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C-SMART HELP

LETTERS

You can use C-SMART to generate letters (as PDF or rich text files) and emails to your contributors and
vendors for various reasons. The following are some examples of the types of letters that you may send:

MONETARY CONTRIBUTIONS

¢ Letters to respond to Invalid Matching Claim codes:

¢ Address Verification

¢ Contribution Affirmation

¢ Contribution Drawn on Business Account

¢ Contributor Under Eighteen Years of Age

¢ Missing/Incomplete Residential Information

¢ Reported Contributor Name Does Not Match Backup Document

¢ Missing Employment Information

¢ Thank You

MONETARY CONTRIBUTION REFUNDS (PDF FILES ONLY)

¢ Cash-Over-Hundred Contribution
¢ Over-the-Limit Doing Business

¢ Over-the-Limit Contribution

¢ Prohibited Contribution

¢ Unregistered Political Committee

IN-KIND CONTRIBUTIONS

¢ Missing Employment Information

¢ Thank You

BILLS

¢ Subcontractor



http://www.nyccfb.info/PDF/guidance/imc_codes.pdf
http://www.nyccfb.info/PDF/templates/imc_letter_address_verification.pdf
http://www.nyccfb.info/PDF/templates/imc_letter_contribution_affirmation.pdf
http://www.nyccfb.info/PDF/templates/imc_letter_contribution_drawn_on_business_account.pdf
http://www.nyccfb.info/PDF/templates/imc_letter_contributor_under_18.pdf
http://www.nyccfb.info/PDF/templates/imc_letter_missing_incomplete_residential.pdf
http://www.nyccfb.info/PDF/templates/imc_letter_contributor_does_not_match_backup.pdf
http://www.nyccfb.info/PDF/templates/imc_letter_missing_incomplete_employment.pdf
http://www.nyccfb.info/PDF/templates/imc_letter_missing_incomplete_employment.pdf
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HOW TO PRINT A LETTER

1. Go to the contribution’s Monetary Contribution details page.

» Find the contributor using the Search Name or Transaction ID bar and click on the
contribution’s Transaction ID OR enter it directly into the search bar.

New York City Campaign Finance Board

m - C-S MART . Election Cycle 2021 - Sophia Rosario H Help~ srosari3gg~

Sherman, Cindﬂ

Add Name

: . A Sherman, Cindy -- 7306 Woodside Aven
Transactions Documentation Reports Submission . Y

Transactions Show 10 ¥ |entries
Transaction ID Received Date v Transaction Type Documentation Amount
8481 10/30/2018 Monetary Contribution Refund ($500.00)

— 10/23/2018 Monetary Contribution v $500.00

Showing 1 to 2 of 2 entries Previous Next

OR

New York City Campaign Finance Board

m [ | C-S MART . Election Cycle 2021 - Sophia Rosario 4 Help~ srosar1389~

Add Name

8389-- Monetary Contribution

Transactions Documentation Reports Submission

2. Click Print Letter.

*~ Back to Sherman, Cindy

Monetary Contribution

Transaction ID: 8389 Statement: N/A + Add & Edit —.l!* &2 Send Email

Profile Totals
Name: Sherman, Cindy Employer: NYC DOE O Total Contributions: $0.00 View
Address: 7306 Woodside Ave. Occupation: Teacher Total Matching Amount: 0
Woodside NY 13377 Address: 3501 Union St. Total Cash: 0.00
Boro: Out of City  Individual Flushing NY 11354 otal Cash: 0.

3. Prepare the letter.
» On the window that opens, indicate the folowing:
¢  The type of letter
¢ The signature
*  Type of file

¢ Letterhead margin
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» Click Print to download the letter to your computer.

Print Letter

“Select Type: Select the type of letter you would like to send. ™

IMC - Contribution Affirmation v

Signature: Select the signiture that you would like to add to the letter.

© Candidate @® Treasurer © Committee
Sophia Rosario Alexis Davis Sophia for
Council

Select Output: Select how you would like the letter to be sent.

@ PDFQ Rich Text
S

Enter Letterhead Margin: Select the amount of inches from the top of the page to the page body.

200 (Standard is 2.0)

<
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Important: To modify the letter before sending it, select Rich Text.

10/30/2018

Committee Use Only

Dear Cindy Sherman: Transaction 1D:

| want to take this opportunity to thank you for your contribution to Sophia for Council.

The New York City Campaign Finance Board (CFB) matches contributions received from
individual New York City residents with public funds. In cooperation with the requirements of the
CFB, please confirm the information below regarding your contribution.

I, Cindy Sherman, affirm that | made a contribution to Sophia for Council on 10/23/2018, in the
amount of $500.00 by Check

[ understand that State law requires that a contribution be in my name and be from my
own funds. | hereby affirm that | was not, nor, to my knowledge, was anyone else,
reimbursed in any manner for this contribution; that this contnbution 1s not being made as
a loan; and that this contribution is being made from my personal funds or my personal
account, which has no corporate or business affiliation.

Contributor's Signature Current Date

Please return this letter to the campaign as soon as possible by mail or email:

78-42 Northern Blvd
Jackson Heights, NY 11372

If you have any guestions contact us at — or CSUmail@nyccfb.info.

Thank you again for your support.

Alexis Davis
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HOW TO SEND AN EMAIL

1. Go to the contribution’s Monetary Contribution page.

» Enter the contributor’s name into the Search Name or Transaction ID bar and then click on
the contribution’s Transaction ID OR enter it directly into the search bar.

New York City Campaign Finance Board

m || C-S MART . Election Cycle 2021 - Sophia Rosario HH Help ~ srosar1389~

Sherman, Cmdyl

Add Name

5 5 o Shi Cindy -- 7306 Woodside A
Transactions Documentation Reports Submission erman. tindy oodside Aven

Transactions Show| 10 ¥ entries
Transaction ID Received Date v Transaction Type Documentation Amount
8481 10/30/2018 Monetary Contribution Refund ($500.00)

— 1072312018 Monetary Contribution v $500.00

Showing 1 to 2 of 2 entries Previous - Next

OR

m - C- S MA RT . Election Cycle 2021 - Sophia Rosario EEE Help~ srosar1389~

New York City Campaign Finance Board

Add Name

. A A 8389-- Monetary Contributi
Transactions Documentation Reports Submission onetary Contribution

2. Click Send Email.

*+~ Back to Sherman, Cindy

Monetary Contribution

Transaction ID: 8389 Statement: N/A + Add ( Edit © Delete ai—’r

Profile Totals
Name: Sherman, Cindy Employer: NYC DOE @ Total Contributions: $0.00 View
Address: 7306 Woodside Ave Occupation: Teacher Total Matching Amount: $0
Woodside NY 13377 Address: 3501 Union St. Total Cash: $0.00
Boro: Outof City  Individual Flushing NY 11354 otal Cash: .

3. Generate the email.
» On the window that opens, indicate the folowing:
¢ The recipient’s email address
¢ The type of message
¢ The sending address

¢ The signature
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» Then, click Send to send the email.

Send Email
™~
To: Select the email address you would like to send this to.
® Personal
csumail@nyccfb.info
Select Type: Select the type of email you would like to send.
IMC - Contribution Affirmation v
From: Select the email address the letter will be sent from.
(O Candidate () Treasurer
CsUMail@nyccfb.info candidateservicesunit@yahoo.com
@ Committee () Other
Signature: Select the signature you would like to add to the email.
@ Candidate ) Treasurer ) Committee
Sophia Rosario Alexis Davis Sophia for
Council
. J
-
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Important: You must have an email address saved for the contact.

Tue 10/30/2018 10:28 AM

RS Rosario, Sophia <csmart@nyccfb.info>

IMC - Contribution Affirmation
To NYC Campaign Finance Board
ﬂThis message was sent with High importance,

lﬁ. ContributionAffirmation. pdf
w43 KB

Dear Cindy Sherman:

Thank you for your contribution to Sophia for Council. We truly appreciate your support.

The Mew vork City Campaign Fingnce Board (CFEB) matches contributions received from individual Mew vork City
residents with public funds. In cooperation with the requirements of the CF8, pleass review the attached |etter and
return it to the campaign.

Sincerely,

Sophis Rosario

Press reply to respond directly to the campaign.
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