Money Order

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

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

Example

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

By Credit/Debit Card and Online

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

By Donating Goods or Services (In-Kind Contributions)

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

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

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

Example—Receiving a Discount

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

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

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

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

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

What Information Must My Campaign Collect for Contributions?

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

+ The contributor’s name and home address.

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

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

sign a contribution card. A basic contribution looks like the

following sample. If your contributor is retired,

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

You'll fill this in after you enter

the contribution in C-SMART.

Your committee name goes here.

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

You need this information
for every contribution.

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

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

This section
is required
by law.

CONTRIBUTION CARD

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

Committee Use Only

Transaction ID:

S;W 2013

D Check D Cash D Money Order Amount $

Name

Home Address

City/State/Zip

Optional: Tel. Email

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

Employer

Occupation

Business Address

City/State/Zip

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

Contributor’s Signature Date of Contribution

If a contributor has business dealings with the City as defined in the Campaign
Finance Act, such contributor may contribute only up to $250 for city council,
$320 for borough president and $400 for mayor, comptroller or public advocate.

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

City Agency/Agencies

Name and Address of Doing Business Entity

Business Category (for example, Contracts)

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

“amount” line!

DOING BUSINESS CONTRIBUTION INFORMATION

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

« Areregistered NYC lobbyists.

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

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

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

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

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

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

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

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

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

Include this Doing Business
information on your

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

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

F:(K REMINDER —

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

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

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

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

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

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

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

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

Committee Use Only

IN-KIND CONTRIBUTION FORM Transaction ID:

Nophec 2013

JQ’ommittee Name)

CONTRIBUTOR’S INFORMATION

Name:

Address:

City/State/ Zip:

Employer:

Occupation:

Employer Address:

Employer City/State/Zip:

IN-KIND CONTRIBUTION DETAILS

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

O Expenses Paid Documentation Attached: O Yes O No

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

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

Use this form to
document in-kind
contributions.

Employment
information is also
required for in-kind

contributions.

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

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

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

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

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

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

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

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

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

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

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

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

+ List of all contributions received at the event.

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

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

EventDate: Event Location:

SAMPLE CAMPAIGN EVENT CONTRIBUTIONS LOG

Log Prepared By:

Has all required

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

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

Total Contributions, this page $

Subtotals, this page | Checks $

Cash $

Money Order $

Credit Card $

Number of Items:

GRAND TOTAL $

Intermediaries

An intermediary is an individual or entity who:

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

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

EXCEPTION! The following are not intermediaries:

V2R 2 2 2

(for contributions raised at that fundraiser)

the candidate

full-time campaign staff (paid or volunteer)

postal workers and delivery messengers

fundraising agents retained by your campaign

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

the members of a “host committee” for a campaign-sponsored event
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You must obtain a completed intermediary statement from each intermediary. You must also obtain contribu-
tion documentation as described earlier in this chapter for every intermediated contribution.

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

Committee Use Only
Transaction ID:

INTERMEDIARY STATEMENT

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

Committee Name: kg;ﬂ/ﬁng 2013

Intermediary’s Name:

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

information.

Business Address:

City/State/Zip:

Contributor’'s Name Amount Contributed

-

The intermediary
must list each
contribution.
You will need

documentation

(e.g., contributi