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The law requires every candidate to organize a campaign finance committee and file an Appointment of
Principal Campaign Committee form, which lists who serves on the committee. [§17-5-4]

The committee form must be filed within five (5) days of becoming a candidate. For purposes of the
FCPA, the law defines two ways to become a candidate, the first of either [see 817-5-2(a)(1)]:
1. Reaching the disclosure threshold by either receiving contributions in excess of $1,000 or
making expenditures in excess of $1,000, regardless of office sought.
2. Qualifying as a candidate with a political party or by filing a petition as a minor party or
independent candidate.

Appointment of Principal Campaign Committee forms should be submitted electronically through the
FCPA Reporting System website. Instructions detailing this process are below.

*IF YOU CURRENTLY HAVE AN OPEN CAMPAIGN COMMITTEE (FOR THE OFFICE
YOU ARE SEEKING OR HOLDING) OR PAC IN THE FCPA SYSTEM, YOU DO NOT NEED
TO CREATE ANEW COMMITTEE.




1
REGISTERING YOUR COMMITTEE

There are several quick links provided on the homepage to begin the process of registering a
committee.

First, you can choose one of the large red boxes which describe the type of committee you are
registering: “Candidate Committee Registration” or “Political Action Committee Registration”.

Alternatively, you can choose the “Committee Registration” link on the top right corner of your
screen.

Alabama FCPA SEARCH RESOURCES REPORTS COMMITTEE REGISTRATION e
Registered User Login

\labama Electronic Fair Campaign Practices Act (FCPA) Reporting System

v

CANDIDATE COMMITTEE POLITICAL ACTION COMMITTEE
REGISTRATION REGISTRATION

0 Help with this page

When selecting to register a committee from the Committee Registration button, you will need to
select a committee type.

Select Committee Type

Select type of committee

é Principal Campaign Committee

) Political Action Committee

Next, complete the form using the Principal Campaign Committee (Candidates) or Political
Action Committee (PACs) registration information.




Principal Campaign Committee Registration:

Make sure to select the office, its jurisdiction, party affiliation and district if it applies.
When filling out the address section, remember to use a mailing address.

Full Name of Candidate
N

Address of the Committee

Tvoe of Committee

Next, choose the type of committee you are registering.

Type of Committee
| appaint myself as the sole member of my principal campaign committee.
a | hereby appoint the individuals listed below to act as my principal campaign committee.
If you are appointing others to serve as your committee, you must select at Jeast two members. You may appoint up to five members. One member should be

designated as the chairperson of the committee. A second member should be designated as the treasurer.

Note:

A candidate may either serve as the sole member of his or her principal campaign committee or may
appoint from two to five persons. If a candidate serves as his or her own principal campaign committee,
he or she shall designate a Committee Dissolution Designee, a person responsible for dissolving that
principal campaign committee in the event of death or incapacity. If the designated person is unable to
serve in this capacity at the time of death or incapacity, the principal campaign committee shall be
dissolved by the candidate’s personal representative as appointed by the judge of probate. [§17-5-4(C)]

A candidate may also select a Designated Filing Agent when appointing his or her campaign finance
committee. That agent will be authorized to file all required reports for the candidate during the election
cycle.




After you enter the information for each person you wish to appoint to the committee, click the
red “Add Person” button at the bottom right corner of that section.

rperson, fill out the fields below and click "Add Person.” Only one chairperson may be designated.
Suffix

Middie Name st ame _

City/Town* State® Zip Code®

XOOK-XOOKX Ema

— s =N

Immediately after you click this button, the fields will receive a green check mark on the right
side of the field, indicating the information has been saved to your form. At this time, you can
begin adding the next member’s information in the next title, or if multiple people are serving in
the same role, you can begin entering their information into the same section.

Email addresses are required for all committee members.
The candidate can serve as a member on their own committee, but cannot serve as their own

Committee Dissolution Designee.

]
6 Person has been successfully added.
Name Address City/State/Zip Phone Email Controls
JAME M JANES 2222 MUMBERS, AL 55555 555-555-5555 JAMEJANES@CMAILCOM
Treasurer

To add a treasurer, fill out the fields below and click "Add Person.” Only one treasurer may be designated.

All added members will be listed below their respective section.




After adding all of the committee members, click the red “Submit” button on the bottom right of
the page. If there are any errors, these will be in red at the top of the screen. Make sure to correct
any errors, choosing “Add Person” after editing each section that had errors. Once those sections
are completed, choose the “Submit” button again.

Once the form has been submitted correctly, you will be taken to the “Filing Confirmation” page.

Please see the section, “Filing Confirmation™ for the next step in the registration process.

PAC Registration (Not for Candidates):

For this registration, you’ll need to complete the Statement of Organization information.
Complete all sections of this registration.

Remember to use a mailing address when registering your committee.

Statement of Organization of Political Action Committee

140 Nar
12/31/2019 213 PM |
ta Phone Number *
PAC Type
Ermail* PAC Acronym Date PAC Established Statewide Political Action ...
Duration of PAC Termination Date Purpose of PAC *
Continuing (not short-term)
Short Term (Short-term committees only)
4
Manner in which residual funds will be
disposed *

Choose whether your PAC will be continuing or short-term. If your PAC is short-term, include
the termination date of your PAC.

Duration of PAC* Termination Date
Continuing (not short-term)
O ShortTerm -
12/24/2020

You have the option to give your PAC an acronym for easy call reference.

TMB Pac




Make sure to complete the “Purpose of PAC” and “Manner in which the residual funds will be
disposed” sections.

Purpose of PAC* ; . . .
Hrpose of P Manner in which residual funds will be disposed

for candidates who promote timber
hroughout the state of Alabama and across
the southeast. devastated by weather or other disasters.

Donated to charities focusing on replanting timber in areas in Alabama

You may add “Affiliated Organizations” to your PAC next.

Affiliated Organizations

To add an organization, fill out the field below and click, "Add to List"

When you are done with each organization, choose the red “Add to List” button on the right of
the screen. This will add the information onto your registration.

ADDTO LIST

When the information has been added, a green confirmation message with a check will appear at
the bottom of the “Affiliated Organizations” section.

e Organization has been successfully added.

If information is missing, a red message will appear below the section heading. This message
will indicate the action that needs to be taken in order to complete this section of the registration
process. The box that needs attention will also have a red “x” in the far right corner. Once the

information is entered, choose the red “Add to List” button.
Affiliated Organizations

A zip code is required.
To add an organization, fill out the field below and click, "Add to List"

After you enter the information for each person you wish to appoint into the committee, click the
red “Add Person” at the bottom right corner of that section.




‘rperson, fill out the fields below and click "Add Person.” Only one chairp: may be

see tame Lot eme _

— =n

Immediately after you click this button, the fields will receive a green check mark on the right
side of the field, indicating the information has been saved to your form. At this time, you can
begin adding the next member’s information in the next title, or if multiple people are serving in
the same role, you can begin entering their information into the same section.

Remember, email addresses and valid mailing addresses are required for all committee members.

6 Person has been successfully added.

Name Address City/State/Zip Phone Email Controls

JENNIFER Q DUTTON 1234 OAK PLACE OAKVILLE, AL 36064 205-333-2122 OAKTREES@TREELIFECCM

After you have entered the Chairperson, you have the option to choose the Chairperson as your
Treasurer. By choosing this box, the information will autofill into the Treasurer section and you
will be able to go to the next section, “Designated Filing Agent”. If you have different members
serving as the Chairperson and Treasurer, then do not select this box.

Treasurer —
Designate Chairperson as Treasurer (

To add a treasurer, fill out the fields below and click "Add Person.” Only one treasurer may be designated.

Suffix

F s :::.:‘IE‘ e e _

Address * City/Town* State Zip Code®

Phone *




A Designated Filing Agent is an individual you have authorized to enter data and file reports on
behalf of your committee. Once you have entered this person’s information, choose the red “Add
Person” button directly to the bottom right of that section.

Designated Filing Agent

You may authorize an individual other than the chairperson or treasurer to enter data and file reports on the committee’s behalf.

Suffix

Jhone *

Suffix

After adding all of the committee members, click the red “Submit” button on the bottom right of
the page. If there are any errors, these will be in red at the top of the screen. Make sure to correct
any errors, choosing “Add Person” after editing each section that had errors. Once those sections
are completed, choose the “Submit” button again.




Once the form has been submitted correctly, you will be taken to the “Filing Confirmation” page.
Please see the section, “Filing Confirmation” for the next step in the registration process.

e m

FILING CONFIRMATION (For PACS & Candidates):

Once the form has been submitted correctly, you will be taken to the “Filing Confirmation” page.
This screen should say “Your registration has been submitted.”
Make sure the pop-up blocker is TURNED OFF for this site prior to the next step.

Choose the link to view and print the form. Once the document opens, check to make sure all of
the information necessary has been included and is correct.

Filing Confirmation

V20191123 UAT

@ Help with this page

Your registration has been submitted.

You are required to print, sign, and mail this completed form
to the Elections Division before your account will be activated.

BEFORE VIEWING THIS FILING, be sure your pop up blocker is turned OFF for this site.

** Click here to view and print a copy of this filing ™ <

Mail signed and completed form to:
Elections Division
Alabama Secretary of State
P.O. Box 5616
Montgomery, AL 36103-5616

An email will be sent notifying you when your registration has been processed.
* IMPORTANT **

If you have a report due within 5 days of submitting this registration, please contact the Elections Division at 1-800-274-8683,
Monday-Friday, 8am - 5pm to have your account activated immediately:




The completed electronic registration form includes a date and time stamp on the top right corner
that indicates when your document was submitted. This is the date used to determine the official
filing date.

THIS AREA FOR OFFICIAL USE ONLY

Check over the completed registration form. If this information is not correct, you will need to
create a new form, making sure to accurately re-enter the information and complete the process
up to this step again.

If the information is correct, you can now print this form. To print the form, hover your cursor in
the top right corner of the task bar at the top of the document pop-up window. Choose the printer
icon.

RPT_CF_FILE_002

"’.?*”}““‘A“" \\ FAIR CAMPAIGN PRACTICES ACT THIS AREA FOR OFFICIAL USE ONLY
Ko

Statement of Organization
of Political Action Committee

This statement establishes the following political action
committee:
This form is due within ten (10) days of raising

Please print in ink or type. Email address s required or spending $1,000.00

Ful Name of the Committoe

Emal Accress of the Commitiee {required )

THE PEOPLE FOR MONTGOMERY PEOPLEFORMONT@GMAIL.COM Type of Committee (check one)
Accress of the Committee (street of post office box) Statewide political action committee
2222 TWRE TOWN D [ County political action committee
Cay State 2P Coce

TWINSVILLE AL 55555

:;:;“;:;;5 ::'m e e Duration of Committee (check one)

Date Poltical Commitice estabished Continuing {non short term)
December 31, 2019 D Short term - Termination Date:

Describe, as concisely 36 possible, Pe purpase of fis commizee and, If applicatle, the isentiication of aft ied or connected organizations [pursuant to Code of Alatamg 1975 §17-55(b)(2)43)] (¢
adational space is necessary, please use back of form or atach pages)

PEOPLE WHO LOVE MONTGOMERY

Pioase describe the manner in which resicual Ands wil be disposed in the event of disolison of the poliscal commities [purssant 1o Code of Algtamg 1975 §17-5-5)(B) | (If acdmonal space 5
necessary, piease Lse back of form of attach pages)

DONATE TO SCHOOLS

Identify this Committee’s Chairperson and Treasurer:
Ta idantifv nthar nrinrinal nfficars nf tha nalitical action or tn Cnde nf A 1078 817-5.8(hV5) includina mamhars nf anv

Close Document '

-

Once you have printed the document, choose the grey close document tab in the top corner of the
document pop-up window.

Note: Save the document for your records.

IMPORTANT: Make sure that you print, sign, and mail this form.

10




For Candidates:

Sy " FAIR CAMPAIGN PRACTICES ACT THIS AREA FOR OFFICIAL USE ONLY
| STATE OF ALABAMA

Appointment of
Principal Campaign Committee

T 2 i g { ol
Pl o Bk e . Ranell icidieas 3 irod. his foem i due within five (5) calencar days of

reaching the threshold amount, or within five (5)

PR Nams of Corxidate E-ml Adcrmes of Cancidaie (requeed) caens;;d s d.qua!fylng m;h(: political party, or
JANE O DOE JANEDOEGEMAILS COM zg‘;‘e%:; Aot "’;";ﬁ‘:g potere. g peliion s an
Office Sought frciude dialeet or croel nemter. f spphcabie | Potecel Pary ) Babo! AMSaton

CRCUIT CLERK, AUTAUGA COUNTY Independent Type of Committee (check one)

Addsas of s Cossriies fivant or past ofics bes) | appont myself as the sole member of my
2222 FAKE NAME WAY principal campaign commitiee

Crty St IV Coce Tewphors Nurter

I hereby appoint the indnicuals listed below to
WETUMPKA AL A5865 (222) 222.2222 act as my principal campaign commtiee

¥ you Are 3pPAINting others 10 SEMVe as your CommItiee, you Must Seiect at least two members. You May appoint up 1o five members. One member
should be designaed as the chairperson of the commitee. A second member shoud be designated as the treasurer. Please dearty piint their names and
acdresses in he spaces below. Each appoimes must sign his or her name

Candidates who choose 10 be the sole member of thair principal CamEaign comminee Must choose a designee 1 dissolve the commitee due to the
possbiity of death of ncapackation of the candidate

Full Narw Ermad Addreas peceed F ot Newre Lrml Adcress pegured)|
CommlttCC Address (stwet or pood o¥ce o Adchens (wiveet or post ofice boa) Commlttee
Member Member
S|gns Here cy “lem 2P Code Coy P 2P Cose Slgns Here

?*-“" Sigrusae of Azphcant /

Committee Member

Full Narw Emad At pecuaed Pl Newre Crml Adcress Pegured)|
Committee
- Addeess [sbwet or poad ofce boa Ackirens (vireet or post office boa)
Committee Member
Member Gy lalw P Coce Cry Stae AP Cose Slgns Here
Signs Here
g — ":-d.; =t Aggtoart Sigume of Azphcat g
Committee Member Committee Dissolution Desic
Full Narw Ermad Adchena Pegesed) Pl Nowrm Ll Acdrem (ecures)
JOMN DOE JOHNDOEGZEMAILS.COM Comm Ittee
Addivens (sbwel or podd o¥ce Do i Ackiress [s¥eet or poat offce boa)
Committee 2222 FAKE NAME WAY Member
IMember iy “am 2P Cade Coy Stee 2P Code Slgns Here
Signs Here WETUMPKA AL 55855 —t
Cagmat.re ot Asphcart S of Azphcat Candidate
> Signs

Where to file this form... As required by the Alabama Fak Campaign Act, | heretry swear or affvm o H ere
After al individuals Ssted on this form have signed, please mad the best of my knowledge and bele! that he informasion comained heren &
anginal cocument 10 the oliowing address: tree and cormect

10672020 I
ate

Office of the Secretary of State
Elections Division
P.O Bax 5616 gnanire of elecied ONCA OF CAnGKGane

Monigomery, AL 36103

0
0

romsanevesEDs 20 017

All committee members and/or the candidate’s Dissolution Designee must also sign the
document prior to mailing. Your registration form will not be accepted unless the original,

11




signed, printed copy of the form, with the electronic date and time stamp in the top corner is
received. The candidate must sign the form below the other committee sections, “Signature of
elected official or candidate”.

You must have all of the committee members and the candidate sign the original printed form,
and mail to the address listed. Photocopies, unsigned forms, incomplete forms, and faxed copies
will not be accepted.

For PACS:

L N 1 - ] L L
Az required by the Alabama Fair Campaign Practices Act, | hereby
swear or affirm to the best of my knowledge and belief that the 1201772018
information contained herein is true and comrect. Tignature of Chairpersan of reasunet of polbcal commites Date

For PACS, the chairperson or treasurer must sign the document prior to mailing. The
registration form will not be accepted unless the original, signed, printed copy of the form, with
the electronic date and time stamp in the top corner is received. The signature section is below
the committee member identification boxes, labeled “Signature of chairperson or treasurer of
political committee”.

You must have one of these committee members sign the original printed form, and mail to the
address listed. Photocopies, unsigned forms, incomplete forms, and faxed copies will not be
accepted.

Mailing the Form:
Where to file this form...
After all individuals Ested on this form have signed, please mail
onginal document to the following address
Office of the Secretary of State
Elections Division

P.0.Box5616
Montgomery, AL 36103

Once the form has every committee member’s signature, it can be mailed in.
Please do not turn in a handwritten copy of this form. It will not be accepted.
Please do not turn in an unsigned copy of the form. It will not be accepted.

Please do not turn in a photocopy of the signed form. It will not be accepted.

Mail signed and completed form to:
Elections Division
Alabama Secretary of State
P.O. Box 5616
Montgomery, AL 36103-5616

Once received and accepted, the system will send you an email notification that your registration
has been processed.

Emergency Activation: If your committee has reached the disclosure threshold by either

receiving contributions in excess of $1,000 or making expenditures in excess of $1,000,
regardless of office sought, and you have a report due within 5 days of submitting this

12




registration, please contact the Elections Division at 1-800-274-8683, Monday-Friday, 8am-
5pm to have your account activated immediately, as noted.

Note: Make sure that the computer reporting will be completed on has Adobe Acrobat Reader. You can
use the links at the bottom of the screen to download it free at this time. This software is required to view
the reporting forms that will be used throughout the reporting process.

After reviewing all of the information, links, and information regarding the necessary
downloads, select the red “FINISHED” button at the bottom of your screen.

13




.
COMMITTEE OVERVIEW

The Overview page is a summary of your committee’s transactions. It shows transactions that are
pending and balances. It also shows your scheduled filings in the Reports Due at the bottom of
the page. The purpose of this page is to give you a snapshot of your FCPA account. You will
need to click on Transactions to add items for your reports.

BIElian) ReNSACTIONS-  FILERESORTS  ADMINISTRE PUBLIC STEHOME  PUBLIC SEARC CESOURCES.  COMAITTEE BECISTRATION

Committee Overview Based on Calendar Year

v 20TSTE S AT

[

Need 1t begin filing reparts that are not shown in the Reports Dus list below?  Click hare

Account Status

Transaction Histony

Transaction Type

Election Cycle
Total Filed To Date:

Reports Due

14




M.
TRANSACTIONS

To add a contribution transaction you will first need to click on the TRANSACTIONS
drop down list i

€ Central... [[J] Search Results [M Suggested Sites v &1505 FCPA &7 User Login /

TRANSACTIONS (\LEPEDORTS ADMINISTRATION

Contributions / InKind
Dverview Other Receipts

Expenditures

Transaction Search

$0.00 $0.00 $0.00

In-Kind Contributions Other Receipts Expenditures

E PAYNE on behalf of JANE JONES [GOVERNOR]

My Admin Homepage

Then, choose “Contributions/In-Kind” from the dropdown list of choices.

& Central... [{J] Search Results [ Suggested Sites v 7 50SFCPA 2] User Login

OVERVIEW TRANSACTIONS = FILE REPORTS ADMINISTRATION

Contributions / InKind
Dverview Other Receipts

Expenditures

Transaction Search

$0.00 $0.00 $0.00

In-Kind Contributions Other Receipts Expenditures

E PAYNE on behalf of JANE JONES [GOVERNOR]

My Admin Homepage

15




Next, look to the right of the screen for the red “ADD” button, under the Contribution
History heading.

l_. [EJ Seach Resuts [ Suagested Sies = 3] 505FCH

overview [RELUEESICIEREN [ £ REPORTS  ADMINISTRATION  PUBLICSITEHOME — PUBLICSEARCH=  RESOURCES ™

Contribution History

This is a list of the 500 most recent contributions that have been added or updated
Mew contributions may be added by clicking the ADD button

If you wish to view or update prio ns, click the FIND button.

You may also use the Search tab located in the above navigation menu for ad

Click here for information about Offset Records

There are currently no recent contributions

Contributor Maintenance

By entering the Contributor Maintenance area, you will have the ability to search for a contributor and make any necessary changes to the information that is stored about the selected

You will then need to choose your Contribution Type:
- Did you receive cash or a check contribution from a contributor cumulative of over
$100?
o Then you will choose Cash (Itemized) from the dropdown list

Contribution

Contribution Type

Cash (Itemized)

- Did you receive a check or cash contribution from a contributor cumulative of $100
or less?
o Then you may choose Cash (Non-Itemized) from the dropdown list

Contribution

Contribution Type
Contribution Dat

Cash (Non-ltemized)

External Reference ID [for ED/ users only]
Lock Contrib

16




- Did you pay for something for your campaign out of your personal account (checking
account or credit card) or did someone buy goods or donate services to your
campaign?

o Then you will choose In-Kind (Itemized) if it is cumulative of over $100
spent/donated

Contribution

Contribution Type
Contribution Date

In-Kind (Itemized)

External Reference ID [for EDI users only]
Lock ContribL

Nature of Contribution

Administrative

- You may choose In-Kind (Non-Itemized) if it is cumulative of $100 or less
spent/donated

Contribution

Contribution Type

Co
In-Kind (Non-Itemized) v

External Reference ID [for EDI users onlyj

Nature of Contribution

- Once you have chosen your contribution type, you will input the date, contribution
amount, & Contributor Information (if transaction is itemized). (Remember Account/Reference
Number is optional.)

- After choosing the “Save” button, a green message should be displayed that reads
“Contribution has been successfully recorded. The transaction has been successfully saved but
not filed on a report. When you are ready to file your report, click on the “File Reports” tab.”

Change My PIN

? C ibution has been y recorded. This ion has been lly saved but not filed on a report. When you are ready to file your report, click on the "File Reports" tab.

RETURN ADD ANOTHER CONTRIBUTION FILE NEXT REPORT GO TO OTHER RECEIPTS GO TO EXPENDITURES

17




Optional Information:
If you received a contribution that you need to return to the contributor that was never deposited
into your campaign bank account you may mark the contribution as a return:
- Find the contribution in the Contribution History and select Update on the end of the
line of the contribution.

Contribution History

This is a list of the 500 most recent contributions that have been added or updated.

New contributions may be added by clicking the ADD button.

If you wish to view or update prior contributions, click the FIND button.

You may also use the Search tab located in the above navigation menu for advanced searching.

Click here for information about Offset Records

Contributor Contributor  Contribution  Receipt Amount  Filed Offset Amended

Type Type Date Date
DRCHARLES | idual Cash 12/16/2019 $15000 121720018 No No Update Delete
HAWIER (Itemized)

- Once you click update you can check the box that says “Check the box to mark this
item as a “Return”.

Contribution

Contribution Type Contribution Date fex.

. olo1/2013F
Cash (ltemized) . ==
12/16/2019

External Reference 1D [for
ED{ users only]

Check the box to mark this item as a "Return” About Returns

Contributor Information

- Click SAVE

18




b. Other Receipts:

Receipts from other sources are usually funds received through interest payments on a
political committee bank account, loans made to the committee or refunds. Examples of
the types of items to file under “Other Receipts” are listed below:

- Loans (from candidate or other entity)

- Interest on bank account balance

- Refund for something purchased by a committee

To begin entering transactions into the “Other Receipts” section, first you will need to choose

“Other Receipts” from the drop down list under the “TRANSACTIONS” heading at the top of
your screen.

OVERVIEW RIREWNAGIONISRg FILE

Contributions / InKind

Other Receipis (

Expenditures

Transaction Search

- To add a new transaction of this type, click the red “Add” button that is in the lower
right hand corner.

Other Receipts Tab Quick Reference Guide

Receipt History

This is a list of the 500 most recent receipts that have been added or updated.

New receipts may be added by clicking the ADD button.

If you wish to view or update prior receipts, click the FIND button.

You may also use the Search tab located in the above navigation menu for advanced searching.

Click here for information about Offset Records

There are currently no recent receipts

Receipt Source Maintenance

By entering the Receipt Source Maintenance area, you will have the ability to search for and make any necessary changes to the
infarmatinn stared

19




To find a receipt, choose the red “Find” button in the lower right hand corner of your
screen. -
[ ]

Other Receipts Tab Quick Reference Guide

Receipt History

This is a list of the 500 most recent receipts that have been added or updated.

New receipts may be added by clicking the ADD button.

If you wish to view or update prior receipts, click the FIND button.

You may also use the Search tab located in the above navigation menu for advanced searching.

Click here for information about Offset Records

There are currently no recent receipts

Receipt Source Maintenance

By entering the Receipt Source Maintenance area, you will have the ability to search for and make any necessary changes to the
infarmatinn etnrad

Adding a Receipt:
o Next, you’ll enter the transaction information.
o Choose the type that best fits the transaction you are entering.

Receipt

Receipt Type

Interest Receipt Date [ex. OL01/2013]
Loan

Other
(ltemized)

Lock

Other (Non- .
Itemized) celpt

Type:
L]

20




o Choose the receipt date. This is the date the transaction was made or received.

Enter the transaction amount.

o If you will be using Account or Reference Information for this transaction,
you have the option to do so in the additional box “Account/Reference
Number” box.

o If you choose “Loan”, additional blank fields will appear for the Guarantors or
Endorsers of this Loan. If there are none, then you will not have to input the
information into the fields.

o If you are giving your campaign account a personal loan, leave the
List of Endorsers or Guarantors of this Loan part blank.

o Next, complete the information requested for “Source of Receipt”. This

section will need to be completed for each transaction.

(@]

Receipt

Receipt Type

Interest Receipt Date [ex. O1/01/2013] Receipt Amount

Loan

Cther 1ce D ffor
(Itemized)

m

Lock Receipt Info

Other (Non- i
Itemized) ceipt

Type:

Individual

Prefix

T
Ll
I
T
il

Suffix

Lock Receipt Source Info

21




o Next, complete the information requested for “Source of Receipt”. This
section will need to be completed for each transaction.

o Use the drop down box to choose the description that best matches this
receipts source.

ndividua

Source of Receipt

Type:

Prefix

n
D
T

Suffix

b

o
@
R

Lock Receipt Source Info

m CLEAR RECEIPT SOURCE
meE “

If you know that you will have several transactions in this section that you will be
completing with all of the same information, you can choose the “Lock Receipt Info”
box. This will hold the same information in this section after you submit the
transaction, so that you will not have to continue to re-enter the information.

Source of Receipt

Type:

Individual

Prefix

n
D
®

Suffix

AL Zip

™K Receipt Source Info

m CLEAR RECEIPT SOURCE
e “
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If a change in the information is necessary, you can choose to change this information
at that time.

Source of Receipt
If a change to the receipt source is required, select the type of change, and click Proceed with Receipt Source Change

The update option is disabled for receipt sources that are registered committees.

Add or select a different receipt source
Update the information about this receipt source

If the information was locked, you will have the option to Add or Select a new receipt source or
to update the information for your receipt source. Choose the option that best fits this receipt.
Choose the updated or new “Source” type for your receipt.

Source of Receipt

Type:
Individual .
Prefix

L}
i
=k

i)
=

Enter the information for the completion of your receipt source.
- To clear the information and start again, choose “Clear Receipt Source”.
- To search within your “Other Receipts” choose the “Search” button.

m CLEAR RECEIPT SOURCE

Once all of the requested information is entered and you have completed the information and are
ready to proceed, choose the red “Save” button at the bottom right hand corner of your screen.

Receipt has been successfully recorded. This transaction has been successfully saved but not filed on a report. When you are ready to file your report, click on the "File Reports™ tab. |

Once your information has been correctly submitted, the system will give you a green success
message.
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- Toadd an expenditure, you must click on the TRANSACTIONS drop down list and
choose Expenditures

OVERVIEW TRANSACTIONS FILE REPORTS

Contributions / InKind

Other Receipts
Expenditures

Transaction Search

$0.00

- Click the word “ADD” located under Expenditure History

Expenditure History

This is a list of the 500 most recent expenditures that have been added or updated.

New expenditures may be added by clicking the ADD button.

If you wish to view or update prior expenditures, click the F/ND button.

You may also use the Searchtab located in the above navigation menu for advanced searching.

Click here for information about Offset Records

There are currently no recent expenditures.

Payee Maintenance

- Choose your Expenditure type and purpose from the dropdown list.

Expenditure

Expenditure Type Purpose

Item\zed Charitable Contribution Expenditure Date

Account/Reference Number

Explanation - Other Purpose

Lock Expenditure Info
External Referenc

Payee

Payee Type

- Fill out the Expenditure Date, Expenditure Amount, & give an Explanation if
necessary. (The Account/Reference Number portion is optional.)
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- In the event your Expenditure is Itemized you will need to provide Payee information.
Make sure you click on the Payee type. The payee is to whom the money is paid.

Account/Reference Number
Account/Reference Number

Individual Lock Expenditure Info
Group/Business/Corporatio

Lending Institution

Payee Other

Payee Type < >
Individual - Individual o

Prefix Prefix

First Name M

Suffix

- Then you will fill out the rest of the information: prefix, name, suffix, and address.
Click the SAVE button.

Payee Type

Group/Business/Corps.

Name

Big Brothers Big Sisters

M Bell Cove Curve Montgomery AL 36106

Lock Payee Info

SHEARPAYEE
caes m
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- Line of Credit Expenditures:
o Inthe event you pay for your campaign items with a campaign credit card,
you will need to choose Line of Credit (either Itemized or Non-ltemized).
o Line of Credit expenditures do not affect your balance.
Expenditure Entry

Expenditure

Expenditure Type Purpose

Itemized Select Type . Expenditure Date [ex 01012013F
Mon-ltemized

Itemnized Line of Credit
Expenditure

Mon-ltemized Line of Credit
Expenditure

Lock Expenditure Infa

External Reference ID [for EDI users only]

Payee

Payee Type

Individual

Prefix

_ Pt tame : Last Mame

-For future expenditures you can utilize the “Search” button. Click Search to find previous payee
information.

AL Zip

CANCEL
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- Click on the underlined payee’s name you wish to choose.

rFayce

Payee Type

Group/Business,

State

Lock Payee Info

Search Results

Payee Name Address City,State Zip

BIG BROTHERS BIC SISTERS 1M BELL COVE CURVE MONTGOMERY, AL 36106

- Click SAVE

Account/Reference Number

Explanation - Other Purpose

ock Expenditure Info

Address Address2

CityfstateZip
MONTGOMERY, AL 36106

Lock Payee Info.

CLEAR PAYEE

- To delete a transaction, click DELETE on that transaction’s line

1 may also use the Search tab located in the above navigation menu for advanced searching.

:k here for information about Offset Records

Expenditure Expenditure  Amount Purpose Filed Offset Amended
Type Date Date

Iltemized -
1G
MONEY
ROTHERS . R Charitable
c Group/Business/Corporation  TOWARDS 2/18/2019 $1,600.00 Contributi No No Update  Delete
ontripution
MENTORSHIP
STERS
PROGRAMS

iyee Maintenance
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- If you need to make any changes to your transaction, click the underlined UPDATE
button.

Expenditure History

This is a list of the 500most recent expenditures that have been added or updated.

New expenditures may be added by clicking the ADD button.

If you wish to view or update prior expenditures, click the FINDbutton.

You may also use the Search tab located in the above navigation menu for advanced searching.

ere for information abo

Expenditure Expenditure Amount Purpose Offset Amended

Payee Maintenance
By entering the Payee Maintenance area, you will have the ability to search for a payee and make any necessary changes to the information that is stored about the selected payee.

d. Transaction Search:

You may use this function to search for specific transactions.
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V.
HOW TO FILE REPORTS/
OPT INTO A FILING CALENDAR

- Click on the FILE REPORTS tab at the top of page.
W @ Alabama FCPA I:-'.-:-':T OMS~  FILEREPORTS ADMINISTRATION PUBLICSITEHOME PUBLIC SEARCH~ RESOURCES = COMMITTEE REGISTRA

Committee Overview Based on Calendar Year

$0.00

$0.00 $0.00 $150.00

$150.00 $0.00

Total Amount
Bank Accour

Line of Credit
Expenditures
[Not included in
total bank account

Cash
Contributions

In-Kind
Contributions

Other Receipts Expenditures

Mot included in

total bank account

amount)
amount)

- Then click “Click here” beside the “Need to begin filing reports that are not shown in
the Reports Due List below?”

‘ . -é*.|-.2|135|_‘f-‘§ F::F'—* OVERWIEW TRANSACT :‘-.E' ADMIMISTRATION FUBLICSITEHOME PUBLIC SEARCH~ RESOURCES+ COMMITTEE RE

Filing Administration

v 201919

Need to begin filing reports that are not shown in the Reports Due list below? Click here

Filing History
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Click on the underlined link that best represents the filing schedule you need. If you
are a candidate or PAC that has reached your threshold of raising or spending over
$1,000 for a particular Campaign Cycle. You will need to opt into a Monthly/Weekly
Filing schedule.

Need to begin filing reports that are not shown in the Reports Due list below? Click here

If you are, or represent, a candidate who has met the threshold for filing disclosure reports,
- OR -
If yvou represent a PAC that plans to participate in an election,

Click here to have a monthlyfweekly filing schedule aSSigNet @ ———

If you are, or represent, a candidate or PAC that is required to file daily reports,
Click here to have daily reports added to your schedule

If you are an elected official that needs to file an annual report,
Click here to have annual reports added to your schedule

If you have not reached the filing threshold,
Click here if you wish to file 8 Waiver Report

If you are not participating in the primary election,
Click here to remove primary election weekly reports from your schedule

Fair Campaign Practices Act

The Fair Campaign Practices Act requires that, in any reporting pericd, a candidate or committee is required tc
filing campaign finance reports according to the FCPA Filing Calendar once the following thresholds for raisin

spending money have been met.

» 51,000 - Political Action Committees

s $1,000 - Candidates for state office

s 51,000 - Candidates for State Senate

s 51,000 - Candidates for State House of Representatives
s $1,000 - Candidates for district or circuit offices

* $1,000 - Candidates for local offices

30




- For Assigning a Monthly/Weekly Filing Schedule:
o Select which election you are participating in by clicking the dropdown box.

Assign Monthly/Weekly Filing Schedule

Indicate the election and the first date for which there is f
have the required reports added to your schedule.

cial activity that needs to be reported. Click Assign Schedule to

Participating in Election

Select Election.

2020 MUNICIPAL
ELECTION
o % your committee is participating from the "Participating in Election™ drop down box. Next,
2020 ELECTION

by clicking on the corresponding button below the drop down box.
2019 TOWN OF TRIANA
REFERENDUM

© Primary and Ceneral
General Only (For
Independent and Minor

Party Candidates)

Runoff
Need to report activity as of Enter the date on which
this date:

you met the filing

requirement threshold

o Then you will choose whether you are participating in:
= Primary and General
= or General Only (For Independent and Minor Party Candidates)
= or Runoff
o The date that you reached your $1,000 threshold is the date that you’ll choose
to begin reporting. Input that date into the “Need to report activity as of this
date” section.
o Then Click “Assign Schedule”.

Note: If you are participating in a runoff election, you will also need to opt into the
runoff calendar.
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Assign Monthly/Weekly Filing Schedule

Indicate the election and the first date for which there is financial activity that needs to be reported. Click Assign Schedule to
have the required reports added to your schedule,

Participating in Election

2020 ELECTION -

1

Select the election in which your committee is participating from the "Participating in Efection™ drop down box. Next,

select the type of election by clicking on the corres; ling button below the drop down box.

© Primary and General
General Only (For
Independent and Minor
Party Candidates)

Need to report activity as of Enter the date on which 3
this dat=: you met the filin:
01/03/2020
threshold
- To view your newly assigned Schedule of Reports, select “FILE REPORTS” at the
top of the page.
- FILING YOUR REPORT
o Click the “File Reports” tab at the top of the screen

‘ Ala o FCPRPA OVERVIEW |y ACT - H TTE

Committee Overview Based on Calendar Year

$150.00 $0.00 $0.00 $0.00 $0.00 $150.00

Cash
Contributions

In-Kind
Contributions

Other Receipts Line of Credit
Expenditures
[Not included in

total bank account

Total Amount
Bank Accour

Expenditures

Not included in
total bank account amount)
amount)

o Look under the “Reports Due” section for upcoming deadlines
o Click on the underlined red “View/File” link to view and file your report
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Appointment of Principal Campaign

Committee

Reports Due

Election

1212/2019
08386 AM

Filed

Period Begin Period End Due Date

Status

Action

w
3
=]
@
[ls)
ul

n Finance Report -
Campaign Finance Report -
Campaign Finance Report -
Campaign Finance Report -

Campaign Finance Report -

Campaign Finance Report -

Monthly

Weekly

Weekly

Weekly

Weekly

Monthly

2020 ELECTION

Primary - 2020 ELECTION

Primary - 2020 ELECTION

Primary - 2020 ELECTION

Primary - 2020 ELECTICN

2020 ELECTION

11/2020 1/31/2020 2/4/2020
2/1/2020 2/7/2020 2ho/2020
2/8/2020 214/2020 2182020
215/2020 2/21/2020 2/24/2020
2/22/2020 2/28/2020 3/2/2020
3N/2020 3/31/2020 4{2/2020

Not

Filed

t Filed

t Filed

t Filed

t Filed

T Filed

View/File

After choosing “View/File”, add a Beginning Balance of ($0.00) if it’s your first report and you
started with $0.00 at the beginning of the Election Cycle.
- If all transactions for the month are in the system, then you will click on “FILE”.
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You will get a confirmation at the end.

Filing Confirmation

Your filing has been successfully submitted
To view click the link below.

- Things to Note:

o Your FCPA Report pulls information from the transactions tabs and places
them on the actual report.

o Once you have reached the filing threshold (raised or spent over $1,000) and
begin filing, you are required to file from that point forward, regardless of
whether you have raised or spent any money.

o Saved transactions are not public until you file a report.
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V.

ADMINISTRATION/UPDATING REGISTRATION

* Click on the “Administration” tab at the top of the page
* Click on “Update Registration”
*  This will bring up your Committee’s Form.

* Make the necessary changes and click Submit.

*  You will not need to file a paper copy of this form to the Secretary of State’s
Office.
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Vi

DISSOLUTION &.TERMINATION
Click the “File Reports” tab

®): Alabama FCPA OVERVIEW TRANSACTIONS~  FILE REPORTS  AD}

Committee Overview

$0.00 $0.00 $0.00 $0.00

Cash Contributions In-Kind Contributions Other Receipts Expenditures

- Find “Statement of Dissolution for Elected Officials, Candidates, and PAC’s” under
the Supplemental Forms

Campaign Finance Report - Monthly 2020 ELECTION 7hf2020 7/31/2020 8/4/2020 Not Filed
1 2 10 v items per page
Supplemental Forms
Form Information Action
What is This? Submit

Waiver Of Repert for Candidates (Optional Report)

> of Dissolution for Elected Officials, Candidates and PAC's What is This? Submit b

Opt out of Primary Election Weekly Reporting What is This?

How to Terminate your Committee

In order to view the reporting forms, you will need to have Adobe Acrobat Reader loaded on your computer.

You can download it for free by clicking on the Get Acrobat Reader image below.

- Click “Submit”

-Next, you will need to follow the TWO step process of dissolving and terminating your account.
- Enter your committee’s Dissolution Date
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Statement of Dissolution

E on behalf of JANE JONES [GOVERNOR]

Submit Statement of Dissolution
Dissolution Date /
01/03/2020

Step 10f 2

My Admin Homepage

v 20191119.3 UAT
Last Login: Jan 3 2020 T:43AM

Change My PIN

© Help with this page

Note: If you have had any activity since the last report filed, you are responsible for filing the requisite Annual Report covering the fgst year of activity.

As Required by the Alabama Fair Campaign Practices Act, by clicking Submit, I hearby swear, or affirm, to the best of my knowledge and bellef ghat this Statement of

Dissoultion is true and correct.

Then click “Continue to Termination Report”

CANCEL CONTINUE TO TERMINATION REPORT

- You should only dissolve your committee if you have a $0.00 balance. Please
check your balance by scrolling to the bottom of the page before clicking

“FILE”.
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‘Section I - Summery of y for entire reparting yeer - January 1 through December 31

nons - [
REPORTS

You must follow the two step process in order to dissolve and terminate your account.

You will get a confirmation that the filing has been successfully submitted. You can click

“FINISHED”.

Your filing has been successfully submitted.
To view click the link below.

BEFORE VIEWING THIS FILING, be sure your pop up blocker is turned OFF for this site.

Click Here to View Report
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VI,
CONTACT US

Physical Address:

AL State Capitol Building
600 Dexter Avenue
Montgomery, AL 36130

Mailing Address:

Elections Division

Office of the Secretary of State
P.O. Box 5616

Montgomery, AL 36103-5616

Telephone:

(334) 242-7210 or 1 (800) 274-8683

General FAX:

(334) 242-2444

Reporting Website:

Fcpa.alabamavotes.gov

Main Elections Website:

www.alabamavotes.gov

39




