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Introduction

The Delaware Campaign Finance and Disclosure Act of 1990, Title 15 of the Delaware Code, Rules and Regulations published for Title 15 and the Commissioner’s Advisory Opinions outline reporting requirements for all Candidates, Political Committees, Political Action Committees and Individual Contributors within the State of Delaware. These instructions are designed to assist you in completing the required Financial Reports and submitting them to the Campaign Finance Section of the Office of the State Election Commissioner.
Please remember that Candidates, Committees and Individual Contributors are required to follow other State and Federal laws outside the jurisdiction of the Department of Elections. Information concerning Delaware Campaign Finance issues as well as the US Code can be found on our website at: www.state.de.us/election.
Mandatory Reporting and Record Keeping
All Political Committees, Political Action Committees, Candidates and Individual Contributors must file Campaign Finance reports with the Office of the State Election Commissioner. At least one report must be filed each January covering the financial activity from the previous calendar year. Reports are also required thirty days and eight days before any election. Candidates not on the ballot in a particular election are exempt from filing the eight and thirty day reports. Each report begins where the last report ended. Reports not submitted prior to the deadline are subject to fines and penalties as provided by Title 15 of the Delaware Code.
Financial Reports MUST be submitted using the forms provided by the Campaign Finance Section and MUST be signed by both the Candidate and Committee Treasurer. Financial Reports can be recorded using either the Excel Spreadsheet included on the CD-ROM or on the hard copy printouts provided by Campaign Finance. NOTE: If the reports are filed using the Excel Spreadsheet on the CD-ROM, the cover page of the Financial Reporting package must be printed, signed by both the Candidate and Treasurer and submitted to the Campaign Finance Section before the deadline for the report to be valid.
Detailed records of financial transactions must be retained by you for three full years following an election. It is not required that financial records be submitted along with your Financial Reports, however, you may be subject to an audit by the Office of the State Election Commissioner and/or be asked to provide documentation substantiating the information you submit on reports.
How and Where to File Financial Reports
Financial Reports can be submitted to the Campaign Finance Section using one of three methods:

Email completed Excel Spreadsheet

Mail CD-ROM with completed Excel Spreadsheet

Mail completed hard copy printouts of reports

Please note that FAXES ARE NO LONGER ACCEPTED. If you submit your reports using the Excel Spreadsheet via email or CD-ROM, you must print the cover page and submit it, before the deadline, with the original signatures of both the Treasurer and the Candidate for your reports to be valid and accepted.

All Financial Reports must be submitted before the deadline to:
Campaign Finance Section

Office of the State Election Commissioner

111 S. West Street, Suite 10

Dover, DE 19904
EMAIL ADDRESS FOR REPORT SUBMISSION ONLY:

CampaignFinanceReports@state.de.us

Do not use the email address of the Office of the State Election Commissioner to submit reports.

COMPLETE REPORTS IN THE CORRECT FORMAT MUST BE SUBMITTED BY THE REPORTING DEADLINE. If you do not submit a complete report in the correct format, it will be returned to you and will be considered late or not filed if it is after the deadline.
Filing Deadlines

Election



Report



Deadline
Primary



30-Day



August 16, 2004

September 11, 2004


8-Day



September 7, 2004

General



30-Day



October 5, 2004
November 2, 2004


8-Day



October 27, 2004
REMEMBER – You must submit a COMPLETE report in the CORRECT FORMAT by the deadline or it will be returned to you as not filed.
Using the Excel Spreadsheet on the CD-ROM
The CD-ROM included in your report package contains an Excel Spreadsheet with the entire Financial Reporting package. You can utilize this spreadsheet to complete your report package by simply typing the required information into the schedules. Each of the schedules automatically updates the Cover Page and the Statement of Account Balance page, so there is no need to calculate or retype totals. If you need to add more lines to an individual Schedule, you can do so by inserting rows into the middle of the schedule so that the total calculations are not affected. 

If you wish to upload information from a file you currently have on your system, please be sure it is in the exact format of the Excel Spreadsheet provided to you. REPORTS WILL NO LONGER BE ACCEPTED IF THEY ARE NOT IN THE CORRECT FORMAT.
To use the Excel Spreadsheet:

1. Open the CD-ROM and copy the file entitled “Financial Reports” to the hard drive of your computer.

2. Complete the eleven pages (Cover Page, Statement of Account Balance, and Schedules A-G) included in the Financial Reports file.

3. Save the Financial Report spreadsheet under the name; “Completed Financial Reports”.

4. Print the Cover Page from the Completed Financial Reports file and have both the Treasurer and the Candidate sign it.

5. You may submit the Completed Financial Reports file to Campaign Finance using one of three methods:

· Email the file to CampaignFinanceReports@state.de.us (You must also mail the original, signed Cover Page to the Campaign Finance Section before the deadline for your reports to be valid.)

· If your computer is capable of writing to a CD-ROM, copy the Completed Financial Reports file to the CD-ROM provided and mail it to Campaign Finance. (You must also mail the original, signed Cover Page to the Campaign Finance Section before the deadline for your reports to be valid.)

· Print the Completed Financial Reports spreadsheet and mail it to the Campaign Finance Section. Be sure the signed Cover Page is included.
Getting Help

If you require assistance completing the Financial Reports or have questions about any other aspect of Campaign Finance or the Election rules and processes, you may contact the Campaign Finance Section directly:
Campaign Finance Section

Office of the State Election Commissioner

111 S. West Street, Suite 10

Dover, DE 19904

Telephone: 302-739-4277

Fax: 302-739-7351
Email:  coe_vote@state.de.us
Answers to many common questions as well as copies of the Delaware Code can be found on our website at www.state.de.us/election.
Detailed Instructions - Financial Reports
Financial Reports are required to be submitted to the Campaign Finance Section of the Office of the State Election Commissioner by all Candidates, Committees, Political Organizations and Individual Contributors. Late or incomplete reports are subject to fines levied by the Commissioner's Office, so please be sure to check all applicable deadlines and file on time. 
REPORTS WILL NOT BE ACCEPTED UNLESS THEY ARE COMPLETE AND IN THE CORRECT FORMAT. If you attach files to the reports, they MUST be in the correct format to be accepted.
Reports can be submitted by filling in the fields on the Excel Spreadsheet included on the CD-ROM or by recording the appropriate information on the hard-copy reports provided to you. In either case, the Cover Page must be printed and submitted with the original signatures of both the Candidate and the Committee Treasurer for the report to be considered valid.
The Financial Reporting package consists of 11 pages as follows:

· Cover Page

· Statement of Account Balance

· Schedule A – Total Receipts
· Schedule B – Total Expenditures
· Schedule C-1 – Total In-Kind Receipts
· Schedule C-2 – Total In-Kind Expenditures
· Schedule D-1 – Loans Received
· Schedule D-2 – Loans
· Schedule E – Expense Reimbursements
· Schedule F – Non-Cash Assets
· Schedule G – Elimination of Assets
Reports for each period begin with the Ending Balance for the previous period. All schedules included in the report package MUST include all financial and in-kind transactions incurred by you during the reporting period. 
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by all Candidates, Committees and Organizations. Late or incomplete reports are subject to fines levied by the Commissioner's

Office, so please be sure to check all applicable deadlines and file on time. Add extra sheets if necessary.

Full Organization Name:  

Account Number: Date of this Report:

REPORTING PERIOD: FROM:   TO:

Check the box that applies to this report:

Primary Election



8-DAY



30-DAY Office:

General Election



8-DAY



30-DAY

Other Election



8-DAY



30-DAY

Special Election



8-DAY



30-DAY

Year End Report



Final Organization Closing



Closing Date:

I authorize that all information included in this Financial Report package is accurate and correct. I agree to abide by all rules and

regulations regarding Campaign Finance and the election process in the State of Delaware. I understand that representatives from

the Office of the State Election Commissioner will perform an audit of all information provided on this report. 

TREASURER SIGNATURE DATE

CANDIDATE SIGNATURE DATE

Campaign Finance Section

Financial Reports


Cover Page

If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Full Organization Name – Enter your complete and accurate organization name as it is on file with the Campaign Finance Section. (This is the name submitted on your Statement of Organization.)

Account Number – Enter the six digit account number assigned to you or your organization. If you do not know your account number, contact the Campaign Finance Section to obtain it.

Date of this Report – insert the date on which you are completing this report.

Reporting Period – Enter the dates covered by this report.

Type of Report – Check the box that applies.
Office – Enter the exact title of the Candidate Office for which your Committee was formed.

Final Organization Closing – if your Committee has closed during the reporting period, check this box and be sure to complete the Closing Date field. NOTE: If your Committee has closed, your close out balance and your total asset balance MUST be equal to zero.
Closing Date – if your Committee has closed during the reporting period, fill in the date it closed. NOTE: If your Committee has closed, your close out balance and your total asset balance MUST be equal to zero.
Treasurer Signature – the Treasurer of the Committee must sign and date the report in this field. NOTE: The report is not valid unless it is signed by the Treasurer on file with the Campaign Finance Section. If your Treasurer has changed during the reporting period, be sure to submit a revised Statement of Organization with the Financial Reports.
Candidate Signature – the Candidate must sign and date the report in this field. NOTE: The report is not valid unless it is signed by the Candidate.

REMEMBER – A Cover Page with original signatures must be submitted to the Campaign Finance Section before the deadline for your reports to be valid and acceptable.
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REPORTING PERIOD:

 

 

FROM

TO

1.     BEGINNING BALANCE

(Ending Balance from last reporting period)

2.     RECEIPTS:

A.    PLUS

SCHEDULE A – TOTAL RECEIPTS

 

B.    PLUS

SCHEDULE C-1 – TOTAL IN-KIND CONTRIBUTIONS

 

C.    PLUS

SCHEDULE D-1 – TOTAL LOANS RECEIVED

 

D.    PLUS 

SCHEDULE E – TOTAL EXPENSE REIMBURSEMENTS RECEIVED

 

E.    SUBTOTAL (Total of A, B, C, D)

 

3.     EXPENDITURES:

F.     LESS

SCHEDULE B – TOTAL EXPENDITURES

 

G.    LESS

SCHEDULE C-2 – TOTAL IN-KIND EXPENDITURES

 

H.    LESS

SCHEDULE D-2 – TOTAL LOAN PAYMENTS

 

I.      LESS

SCHEDULE E – TOTAL EXPENSE REIMBURSEMENTS PAID

 

J.      SUBTOTAL (Total of F, G, H, I)

4.     ENDING BALANCE

(Beginning Balance plus 2E, minus 3J)

5.     VALUE OF NON-CASH ASSETS (From Schedule F)

 

6.     VALUE OF DISPOSED/TRANSFERRED ASSETS (From Schedule G)

 

7.     VALUE OF LOANS AT END OF PERIOD (Loan Balance from Schedule D-2)

 

8.     CLOSE OUT BALANCE (Must equal zero if Committee closed)

STATEMENT OF ACCOUNT BALANCE


Statement of Account Balance
If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Item 1: Beginning Balance – Enter your ending balance from the last reporting period here.
Item 2A: Schedule A – Total Receipts – Total Receipts from Schedule A are input to this field. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule A. If you are completing the reports in hard copy, enter the Total Receipts balance from Schedule A here.
Item 2B: Schedule C-1 – Total In-Kind Contributions – Total In-Kind Contributions from Schedule C-1 are input to this field. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule C-1. If you are completing the reports in hard copy, enter the Total In-Kind Contributions balance from Schedule C-1 here.
Item 2C: Schedule D-1 – Total Loans Received – Total Loans Received from Schedule D-1 are input to this field. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule D-1. If you are completing the reports in hard copy, enter the Total Loans Received balance from Schedule D-1 here.
Item 2D: Schedule E – Total Expense Reimbursements Received – Total Expense Reimbursements from Schedule E are input to this field. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule E. If you are completing the reports in hard copy, enter the Total Expense Reimbursements Received balance from Schedule E here.
Item 2E: Subtotal – Add together the numbers in items 2A through 2D and input the total to this field. If you are using the Excel Spreadsheet, this field is automatically calculated.

Item 3F: Schedule B – Total Expenditures – Total Expenditures from Schedule B are input to this field. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule B. If you are completing the reports in hard copy, enter the Total Expenditures balance from Schedule B here.
Item 3G: Schedule C-2 – Total In-Kind Expenditures – Total In-Kind Expenditures from Schedule C-2 are input to this field. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule C-2. If you are completing the reports in hard copy, enter the Total In-Kind Expenditures balance from Schedule C-2 here.
Item 3H: Schedule D-2 – Total Loan Payments – Total Loan Payments from Schedule D-2 are input to this field. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule D-2. If you are completing the reports in hard copy, enter the Total Loan Payments balance from Schedule D-2 here.
Item 3I: Schedule E – Total Expense Reimbursements Paid – Total Expense Reimbursements Paid from Schedule E are input to this field. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule E. If you are completing the reports in hard copy, enter the Total Expense Reimbursements Paid balance from Schedule E here.
Item 3J: Subtotal – Add together the numbers in items 3F through 3I and input the total to this field. If you are using the Excel Spreadsheet, this field is automatically calculated.

Item 4: Ending Balance – Add Item 2E to the Beginning Balance, then subtract Item 3J from this total to obtain the Ending Balance, which is input to this field. If you are using the Excel Spreadsheet, this field is automatically calculated.

Item 5: Value of Non-Cash Assets – Enter the total of non-cash assets from Schedule F. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule F. If you are completing the reports in hard copy, enter the Total Non-Cash Assets balance from Schedule F here. NOTE: If your Committee closed during the reporting period, the total value of your assets and cash must equal zero.
Item 6: Value of Disposed/Transferred Assets – Enter the total of assets that were transferred to other committees or otherwise disposed of during the reporting period. This is the total of Schedule G. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule G. If you are completing the reports in hard copy, enter the Total Value of Disposed/Transferred Assets from Schedule G here. NOTE: If your Committee closed during the reporting period, Schedule G should reflect dispossession or transfer of ALL assets belonging to your Committee.
Item 7: Value of Loans at End of Period – Enter the total outstanding loan balance from Schedule D-2. If you are using the Excel Spreadsheet, this field is completed automatically after you finish Schedule D-2. If you are completing the reports in hard copy, enter the Total Value of Loans balance from Schedule D-2 here.
Item 8: Close out Balance – Subtract Item 2B (In-Kind Contributions) from the Ending Balance, then add Item 3G (In-Kind Expenditures) to this total to obtain the Close out Balance, which is input to this field. If you are using the Excel Spreadsheet, this field is automatically calculated. NOTE: If your Committee closed during the reporting period, the Close Out Balance MUST equal zero.
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FROM TO

Itemize all receipts over $100 for the reporting period. Receipts from sales of items must be itemized if they are

over $50. NOTE: If you receive funds from the same person or organization several times during the reporting

period, each item must be listed if the aggregate amount is over $100, even if the individual amounts are not.

RECEIPTS IN EXCESS OF $100:

Date Contributor Contributor Aggregate Amount

Received Name Mailing Address Amount Received

TOTAL RECEIPTS IN EXCESS OF $100

$0.00

TOTAL RECEIPTS NOT IN EXCESS OF $100

GRAND TOTAL RECEIPTS

$0.00

(THIS TOTAL SHOULD ALSO APPEAR ON PAGE 2, STATEMENT OF ACCOUNT BALANCE, ITEM 2A)

SCHEDULE A - TOTAL RECEIPTS


Schedule A – Total Receipts
Each cash receipt over $100 accepted by your Committee or Candidate must be listed on this schedule. If the receipt is from the sale of items, it must be listed if over $50. If you receive several contributions or other cash payments from one source and the TOTAL from that source is over $100, each receipt must be listed even though it is not over $100.
You are required to keep accurate records regarding ALL receipts regardless of the amount.

You MUST list the Date Received, Contributor’s Full Name, Contributor’s Complete Mailing Address, the Aggregate Amount (total) given by that contributor and the Individual Amount received. REPORTS THAT DO NOT INCLUDE THIS INFORMATION WILL NOT BE ACCEPTED.
It is not necessary to list each contribution of less than $100 unless the aggregate (total) amount from one source is more than $100. The total amount of contributions under $100 (excluding those where the aggregate is more than $100) should be listed at the bottom of the report under Total Receipts not in Excess of $100. 
For example:

1) John Brown donates $50 to your Candidate Committee during the reporting period. This should be listed as part of the total under Total Receipts not in Excess of $100.

2) John Brown donates to your Candidate Committee twice during the reporting period: once for $50 and the second time for $55, bringing his total to $105. Each of these contributions must be listed individually on the report in the detail section.

3) John Brown donates $110 to your Candidate Committee during the reporting period. This must be listed individually in the detail section of the report.

List only cash receipts and contributions on Schedule A. Reimbursements for expenses, loans received and in-kind contributions are not listed on Schedule A.
If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Date Received – List the exact date you received the money.
Contributor Name – List the complete name (First, Middle, Last) of the person or organization who gave you the money.

Contributor Mailing Address – List the complete mailing address (Street, City, State, Zip Code) of the person or organization who have you the money.

Aggregate Amount – List the total amount of money given to you by the Contributor during this reporting period.

Amount Received – List the exact amount given to you by this Contributor on the date specified in the first column. (This amount should be less than or equal to the Aggregate Amount.)

Total Receipts in Excess of $100 – Add all of the amounts in the Amount Received column and enter the total here. If you are using the Excel Spreadsheet, this field is calculated automatically after you complete the detail lines of Schedule A. If you are completing the reports in hard copy, you must manually calculate the total and enter it here.
Total Receipts not in Excess of $100 – Enter the total of all receipts less than $100 here.

Grand Total Receipts – Add Total Receipts in Excess of $100 and Total Receipts not in Excess of $100 and enter the total here. Also enter this total on the Statement of Account page, item 2A. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically.
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FROM TO

Itemize all expenditures over $100 for the reporting period. All expenditures to Political Committees must be itemized, regardless

of the amount. NOTE: IF you expend funds to the same person or organization several times during the reporting period, each item

must be listed if the aggregate amount is over $100, even if the individual amounts are not.

EXPENDITURES IN EXCESS OF $100:

Date Payee Payee Aggregate Amount

Expended Name Mailing Address Amount Expended

TOTAL EXPENDITURES IN EXCESS OF $100

$0.00

TOTAL EXPENDITURES NOT IN EXCESS OF $100

GRAND TOTAL EXPENDITURES

$0.00

(THIS TOTAL SHOULD ALSO APPEAR ON PAGE 2, STATEMENT OF ACCOUNT BALANCE, ITEM 3F)

SCHEDULE B - TOTAL EXPENDITURES

 

Schedule B – Total Expenditures

Each cash expenditure over $100 paid by your Committee or Candidate must be listed on this schedule. If the expenditure is related to the sale of items, it must be listed if over $50. If you make several expenditures to one source and the TOTAL to that source is over $100, each expenditure must be listed even though it is not over $100. All expenditures to Political Committees MUST be itemized, regardless of the amount.
You are required to keep accurate records regarding ALL expenditures regardless of the amount.

You MUST list the Date Expended, Payee’s Full Name, Payee’s Complete Mailing Address, the Aggregate Amount (total) paid to that payee and the Individual Amount expended. REPORTS THAT DO NOT INCLUDE THIS INFORMATION WILL NOT BE ACCEPTED.

It is not necessary to list each expenditure of less than $100 unless the aggregate (total) amount to one source is more than $100. The total amount of expenditures under $100 (excluding those where the aggregate is more than $100) should be listed at the bottom of the report under Total Expenditures not in Excess of $100. 
For example:

1) Your Committee pays John Brown $50 for services rendered during the reporting period. This should be listed as part of the total under Total Expenditures not in Excess of $100.

2) Your Committee pays John Brown twice during the reporting period: once for $50 and the second time for $55, bringing the total amount paid to him to $105. Each of these expenditures must be listed individually on the report in the detail section.

3) Your Committee pays John Brown $110 during the reporting period. This must be listed individually in the detail section of the report.

List only cash expenditures and payments on Schedule B. Reimbursements you pay to others for expenses paid by them, loans paid and in-kind expenditures are not listed on Schedule B.
If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Date Received – List the exact date you received the money.

Payee Name – List the complete name (First, Middle, Last) of the person or organization you paid.

Payee Mailing Address – List the complete mailing address (Street, City, State, Zip Code) of the Payee.

Aggregate Amount – List the total amount of money you paid to the Payee during this reporting period.

Amount Expended – List the exact amount paid by you to this Payee on the date specified in the first column. (This amount should be less than or equal to the Aggregate Amount.)

Total Expenditures in Excess of $100 – Add all of the amounts in the Amount Expended column and enter the total here. If you are using the Excel Spreadsheet, this field is calculated automatically after you complete the detail lines of Schedule B. If you are completing the reports in hard copy, you must manually calculate the total and enter it here.

Total Expenditures not in Excess of $100 – Enter the total of all payments and expenditures less than $100 here.

Grand Total Expenditures – Add Total Expenditures in Excess of $100 and Total Expenditures not in Excess of $100 and enter the total here. Also enter this total on the Statement of Account page, item 3F. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically.
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FROM TO

Itemize all goods and services contributed at no charge or less than fair market value in excess of $100 for the reporting period.

NOTE: If you receive in-kind contributions from the same person or organization several times during the reporting period, 

each item must be listed if the aggregate amount is over $100, even if the individual amounts are not.

IN-KIND CONTRIBUTIONS IN EXCESS OF $100:

(NOTE: ESTIMATED VALUE RECEIVED IS FAIR MARKET VALUE LESS ANY PAYMENTS YOU MADE FOR THE GOODS OR SERVICES)

Date Contributor Contributor Description of Estimated 

Received Name Mailing Address Contribution Value Received

TOTAL IN-KIND CONTRIBUTIONS IN EXCESS OF $100

$0.00

TOTAL IN-KIND CONTRIBUTIONS NOT IN EXCESS OF $100

GRAND TOTAL IN-KIND RECEIPTS

$0.00

(THIS TOTAL SHOULD ALSO APPEAR ON PAGE 2, A21STATEMENT OF ACCOUNT BALANCE, ITEM 2B)

SCHEDULE C-1 - TOTAL IN-KIND RECEIPTS

 

Schedule C-1 – Total In-Kind Receipts

In-Kind Contributions are goods or services that are donated to your Committee or Candidate at no cost or less than fair market value (a reduced rate not offered to the general public). All goods and services received by your Committee or Candidate at no charge or less than fair market value over $100 must be listed on this schedule. If you receive several in-kind contributions from one source and the TOTAL from that source is over $100, each receipt must be listed even though it is not over $100.

You are required to keep accurate records regarding ALL in-kind receipts regardless of the amount.

You MUST list the Date Received, Contributor’s Full Name, Contributor’s Complete Mailing Address, Description of the Contribution and the Estimated Value Received. REPORTS THAT DO NOT INCLUDE THIS INFORMATION WILL NOT BE ACCEPTED.

It is not necessary to list each in-kind contribution of less than $100 unless the aggregate (total) amount from one source is more than $100. The total amount of in-kind contributions under $100 (excluding those where the aggregate is more than $100) should be listed at the bottom of the report under Total In-Kind Contributions not in Excess of $100. 
For example:

1) John Brown donates services with a fair market value of $50 to your Candidate Committee during the reporting period. Your Committee did not pay for these services. This should be listed as part of the total under Total In-Kind Contributions not in Excess of $100.

2) John Brown donates services to your Candidate Committee twice during the reporting period: once with a fair market value of $50 and the second time with a fair market value of $55, bringing his total value for services to $105. Your Committee did not pay John Brown for his services. Each of these contributions must be listed individually on the report in the detail section.

3) John Brown donates services with a fair market value of $110 to your Candidate Committee during the reporting period. Your Committee paid John Brown $50 for these services. This must be listed individually in the detail section of the report as an in-kind contribution of $60.

List only in-kind contributions on Schedule C-1. Reimbursements for expenses, cash receipts, uncashed checks, loans received and in-kind expenditures are not listed on Schedule C-1.
If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Date Received – List the exact date you received the in-kind contribution.

Contributor Name – List the complete name (First, Middle, Last) of the person or organization who gave you in-kind goods or services.

Contributor Mailing Address – List the complete mailing address (Street, City, State, Zip Code) of the person or organization who gave you the goods or services.

Description of Contribution – List, in detail, the goods or services you received from the Contributor. 

Estimated Value Received – List the fair market value of the goods or services you received, less any payments you made for the in-kind contribution.

Total In-Kind Contributions in Excess of $100 – Add all of the amounts in the Estimated Value Received column and enter the total here. If you are using the Excel Spreadsheet, this field is calculated automatically after you complete the detail lines of Schedule C-1. If you are completing the reports in hard copy, you must manually calculate the total and enter it here.

Total In-Kind Contributions not in Excess of $100 – Enter the total of all In-Kind Contributions less than $100 here.

Grand Total In-Kind Receipts – Add Total In-Kind Contributions in Excess of $100 and Total In-Kind Contributions not in Excess of $100 and enter the total here. Also enter this total on the Statement of Account page, item 2B. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically.
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FROM TO

Itemize all goods and services expended at no charge or less than fair market value in excess of $100 for the reporting period.

NOTE: If you pay in-kind expenditures to the same person or organization several times during the reporting period, 

each item must be listed if the aggregate amount is over $100, even if the individual amounts are not.

IN-KIND EXPENDITURES IN EXCESS OF $100:

(NOTE: ESTIMATED VALUE EXPENDED IS FAIR MARKET VALUE LESS ANY PAYMENTS YOU RECEIVED FOR THE GOODS OR SERVICES)

Date Payee Payee Description of Estimated 

Expended Name Mailing Address Expenditure Value Expended

TOTAL IN-KIND EXPENDITURES IN EXCESS OF $100

$0.00

TOTAL IN-KIND EXPENDITURES NOT IN EXCESS OF $100

GRAND TOTAL IN-KIND EXPENDITURES

$0.00

(THIS TOTAL SHOULD ALSO APPEAR ON PAGE 2, STATEMENT OF ACCOUNT BALANCE, ITEM 3G)

SCHEDULE C-2 - TOTAL IN-KIND EXPENDITURES

 

Schedule C-2 – Total In-Kind Expenditures

In-Kind Expenditures are goods or services that your Committee or Candidate donates to someone else at no cost or less than fair market value (a reduced rate not offered to the general public). All goods and services donated by your Committee or Candidate at no charge or less than fair market value over $100 must be listed on this schedule. If you donate several in-kind contributions to one source and the TOTAL to that source is over $100, each in-kind expenditure must be listed even though it is not over $100.

You are required to keep accurate records regarding ALL in-kind expenditures regardless of the amount.

You MUST list the Date Expended, Payee’s Full Name, Payee’s Complete Mailing Address, Description of the Expenditure and the Estimated Value Expended. REPORTS THAT DO NOT INCLUDE THIS INFORMATION WILL NOT BE ACCEPTED.

It is not necessary to list each in-kind expenditure of less than $100 unless the aggregate (total) amount to one source is more than $100. The total amount of in-kind expenditures under $100 (excluding those where the aggregate is more than $100) should be listed at the bottom of the report under Total In-Kind Expenditures not in Excess of $100. 
For example:

1) Your Committee provides John Brown with secretarial services at no cost during the reporting period. These services have a fair market value of $50. John Brown does not pay for these services. This should be listed as part of the total under Total In-Kind Expenditures not in Excess of $100.

2) Your Committee provides John Brown with secretarial services twice during the reporting period: once with a fair market value of $50 and the second time with a fair market value of $55, bringing the total to $105. John Brown did not pay your Committee for these services. Each of these contributions must be listed individually on the report in the detail section.

3) Your Committee provides John Brown with secretarial services during the reporting period with a fair market value of $110. John Brown paid your Committee $50 for these services. This must be listed individually in the detail section of the report as an in-kind expenditure of $60.

List only in-kind expenditures on Schedule C-2. In-kind contributions, loan payments and expenses paid are not listed on Schedule C-2.
If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Date Expended – List the exact date you made the in-kind expenditure.

Payee Name – List the complete name (First, Middle, Last) of the person or organization you paid in-kind.

Payee Mailing Address – List the complete mailing address (Street, City, State, Zip Code) of the Payee.

Description of Expenditure – List, in detail, the goods or services you gave to the Payee. 

Estimated Value Expended – List the fair market value of the goods or services you expended, less any payments you received for the in-kind expenditure.

Total In-Kind Expenditures in Excess of $100 – Add all of the amounts in the Estimated Value Expended column and enter the total here. If you are using the Excel Spreadsheet, this field is calculated automatically after you complete the detail lines of Schedule C-2. If you are completing the reports in hard copy, you must manually calculate the total and enter it here.

Total In-Kind Expenditures not in Excess of $100 – Enter the total of all In-Kind Expenditures less than $100 here.

Grand Total In-Kind Expenditures – Add Total In-Kind Expenditures in Excess of $100 and Total In-Kind Expenditures not in Excess of $100 and enter the total here. Also enter this total on the Statement of Account page, item 3G. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically.
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FROM TO

All loans in excess of $50 RECEIVED DURING THIS REPORTING PERIOD should be itemized on this schedule. NOTE: These loans must also be listed on Schedule D-2.

LOANS RECEIVED IN EXCESS OF $50:

Date Lender Name Endorser Name Description Int Amount

Received and Mailing Address and Mailing Address of Security Rate Received

TOTAL LOANS RECEIVED

$0.00

(TOTAL AMOUNT RECEIVED SHOULD ALSO APPEAR ON PAGE 2, STATEMENT OF ACCOUNT BALANCE, ITEM 2C)

SCHEDULE D-1 - LOANS RECEIVED

 

Schedule D-1 – Loans Received

All loans over $50 received by your Committee or Candidate during the reporting period should be listed on Schedule D-1. These loans must also be listed on Schedule D-2.

You are required to keep accurate records regarding ALL loans to or from your Committee and Candidate.

You MUST list the Date Received, Lender’s Full Name and Mailing Address, Endorser’s Full Name and Mailing Address, Description of any Security for the loan, Interest Rate of the loan, and the Amount Received for each loan. REPORTS THAT DO NOT INCLUDE THIS INFORMATION WILL NOT BE ACCEPTED.

List only loans received during the current reporting period on Schedule D-1. Outstanding loans for all periods are listed on Schedule D-2.
If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Date Received – List the exact date you received the loan.

Lender’s Name and Mailing Address – List the complete name (First, Middle, Last) and mailing address (Street, City, State, Zip Code) of the person or organization who gave you the loan.

Endorser’s Name and Mailing Address – List the complete name (First Middle, Last and mailing address (Street, City, State, Zip Code) of any person or entity that co-signed or endorsed your loan as a guarantee of repayment.
Description of Security – List all collateral or items given as security for the loan.

Interest Rate – List the annual percentage rate for the loan.

Amount Received – List the total original amount of the loan you received.
Total Loans Received – Add all of the amounts in the Amount Received column and enter the total here. Also enter this total on the Statement of Account page, item 2C. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically.
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FROM TO

All outstanding loans in excess of $50 must be listed. This includes loans from Lending Institutions, Candidate’s Personal Funds and Other Contributors.

LOANS IN EXCESS OF $50:

Date Lender Name Endorser Name Description Int Original Payments Loan

Received and Mailing Address and Mailing Address of Security Rate Loan Amount Made Balance

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

TOTAL LOANS

    $0.00

(TOTAL PAYMENTS MADE SHOULD ALSO APPEAR ON PAGE 2, STATEMENT OF ACCOUNT BALANCE, ITEM 3H; TOTAL LOAN BALANCE SHOULD ALSO APPEAR ON PAGE 2, STATEMENT OF ACCOUNT BALANCE, ITEM 7)

SCHEDULE D-2 - LOANS 

 

Schedule D-2 – Loans

All loans (either received by your Committee or given by your Committee) over $50 that were still outstanding or were paid off during the reporting period should be listed on Schedule D-2. Loans received during the reporting period that were listed on Schedule D-1 must also be listed on Schedule D-2.

You are required to keep accurate records regarding ALL loans to or from your Committee and Candidate.

You MUST list the Date Received, Lender’s Full Name and Mailing Address, Endorser’s Full Name and Mailing Address, Description of any Security for the loan, Interest Rate of the loan, Original Loan Amount, Payments Made and the Loan Balance for each loan. REPORTS THAT DO NOT INCLUDE THIS INFORMATION WILL NOT BE ACCEPTED.

List ALL loans currently outstanding or repaid during the reporting period on Schedule D-2, including those listed on Schedule D-1.
If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Date Received – List the exact date you received or made the loan.

Lender’s Name and Mailing Address – List the complete name (First, Middle, Last) and mailing address (Street, City, State, Zip Code) of the person or organization who gave you the loan or to whom you gave the loan.

Endorser’s Name and Mailing Address – List the complete name (First Middle, Last and mailing address (Street, City, State, Zip Code) of any person or entity that co-signed or endorsed the loan as a guarantee of repayment.

Description of Security – List all collateral or items given as security for the loan.

Interest Rate – List the annual percentage rate for the loan.

Original Loan Amount – The original amount of the loan, regardless of when it was made should be listed here.

Payments Made – The total of payments made IN THIS REPORTING PERIOD should be listed here.

Loan Balance – The current outstanding loan balance should be listed here.
Total Original Loan Amount – Add all of the amounts in the Original Loan Amount column and enter the total here. If you are using the Excel Spreadsheet, this field is calculated automatically.

Total Payments Made - Add all of the amounts in the Payments Made column and enter the total here. Also enter this total on the Statement of Account page, item 3H. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically.

Total Loan Balance - Add all of the amounts in the Loan Balance column and enter the total here. Also enter this total on the Statement of Account page, item 7. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically. NOTE: If your Committee closed during the reporting period, the total Loan Balance must equal zero.
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FROM TO

All expense reimbursements received by you and paid by you must be itemized.

REIMBURSEMENTS RECEIVED (Monies paid to you as reimbursements for expenses you incurred.)

Date Reimburser Name Description Activity Total Reimbursement

Received and Mailing Address of Activity Date Expense Amount Received

TOTAL REIMBURSEMENTS RECEIVED

$0.00 $0.00

(REIMBURSEMENTS RECEIVED TOTAL SHOULD ALSO APPEAR ON PAGE 2, STATEMENT OF ACCOUNT BALANCE, ITEM 2D)

REIMBURSEMENTS PAID (Monies paid by you to reimburse others for expenses they incurred.)

Date Payee Name Description Activity Total Reimbursement

Paid and Mailing Address of Activity Date Expense Amount Paid

TOTAL REIMBURSEMENTS PAID

$0.00 $0.00

(REIMBURSEMENTS PAID TOTAL SHOULD ALSO APPEAR ON PAGE 2, STATEMENT OF ACCOUNT BALANCE, ITEM 3I)

SCHEDULE E - EXPENSE REIMBURSEMENTS


Schedule E – Expense Reimbursements

It is allowable for two or more Committees or Candidates to participate in joint activities. One committee may pay for all the expenses of an activity and be reimbursed by the other. Political Parties that conduct Voter Registration activities may not list associated expenditures on these schedules.

Reimbursements Received - Each amount of cash paid to you as a reimbursement for expenses you incurred that were joint expenses with another Candidate or Committee must be listed on this schedule.

Reimbursements Paid – Each amount of cash paid by you to another Candidate or Committee as a reimbursement for expenses incurred by them that were joint expenses with you must be listed on this schedule.
You are required to keep accurate records regarding ALL expenditures regardless of the amount.

You MUST list the Date Received/Paid, Reimburser/Payee’s Full Name and Mailing Address, Description of Activity, Activity Date, Total Expense Amount and the Reimbursement Received/Paid. REPORTS THAT DO NOT INCLUDE THIS INFORMATION WILL NOT BE ACCEPTED.

For example:

1) Your Committee does a joint fundraiser with John Brown’s Committee. The total expense for the fundraiser was $1,000, which was paid by your Committee. John Brown’s Committee reimburses you $500 for these expenses, which are listed under Reimbursements Received.

2) Your Committee does a joint fundraiser with John Brown’s Committee. The total expense for the fundraiser was $1,000, which was paid by John Brown’s Committee. You reimburse John Brown’s Committee $500 for these expenses, which are listed under Reimbursements Paid.

List only expenses reimbursed and paid on Schedule E. Other receipts, expenses, loans, and in-kind contributions/expenditures are not listed on Schedule E.
If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Date Received/Paid – List the exact date you received or paid monies in reimbursement.

Reimburser/Payee Name and Mailing Address – List the complete name (First, Middle, Last) and mailing address (Street, City, State, Zip Code) of the person or organization from/to whom you received or paid monies in reimbursement.
Description of Activity – Describe, in detail, the joint activity that created the original expense.
Activity Date – Enter the exact date of the joint activity that created the original expense.

Total Expense Amount – This is the total of the expense associated with the event.

Reimbursement Received – List the total reimbursement you received for the itemized event here.

Reimbursement Paid – List the total reimbursement you paid for the itemized event here.

Total Reimbursements Received - Add all of the amounts in the Reimbursement Received column and enter the total here. Also enter this total on the Statement of Account page, item 2D. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically.

Total Reimbursements Paid - Add all of the amounts in the Reimbursement Paid column and enter the total here. Also enter this total on the Statement of Account page, item 3I. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically.
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ACCT #:      

FROM TO

Itemize all non-cash assets owned by the organization including those paid for by the organization, lent to the organization and contributed to the organization.

LIST ALL NON-CASH ASSETS:

Date Description Location Value

Received of Asset of Asset (Physical Address) of Asset

TOTAL ASSET VALUE

$0.00

(TOTAL ASSET VALUE SHOULD ALSO APPEAR ON PAGE 2, STATEMENT OF ACCOUNT BALANCE, ITEM 5)

SCHEDULE F - NON-CASH ASSETS


Schedule F – Non-Cash Assets

Non-Cash Assets are items such as cars, vans, computers, furniture/fixtures and office space that have been lent to your Committee/Candidate or are owned by your Committee/Candidate. In reporting the value of assets, use either the original cost or the fair market value.
You are required to keep accurate records regarding ALL expenditures regardless of the amount.

You MUST list the Date Received, Description of Asset, Physical Address (location) of Asset and the Value of the Asset. REPORTS THAT DO NOT INCLUDE THIS INFORMATION WILL NOT BE ACCEPTED.

If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Date Received – List the exact date you acquired the asset.

Description of Asset – Describe the asset in detail. For example, Compaq Laptop Computer Serial Number 9999999; 2003 Ford Taurus; Melamine Office Desk.

Location of Asset – List the complete address (Street, City, State, Zip Code) where the asset is physically located. If the asset is moveable (such as a car, boat or airplane), list the address where the asset is registered.

Value of Asset – List the fair market value of the asset.

Total Asset Value - Add all of the amounts in the Value of Asset column and enter the total here. Also enter this total on the Statement of Account page, item 5. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically.
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ACCT #:      

FROM TO

Itemize all non-cash assets disposed of, transferred or sold by the organization during the reporting period.

ALL NON-CASH ASSETS

Date Description Disposition Value

Eliminated of Asset of Asset Received 

TOTAL ASSETS ELIMINATED

$0.00

(TOTAL ASSETS ELIMINATED SHOULD ALSO APPEAR ON PAGE 2, STATEMENT OF ACCOUNT BALANCE, ITEM 6)

SCHEDULE G - ELIMINATION OF ASSETS


Schedule G – Elimination of Assets

When a Committee/Candidate has completed its activities and made full payment to creditors, any assets left in the Committee must be either transferred to another Committee, distributed to a charity or transferred to a successor Committee. All Committee funds and assets must be distributed legally. Some contribution limitations may apply. If your Committee has closed during the current reporting period, the total of Schedule G MUST equal zero.

You are required to keep accurate records regarding ALL expenditures regardless of the amount.

You MUST list the Date Eliminated, Description of Asset, Disposition of Asset and Value Received. REPORTS THAT DO NOT INCLUDE THIS INFORMATION WILL NOT BE ACCEPTED.

If you are using the Excel Spreadsheet included on the CD-ROM, once you complete the fields for Organization Name, Account Number and Reporting Period they will automatically appear on each schedule of the Financial Report package. If you are completing the forms on hard copy, your Account Number and Reporting Period must also be completed on each subsequent schedule.

If you do not know your Account Number, contact the Campaign Finance Section to obtain it.

Date Eliminated – List the exact date you eliminated or disposed of the asset.

Description of Asset – Describe the asset in detail. For example, Compaq Laptop Computer Serial Number 9999999; 2003 Ford Taurus; Melamine Office Desk.

Disposition of Asset – Describe, in detail, what happened to the asset. For example, transferred to Successor Committee (list name and account number of Successor Committee); donated to charity (list name and address of charity).

Value Received – List the actual value (if any) you received for the asset.

Total Assets Eliminated – Add all of the amounts in the Value Received column and enter the total here. Also enter this total on the Statement of Account page, item 6. If you are using the Excel Spreadsheet, this field is calculated and entered on the Statement of Account page automatically.
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