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Introduction 

Overview 
The e-Lobbyist User Guide, designed for Lobbyists and their Clients, provides a step-by-step 

explanation of how to use the e-Lobbyist application (ñe-Lobbyistò). It is accessible from each 

page on the web site, by clicking the ñUser Guideò link on the banner at the top of the screen. 

 

 
 

The e-Lobbyist application enables Lobbyists and their Clients to enroll and submit filings, and 

allows Administrators and Managers from the City Clerkôs Office to manage enrollments, 

Principal Officer accounts, and filings.  

 

This User Guide has ten main sections:  

 

 Accessing & Navigating the Application ï Covers the ñbasicsòï enrolling, logging in and 

out, and navigating e-Lobbyist. 

 Populating the Employee Store ï Explains the process of adding, editing, activating and 

reactivating employees and certifying the Employee Store. 

 Filing Statements of Registration ï Explains the process of filing a Statement of 

Registration from entering and uploading Client information through certification, 

payment, and completion. This section also explains how to view, edit, and amend 

Statement of Registration details, profiles, and payments. 

 Filing Termination Reports ï One chapter explains why and how Lobbyists file 

Termination Reports for their Clients. Another chapter explains why and how Clients file 

Termination Reports for their Lobbyists. 

 Filing Client Periodic Reports(CPRs) ï Explains how a Lobbyist files a Client Periodic 

Report, which involves entering employees lobbying for the Client, lobbying activities, 

summary of compensation, and lobbying expenses. This section also explains the 

certification process, as well as viewing, printing, and deleting a CPR. 

 Filing Fundraising/Political Consulting Periodic Reports (FPCPRs) ï Explains how a 

Lobbyist files a Fundraising/Political Consulting Periodic Report, which involves 

identifying the fundraising and/or political consulting activities performed, listing the 

intended office, listing the candidateôs contact information, adding and deleting 

candidates  and lobbyist employees for each activity. This section also explains the 

certification process, viewing, printing, and deleting an FPCPR. 

 Filing Client Annual Reports (CARs) ï Explains how a Client files a Client Annual 

Report, which involves adding Lobbyists and lobbying activities, adding compensation 

and other Client expenses. This section also explains the certification process, viewing, 

printing, and deleting a CAR. 

 Adding Special Target Agencies ï Explains how to select Community Boards, Council 

Members, and the Office of the Mayor as targets for an activity on a report. 

 Viewing/Editing Entity Profiles ï Explains how to view and edit entity profiles. 

 Viewing Payments ï Explains how to view outstanding payments due to the City Clerk. 
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 Searching Filings ï Explains how to select search criteria, sort, view, and print the 

results. 

Users and Roles 
The e-Lobbyist application is used by Lobbyists, Lobbyist/Clients, Primary Lobbyists, Co-

Lobbyists and their Clients. Administrators and Managers at the City Clerkôs Office also use the 

e-Lobbyist application. The following is an overview of users and their roles: 

 

 Principal Officer (PO) ï Main enrolled user for each Lobbyist or Client with certification 

responsibility. POs must request enrollment on behalf of the Lobbyist or Client, and may 

appoint up to two Designees. 

 Designee ï Users who can prepare and modify Lobbyist and Client reports, but not 

certify and submit them. If desired, POs may appoint up to two Designees.  

 Lobbyists ï Unique entities required by law to file specific lobbying reports, such as 

Statements of Registration, Client Periodic Reports, and the Fundraising/ Political 

Consulting Periodic Reports. Lobbyists can also be Clients (see Lobbyist/Client below).  

 Primary Lobbyist ï A Lobbyist entity retained or designated by a Client to lobby on its 

behalf in the City of New York in a calendar year that retains or designates a Co-Lobbyist 

to lobby on such Clientôs behalf.  The Primary Lobbyist is required to disclose the Co-

Lobbyist on required lobbyist filings including Statements of Registration and Periodic 

Reports. 

 Co-LobbyistsðA Lobbyist entity retained by the Primary Lobbyist to lobby on behalf of 

the Primary Lobbyistôs Client in the City of New York in a calendar year. The Co-

Lobbyist is required to file for each Client: a Statement of Registration, Periodic Reports, 

and if applicable, Fundraising/Political Consulting Reports. The Co-Lobbyist must be 

designated to lobby by the Primary Lobbyistôs Client.  

 Client ï An entity that retains or designates a Lobbyist to lobby on its behalf in the City 

of New York in a calendar year. A Client is required to file a Client Annual Report at the 

beginning of each year to report the previous yearôs lobbying activity along with all 

Lobbyists, Primary Lobbyists, and Co-Lobbyists that have lobbied on its behalf.  

 Lobbyist /Client ï A Client entity that lobbies on its own behalf. As a Lobbyist/Client 

filer, the entity is required to file a Statement of Registration, six Periodic Reports, a 

Client Annual Report, and if applicable, Fundraising/Political Consulting Reports. 

 Clerk Admin ï The City Clerk Administrator who manages the system for the City 

Clerk's Office. The Clerk Admin can manage and deactivate enrollments, manage 

Statements of Registration, and manage late/missing filings.  

 Clerk Manager ï The City Clerk Manager can perform the same functions as the Clerk 

Admin, plus manage Principal Officer accounts. Only the Clerk Manager can manage 

payments and upload/delete authorization letter or retainer letter documents. 

Process Check Lists 
For the various users listed above, the e-Lobbyist system includes the processes of enrolling, and 

filing: Statements of Registration, Termination Reports, Periodic Reports, Fundraising Political 

Consulting Reports, and Client Annual Reports. An outline of these processes appears below. 
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Enrolling Lobbyists and Clients Check List 

Each of the following entities may enroll in the e-Lobbyist system: Lobbyists, Primary Lobbyists, 

Co-Lobbyists, Clients, and Lobbyist/Clients. Lobbyists, Primary Lobbyists, and Co-Lobbyists 

enroll as a Lobbyist; Clients enroll as a Client; and Lobbyist/Clients enroll as both a Lobbyist and 

a Client. The Enrollment process includes: 

 

1. PO requests enrollment for Lobbyist or Client. (PO can enroll multiple Lobbyist or Client 

entities; one entity at a time.)  

2. PO sets up as an e-Lobbyist user. 

3. PO receives two e-mails. One is an e-mail confirmation that an enrollment was submitted 

and the other is to verify the PO's NYC.gov password.  

4. PO sends a Corporate Filing Document or Affidavit  (if no Corporate Document is 

available) and a copy of the enrollment confirmation e-mail to the City Clerkôs Office 

within 10 calendar days. 

5. If the Corporate Filing Document or Affidavit  (if no Corporate Document is available) 

and a copy of the enrollment confirmation e-mail are received within 10 days, the City 

Clerkôs Office approves enrollment, and sends confirmation to PO. If the Corporate 

Filing Document or Affidavit  is not received within 10 calendar days, City Clerkôs Office 

rejects the enrollment and notifies the PO.  

6. PO can then log in and appoint up to two Designees if desired by clicking the ñEdit 
Profileò button on the ñEntity Profileò tab, and then adding the Designeeôs first name, last 

name and e-mail address in the Designee fields. 

7. The Designee receives an e-mail to set up or verify their NYC.gov password.  The 

Designee can then log in.  

Filing Statements of Registration Check List 

All  Lobbyist entities are required to file a Client Statement of Registration in the e-Lobbyist 

system, including: Lobbyists, Primary Lobbyists, Co-Lobbyists, and Lobbyist/Clients. The 

Statement of Registration process includes: 

1. PO/Designee logs into e-Lobbyist and prepares a Statement of Registration which 

includes identifying the filerôs type of Lobbyist role for this Client Registration: 

 Lobbyist (no Co-Lobbyist activity) 

 Lobbyist/Client (no Co-Lobbyist activity) 

 Primary Lobbyist (adds Co-Lobbyists) 

 Co-Lobbyist (engaged by a Primary Lobbyist) 

2. PO/Designee, depending on the type filer, may select other Lobbyist(s) involved in this 

Client Registration: 

 Primary Lobbyist filers select the Co-Lobbyists retained for this Client 

 Co-Lobbyist filers select the Primary Lobbyist that retained him for this Client 

3. PO/Designee selects the employees who will lobby for this Client. 

4. PO/Designee selects each lobbying activity that will be performed along with its targeted 

NYC agency name and contacts. 

5. PO/Designee chooses to send the authorization/retainer letter, or upload a scanned pdf 

file copy of it. Depending on the type of filer, different documents are included: 

1. Lobbyist filers provide their Client retainer;  

2. Lobbyist/Client filers registering themselves provide an authorization letter;  

3. Primary Lobbyist filers, hiring Co-Lobbyists, provide their Client retainer letter 

and the appropriate Co-Lobbyist retainers;  
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4. Co-Lobbyist filers provide their Client designation letter and Primary Lobbyist 

retainer.  

6. PO certifies the Statement of Registration and sends the authorization/retainer letter (if 

not uploaded), filing fee, and a copy of the registration confirmation e-mail to the City 

Clerkôs Office. The Statement of Registration status shows ñFiled.ò 

7. If the authorization/ retainer letter(s), filing fee, and a copy of the registration 

confirmation e-mail are received within 10 calendar days, the City Clerkôs Office logs 

receipt of the payment, and uploads the authorization/retainer letter(s) (if not already 

uploaded by the Lobbyist). The Statement of Registration status changes to "Completed.ò 

8. City Clerkôs Office manages PO accounts and Statements of Registration. 

Amending Statements of Registration Check List 

The same Lobbyist entities that filed a Client Statement of Registration in the e-Lobbyist system 

may amend their registration. The registration amendment process includes: 

 

1. PO/Designee logs into e-Lobbyist and prepares an Amended Statement of Registration. 

2. PO/Designee for a Lobbyist filer or a Primary Lobbyist filer, may add (but not remove) 

other Co-Lobbyists involved in this Client Registration. 

3. PO/Designee may add or remove the employees who will lobby for this Client. 

4. PO/Designee may add or remove the lobbying activities to be performed along with their 

targeted NYC agency contacts. 

5. PO/Designee may choose to send a new authorization/retainer letter, or upload a scanned 

pdf file copy of it. Depending on the type of filer, different documents are included: 

 Lobbyist filers provide their Client retainer;  

 Lobbyist/Client filers registering themselves provide an authorization letter;  

 Primary Lobbyist filers, hiring Co-Lobbyists, provide their Client retainer letter 

and the appropriate Co-Lobbyist retainers;  

 Co-Lobbyist filers provide their Client designation letter and Primary Lobbyist 

retainer.  

6. PO certifies the Amended Registration and sends the authorization/retainer letter (if not 

uploaded) and copy of the amended registration confirmation e-mail to the City Clerkôs 

Office. The Statement of Registration status shows ñFiled (Amended).ò 

7. When the authorization/ retainer letter (if changed and either uploaded or sent by the 

Lobbyist filer) and a copy of the registration confirmation e-mail are received, the City 

Clerk Manager uploads the changed authorization/ retainer letter (if not uploaded by the 

Lobbyist filer). The Amended Statement of Registration status changes to ñCompleted 

(Amended).ò  

Filing Termination Reports Check List 

The same Lobbyist entities that file a Client Statement of Registration in the e-Lobbyist system 

may terminate their relationship with the Client. Also, a Client entity may terminate its 

relationship with its Lobbyists.  

 

Note: Termination Reports are only available for current year and prior year registrations that do 

not end on 12/31.  

 

Note: Changes to Start and End Dates in the Statement of Registration are not allowed after the 

Termination Report is filed. First, delete the Termination Report, and then change the Start and 

End Dates in the Registration. 
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The termination process includes: 

 

1. PO logs into e-Lobbyist and prepares a Termination Report. 

2. PO certifies the Termination Report.  

 

Filing Periodic Reports Check List 
All Lobbyist entities that filed Client Statements of Registration in the e-Lobbyist system are 

required to file Periodic Reports in the e-Lobbyist system. The Periodic Report process includes: 

 

1. PO/Designee logs into e-Lobbyist and prepares a Periodic Report for a specific Client 

Registration which includes contact information for the parties involved: the Lobbyist 

filer, the Client, and the Primary Lobbyist (when the filer is a Co-Lobbyist). 

2. PO/Designee selects the employees who lobbied for this Client during this filing period. 

3. PO/Designee selects the lobbying activities performed during this filing period, along 

with their targeted NYC agency contacts. 

4. PO/Designee enters the total compensation received, depending on the type of filer:  

 Lobbyist filers enter compensation received from their Client 

 Lobbyist/Client filers enter compensation received from themselves as Client 

 Primary Lobbyist filers who added Co-Lobbyist(s), enter compensation received 

from their Client 

 Co-Lobbyist filers enter compensation received from their Primary Lobbyist 

5. PO/Designee enters lobbying expenses incurred during this filing period: 

 aggregate amount of all expenses for salaries of support staff 

 aggregate amount of expenses $75 or less 

 each itemized expense greater than $75 including paid to, purpose, and amount  

 total reimbursed expenses for current period 

 also, Primary Lobbyist filers will enter an itemized expense for each Co-Lobbyist 

on the Client Registration that lobbied during the current period, including paid 

to (Co-Lobbyist name), purpose, and amount 

6. PO certifies the Periodic Report. The Periodic Report status shows ñCompleted.ò 

Amending Periodic Reports Check List 

The same Lobbyist entities that filed a Periodic Report in the e-Lobbyist system may amend their 

report. The amendment process includes: 

 

1. PO/Designee logs into e-Lobbyist and amends a Periodic Report with the status 

ñCompletedò. 

2. PO/Designee adds or removes employees who lobbied for this Client during this filing 

period. 

3. PO/Designee adds or removes lobbying activities performed during this filing period, 

along with their targeted NYC agency contacts. 

4. PO/Designee can change the total compensation received, depending on the type of filer:  

 Lobbyist filers enter compensation received from their Client 

 Lobbyist/Client filers enter compensation received from themselves as Client 

 Primary Lobbyist filers who added Co-Lobbyist(s), enter compensation received 

from their Client 

 Co-Lobbyist filers enter compensation received from their Primary Lobbyist 
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5. PO/Designee can change lobbying expenses incurred for this Client during this filing 

period: 

 aggregate amount of all expenses for salaries of support staff 

 aggregate amount of expenses $75 or less 

 each itemized expense greater than $75 including paid to, purpose, and amount  

 total reimbursed expenses  

 also, Primary Lobbyist filers can change or add an itemized expense for each Co-

Lobbyist on the Client Registration that lobbied during the current period, along 

with its paid to (the Co-Lobbyist name), purpose, and amount  

6. PO certifies the amended Periodic Report. The Periodic Report status shows ñCompleted 
(Amended).ò 

Filing Fundraising Political Consulting Periodic Reports Check List 

All Lobbyist entities that engaged in fundraising or political consulting activities for a Client are 

required to file Fundraising Political Consulting Periodic Reports in the e-Lobbyist system. This 

process includes: 

 

1. PO/Designee logs into e-Lobbyist and prepares a Fundraising Political Consulting 

Periodic Report which includes the filerôs contact information and identifies which 

activities were performed during the period:  

 Fundraising for a public office candidate (or public servant running as a 

candidate); and/or  

 Political Consulting for a public office holder (or public servant running as a 

candidate). 

2. If Fundraising Activities were performed for this filing period, the PO/Designee enters: 

 the intended public office, candidateôs contact information, any third party 

information, total compensation received, and total amount raised 

 the candidates for whom the funds were raised 

3. If Political Consulting Activities were performed for this period, the PO/Designee enters: 

 the intended public office, candidateôs contact information, any third party 

information, and total compensation received 

 the employees that performed the lobbyist political consulting activities 

4. PO certifies the Fundraising Political Consulting Periodic Report. The report status shows 

ñCompleted.ò 

Amending Fundraising Political Consulting Periodic Reports Check List 

The same Lobbyist entities that filed a Fundraising Political Consulting Periodic Report in the e-

Lobbyist system may amend their report. The amendment process includes: 

 

1. PO/Designee logs into e-Lobbyist and amends a Fundraising Political Consulting 

Periodic Report with the status ñCompletedò. 

2. PO/Designee can identify additional Fundraising or Political Consulting Activities, not 

selected on the original report.  

3. If Fundraising Activities were reported for this filing period, the PO/Designee can add, 

remove, or change: 

 the intended public office, candidateôs contact information, any third party 

information, total compensation received, and total amount raised 

 the candidates for whom the funds were raised 
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 the Fundraising Activity, itself, can be removed 

4. If Political Consulting Activities were reported for this filing period, the PO/Designee 

can add, remove, or change: 

 the intended public office, candidateôs contact information, any third party 

information, and total compensation received 

 the employees that performed the lobbyist political consulting activities 

 the Political Consulting Activity, itself, can be removed  

5. PO certifies the amended Fundraising Political Consulting Periodic Report. The Report 

status shows ñCompleted (Amended).ò 

 

Filing Periods 
The following tables list the reporting period start and end dates, the filing period begin and end 

dates, and the filing late date for each e-Lobbyist Report.  

 

NOTE: As of December, 2010, the following reminder e-mails are automatically generated for 

Client Periodic Reports and Client Annual Reports: the Deadline Reminder email is sent on the 

first day of the reporting period, and the Notification of Missing Filings email is sent on the first 

day a filing is late.   

 

Annual Report Filings for 
2011 

Period 
Start 
Date 

Period End 
Date* 

Filing 
Begin 
Date* 

Filing 
End  

Date* 

Period 6 (P6)/Annual Report  

 CPR 

 FPCPR 

11/1/2011  12/31/2011  1/2/2012 1/17/2012 

(Late > = 

1/18/2012) 

Client Annual Report  11/1/2011  12/31/2011  1/2/2012  1/17/2012 

(Late > = 

1/18/2012) 

 

 

Report Filings for 2012 

Period 
Start 
Date 

Period 
End Date* 

Filing 
Begin 
Date* 

Filing 
End  

Date* 

Statement of Registration  1/2/2012  12/31/2012  1/2/2012  1/15/2012  

Period 1 (P1) 

 Client Periodic Report (CPR) 

 Fundraising and Political 

Consulting Periodic Reports 

(FPCPR)  

1/1/2012 2/29/2012  3/1/2012  3/15/2012 

(Late > = 

3/16/2012) 
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Report Filings for 2012 

Period 
Start 
Date 

Period 
End Date* 

Filing 
Begin 
Date* 

Filing 
End  

Date* 

Period 2 (P2) 

 CPR 

 FPCPR 

3/1/2012 4/30/2012 5/1/2012 5/15/2012 

(Late > = 

5/16/2012) 

Period 3 (P3) 

 CPR 

 FPCPR 

5/1/2012 6/30/2012  7/1/2012  7/16/2012 

(Late > =  

7/17/2012)  

Period 4 (P4) 

 CPR 

 FPCPR 

7/1/2012 8/31/2012  9/1/2012  9/17/2012 

(Late > = 

9/18/2012)  

Period 5 (P5) 

 CPR 

 FPCPR 

9/1/2012 10/31/2012  11/1/2012  11/15/2012 

(Late > = 

11/16/2012)  

Period 6 (P6)/Annual Report  

 CPR 

 FPCPR 

11/1/2012  12/31/2012  1/2/2013  1/15/2013 

(Late > = 

1/16/2013) 

Client Annual Report  11/1/2012  12/31/2012  1/2/2013  1/15/2013 

(Late > = 

1/16/2013) 

 

Getting Help 
For further assistance, contact the City Clerkôs Office at (212) 669-8171 or via e-mail 

(lobbyist@cityclerk.nyc.gov).  

Version History 
Version 1 December 2006: Initial publication 

Version 2 March 2007: Updates ï Filing Client Periodic Reports  

(CPRs) and Fundraising/Political Consulting Periodic Reports (FPCPRs)  

Version 3 June 2007: Updates related to filing amendments, employee information pre-

population, certification view, and navigating within statements/reports 

Version 4 December 2007: Updates ï Filing Client Annual Reports   

Version 5 December 2008: Updates ï Populating the Employee Store, selecting employees within 

reports, using the Client and Lobbyist Stores and printing certified (PDF) versions of reports 

mailto:lobbyist@cityclerk.nyc.gov


 
 

 

 

 

 

 

e-Lobbyist ï User Guide  
 Version 19 : January  201 2 

xvi  

Version 6 March 2009: Updates ï Filing Client Registrations: Period Start and End Dates, option 

to send an Affidavit  instead of a voided check for enrollment purposes, change of City Clerk 

address on screens, Client name added to the ñPaymentsò tab 

Version 7 October 2009: Updates - Added sections on Terminations 

Version 8 December 2009: Updates ï Added sections on Targets 

Version 9 January 2010: Update ï Filing Dates 

Version 10 February 2010: Update ï Added section Changing a PO 

Version 11 May 2010: Update ï Filing Client Annual Reports chapter: Added section to 

Adding/Updating/Deleting Lobbyists, for entering Compensation Paid or Owed During the 

Calendar Year; Update ï Filing Client Annual Reports chapter:  Added section to Adding Other 

Client Expenses for clicking the Update Totals link; Update ï Filing Client Periodic Reports 

chapter: Added section to Adding/Updating/Deleting Lobbying Expenses, for entering Lobbyist 

Client filerôs Employee Salaries; and Update ï Access and Navigating e-Lobbyist, Enrolling, 

Terms of Use Agreement chapter: new screen shot of Terms of Use Agreement. 

Version 12 July 2010: Update ï Filing Statements of Registration chapter: Added sections 

covering the Retainer Letter functions for Sending/Mailing, Uploading, Deleting, Viewing, and 

Amending. Also: Sending/Mailing a Payment, Completed Registrations and Amendments. 

Version 13 October 2010: Update ï Miscellaneous adjustments to various reports. 

Version 14 December 2010: Update ï Filing Client Annual Reports chapter: Added sections 

covering the recording of Activities, Compensation, and Expenses for each individual Lobbyist; 

and Update ï Introduction, Filing Period chapter: E-mail Deadline Reminders are automatically 

generated on the first day of the reporting period, and E-mail Notification of Missing Filings are 

automatically generated on the first day a filing is late.   

Version 15 March 2011: Update ï Enrollment, Employee Store, and Profile chapters: entering 

data in the new International Address fields: Country, Region, Postal Code; and Update ï Filing 

Statement of Registration chapters: Lobbyist/Client Entities filing Statements of Registration or 

Amendments to Statements of Registration do not need to Upload Retainers.   

Version 16 April 2011: Update ï Enrollment chapter: replace references and screen shots 

referring to ñAffirmationò with ñAffidavitò. 

Version 17 August 2011: Update ï Co-Lobbyist relationships and activity on Registrations, 

Periodic Reports, Client Annual Reports and Termination Reports; a new ñFiling Processes for 

Co-Lobbyists ñsection; and Update ï new Reimbursed Expenses on Periodic Reports. 

Version 18 December 2011: Update ï wording on screens: Amended Registration Retainer, 

Periodic Report Summary of Compensation, Periodic Report Expenses, Client Annual Report 

Expenses. Update ï International Phone Number entry and/or displays: Enrollment, Registration, 

Periodic Report, Client Annual Report, Entity Profile, and Employee Store. Update Enrollment 

screen to replace Voided Check option with Corporate Documents option. Update Filing 

Requirement Dates for 2012. 

Version 19 January 2012: Enrollment text corrections, and Lobbyist/Client Uploads 

Authorization Letter on Registrations and Amendments. 

 

NOTE: Sample data is included for instructional purposes only and is not intended to 

represent actual data.
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Accessing & Navigating e-Lobbyist 
 

NOTE: The e-Lobbyist application operates best with Internet Explorer (IE) 6 or Firefox 

with Windows XP. All other browsers and operating systems are currently not supported. 

Users should not open multiple browser windows from the browserôs File menu or use the 

multiple tabs functionality on any version of either IE or Firefox. 
 

To access e-Lobbyist, browse to http://www.nyc.gov/elobbyist. The ñLog Inò screen appears.  

 

For help with the application, click the link e-Lobbyist User Guide to view the User Guide. 

 

 

 

Enrolling 
To use e-Lobbyist, each Lobbyist and Client entity must enroll and have a Principal Officer (PO), 

the main enrolled user. The PO is responsible for all aspects of the filing process. To enroll, click 

the ñEnrollò button on the ñLog Inò screen. The ñPrincipal Officer Informationò screen will 

appear. 

 

 

http://www.nyc.gov/elobbyist
http://www.nyc.gov/html/misc/pdf/elobbyist_user_guide.pdf
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PO (Principal Officer) Information 

 

 
 

Enter the Principal Officer Information. NOTE: Required fields are marked with a red 

asterisk (*). 

 Last Name*  

 First Name*  

 E-mail Address*  

 Re-Enter E-mail Address*  

 Principal Officer Title*  

 Principal Officer Phone* 

 

NOTE: To change or modify PO (Principal Officer) Information after  entity enrollment is 

accepted, you must contact the City Clerkôs Office directly by phone at (212) 669-8171 or 

via e-mail (lobbyist@cityclerk.nyc.gov).  Please see the section ñChanging a POò for 

instructions on changing to a new PO in e-Lobbyist. 

 

mailto:lobbyist@council.nyc.gov
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Terms of Use Agreement 

 

 
 

After entering the Principal Officer Information, scroll down and read the Terms of Use 

Agreement. Indicate you agree to the Terms of Use Agreement by clicking the ñYes, I Agree to 

the Above Termsò checkbox. Click the ñContinueò button to proceed or the ñCancelò button to 

escape and return to the previous screen. If you clicked the ñContinueò button, the ñBusiness 

Informationò screen will appear.  
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Business Information 

 

 
 

Enter the Business Information and select the appropriate answers as required.  

NOTE: Required fields are marked with a red asterisk (* ). 

 Business Name*  

 Click Yes or No to indicate if the business previously filed as a Lobbyist or Client with 

the City Clerk.*  If you selected Yes, enter the Name Used when previously registered. 

If you selected No, the name field will disappear.  

 If the enrollee is a Lobbyist Filer, click Yes, otherwise click No.*  NOTE: Once you 

have selected Yes, you cannot reselect No. You may select Yes for both Lobbyist 

Filer  and Client Filer . You may not select No for both. 

 If the enrollee is a Client Filer, click Yes, otherwise click No.*  NOTE: Once you have 

selected Yes, you cannot reselect No. You may select Yes for both Lobbyist Filer 

and Client Filer . You may not select No for both. 
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 Business Address*  - Enter the Domestic or International Address: 

 Domestic Address: Country defaults to ñUnited States of America.ò Enter Street 

Address and City, select State from the drop-down li st, and enter the ZIP Code.*  

 International Address: For Country, select the correct name from the dropdown list 

to refresh the fields. Enter the Street Address, City, Region, and Postal Code.*  

 Business Phone*- Enter the Domestic or International Phone Number: 

 Domestic10 digit Phone Number:  Area Code (3 digits), Exchange (3 digits), and 

Number (4 digits). 

 International 21 digit Phone Number: Country/City Code (up to 6 digits) and 

Number (up to 15 digits). 

 

If the entity is a Corporation, click Yes, and in the Business TIN # field, enter the business 

Federal Tax Identification Number (TIN), also known as an Employee Identification 

Number (EIN). 

 

 
 

Only Sole Proprietors may click No, and enter the last six digitôs of their Social Security 

Number (SSN) in the SSN # field that appears.*  

 

 
 

Verification by Proof of Corporate Filing or Affidavit 

The enrolling Lobbyist or Client must send proof of Corporate Filing, to the City Clerkôs Office 

to complete the enrollment.  

 

The following are options for Proof of Corporate Filing: 

1. A print-out from the appropriate Department of State (or equivalent entity of a Foreign 

Country) 

2. Articles of Incorporation 

3. Certificate of Incorporation 

4. Articles of Organization 

5. Certificate of Limited Partnership 

6. Certificate of Registration 

7. Filing Receipt 

8. Certificate of Assumed Name 

9. Certificate of Type of Not-For-Profit Corporation 
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If there is no proof of Corporate Filing, a completed and notarized Affidavit can be sent to the 

City Clerkôs Office to complete the enrollment. NOTE: An Affidavit  confirms the legal name 

of the enrolling entity, that it  is a legal entity, and that the Principal Officer is associated 

with it.  

 

NOTE: No payment is required to enroll. 

 

 
 

After entering the Business Information, scroll down to the ñVerification by Proof of Corporate 

Filing or Affidavitò section. Read the statement and note the address where the Proof of 

Corporate Filing or Affidavit should be sent. Indicate the Lobbyist or Client will be sending a 

Proof of Corporate Filing to the City Clerkôs Office by clicking the ñI Will Be Sending a Proof 

of Corporate Filing to the Above Addressò checkbox, or an Affidavit, by clicking the ñI Will 

Be Sending an Affidavit  to the Above Address because there is no Proof of Corporate Filing.ò 

Click the ñContinueò button to submit the enrollment or the ñCancelò button to escape and 

return to the previous screen.  

 

NOTE: To proceed with submitting your enrollment, you must select an option before 

clicking the ñContinueò button. Once you have selected an option and have clicked the 

ñContinueò button, you will not be able to return to the screen to select the other option. 

Upon clicking the ñContinueò button, you will receive specific instructions related to the 

option selected (as explained below). If you cancel the enrollment or close the browser 

window before submitting, all the data entered will be lost. You will need to start over if 

you still wish to enroll.  
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After submitting the enrollment, the ñThank Youò screen will appear and you will receive an e-

mail containing: 

 The enrollment details, 

 A copy of the Terms of Use Agreement, 

 Confirmation of the enrollment submission and the completion requirements,  

 A copy of an Affidavit  to be completed (if the corresponding option was selected), and 

 Instructions on where to send the Proof of Corporate Filing or completed and notarized 

Affidavit  and a copy of the enrollment submission e-mail. 

 

Enrollment Approval/Rejection 

The Proof of Corporate Filing or the completed and notarized Affidavit (if there is no Proof of 

Corporate Filing) and enrollment submission e-mail must be received by the City Clerkôs Office 

within 10 calendar days. You will be unable to log into e-Lobbyist until the City Clerkôs Office 

receives the Proof of Corporate Filing or completed and notarized Affidavit , enrollment 

submission e-mail, and the enrollment is complete. If it is not received within 10 calendar days, 

the enrollment will automatically be rejected. You will receive an e-mail notifying you when the 

enrollment has been approved or rejected.  

 

NOTE: Al l active enrolled Clients will appear on the list of Clients available for selection 

when filing a Statement of Registration. All active enrolled Lobbyists will appear on the lists 

of Lobbyists available for selection when a Client files a Client Annual Report , or for 

selecting Co-Lobbyist(s) when a Primary Lobbyist files a Statement of Registration, or for 

selecting a Primary Lobbyist when a Co-Lobbyist files a Statement of Registration.  

Passwords 
You will not be able to log into e-Lobbyist until your enrollment is approved. Upon enrollment 

submission, you will receive an e-mail containing instructions for setting up a new password or 

verifying an existing password (if currently a registered NYC.gov user).  

 

Set up a new password or verify your existing password by clicking the link in the User Set Up or 

User Verify e-mail you received, and follow the instructions as explained below. After you have 

set up or verified your password, click the ñContinueò button to proceed to the ñLog Inò screen. 
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NOTE: By enrolling in e-Lobbyist and setting up a new password, you will also be 

establishing a user account with NYC.gov, through which you can register for e-mail alerts 

at www.nyc.gov/register. 

Creating a New Password 

To set up a new password, follow the link contained in the e-mail you received upon your 

enrollment submission. The ñCreate Passwordò screen will appear. 

 

 
 

To create a new password:  

 Enter your ZIP Code  

 Enter your New Password 

 Re-Enter your New Password 

 Click the ñSubmitò button to proceed. A ñThank Youò screen will appear notifying you 

your password has been created. To log into e-Lobbyist, click the ñClick here to Log 

In/Enrollò link. The ñLog Inò screen will appear. 

 

Last four digits 

optional 

http://www.nyc.gov/register
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NOTE: For security you must create a ñstrongò password. Your password must be at least 

eight characters and contain at least one number and/or a special character. Your password 

must not contain any spaces. Special characters include: ? ! @ # $ % ^ * ( ). If you have 

difficulty setting up your password, contact the City Clerkôs Office directly by phone at 

(212) 669-8171 or via e-mail (lobbyist@cityclerk.nyc.gov). 

 

Verifying an Existing Password 

If you are already a NYC.gov user, click the link contained in the e-mail you received upon 

enrollment submission. The ñVerify Passwordò screen will appear. 

 

 
 

Enter your current NYC.gov user account password and click the ñSubmitò button to proceed. A 

ñThank Youò screen will appear notifying you your password has been verified. To log into e-

Lobbyist, click the ñClick here to Log In/Enrollò link.  

 

 
 

The ñLog Inò screen will appear.  

 

 

mailto:lobbyist@council.nyc.gov
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Forgotten Passwords/Changing Your Password 

 

 
 

If you forgot or would like to change your password, click the ñForgot/Change Your Password?ò 

link on the ñLog Inò screen. The ñForgot/Change Your Password?ò screen appears.  

 

 
 

Enter your E-mail address and click the ñSubmitò button. A ñThank Youò screen will appear 

notifying you that a password reset has been submitted. If you click the ñClick here to Log 

In/Enrollò link on the ñThank Youò screen, the ñLog Inò screen will appear.  

 

NOTE: Your e-mail address is your User ID.  
 

To reset your password, click the link in the e-mail you received from e-Lobbyist. The ñChange 

Passwordò screen will appear. 
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Enter your New Password, re-enter your New Password, and click the ñSubmitò button to 

proceed. A ñThank Youò screen will appear notifying you that your account has been 

created/updated. To log into e-Lobbyist, click the ñClick here to Log In/Enrollò link.  

 

 
 

The ñLog Inò screen will appear.  
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Logging In 
Before you can log into e-Lobbyist, you must enroll, agree to the Terms of Use, submit a voided 

check (or completed and notarized Affidavit), and the enrollment submission e-mail to the City 

Clerkôs Office, and set yourself up as a Principal Officer or be set up as a Designee.  

 

To log into e-Lobbyist, browse to http://www.nyc.gov/elobbyist. The ñLog Inò screen appears. 

 

 
 

Enter your E-mail address and Password. Click the ñLog Inò button. The ñHomeò page appears.  

 

NOTE: For more information  read the sections above: ñPasswordsò for password 

information , ñEnrollingò for enrollment process information. 

 

http://www.nyc.gov/elobbyist
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The ñHomeò page displays all Lobbyist or Client accounts for which you are a Principal Officer 

or Designee. 

 

Navigating Home 
Anytime you wish to return to the e-Lobbyist ñHomeò page, click the ñHomeò link in the top 

right corner of the screen.  

 

 
 

Navigating to NYC.gov 
 

 
 

You may navigate to the NYC.gov ñHomeò page by clicking the ñNYC.govò icon in the top left 

corner of the screen. Or, to browse to ñResidents,ò ñVisitors,ò ñBusiness,ò ñGovernment,ò or the 

ñOffice of the Mayorò pages, click the corresponding link. Search NYC.gov by clicking the 

ñSearchò link, register for E-mail Updates by clicking the ñE-mail Updatesò link, or send 

feedback to NYC.gov by clicking the ñContact Usò link.  

 

Navigating Statements of Registration and Reports 
Within a Statement of Registration, Client Periodic Report, or Fundraising/Political Consulting 

Report, refer to the blue highlighted box within the graphic at the top of the screen to identify 

where you are in the process of filing that particular statement/report.  

 

The graphic below shows the process flow for a New Client Registration. 
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Click the ñBackò button at the bottom of the screen to return to a prior section, or the ñContinueò 

button to proceed to the next step in the navigation graphic. 

Logging Out/Session Time Outs 
When you are finished using e-Lobbyist, be sure to log out. To do so, click the ñLog Outò link in 

the top right corner of the screen. The ñLog Inò screen will appear. For security, be sure to close 

the browser window.  

 

 
 

NOTE: After 15 minutes of inactivity, a session time out message will appear in a pop-up 

window asking you if would like to continue working in e-Lobbyist or log out.  

 

 
 

If you have not responded by selecting one of the options after an additional five minutes of 

inactivity, you will automatically be logged out of e-Lobbyist. If you were automatically 

logged out, or if you inadvertently closed your browser window without properly logging 

out, you will have to log back in. If one of the authorized users of an entity tries to log in 

after another authorized user inadvertently closes their browser without properly logging 

out, the former person will be locked out of the entity until the latter person logs back into 

their account and properly logs out. If the user does not log in and log out, their session will 

expire in 20 minutes and the other authorized user will then be able to log into the entity. 
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Populating the Employee Store 
 

After logging into e-Lobbyist, the ñHomeò page will appear. The ñHomeò page lists all Lobbyist 

and Client accounts for which you are a Principal Officer (PO) or Designee.  

 

 
 

Before any Lobbyist begins to file a Statement of Registration, they must populate the Employee 

Store. The Employee Store is a repository of all employees who are required by law to be 

reported to the City Clerk. After populating the store with employees, the Lobbyist PO must 

certify the store and its employees, and then individual employees can be added to a report.  

 

NOTE: You will not be able to make any edits to employees from within a report. All edits 

to employee information must be made from within the Employee Store. To edit an 

employee that appears in a certified report: first edit and certify the employee in the store, 

then amend the report to show the new employee information. 
 

NOTE: A Principal Officer (PO) or Designee can add, edit, inactivate, or reactivate 

employees. However, only the Principal Officer (PO) can certify the Employee Store.  

Adding Employees 
To begin adding employees, from the ñHomeò page, select the Lobbyist entity name for which 

you would like to add employees.  
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The ñClient Homeò page will appear. Select the ñEmployeesò tab (also known as the ñEmployee 

Storeò).  

 

NOTE: The first time a newly enrolled Lobbyist arrives at the ñClient Homeò page, there 

will be no Clients listed.  

 

 
 

To add an employee, click the ñAdd Employeeò link.  

 

NOTE: The first time  a newly enrolled Lobbyist arrives on the ñEmployeesò tab, there will 

be no employees listed.  

 

NOTE: If you have already been enrolled in e-Lobbyist, employees you previously added 

will already be imported; however you must verify the accuracy of the data for each in the 

Employee Store. 
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The ñEmployee Informationò page will appear.   
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Enter Employee Name and Addresses in the fields that appear: 

 Employeeôs Last Name* 

 Employeeôs First Name* 

NOTE: After completing the rest of the fields and clicking the ñSaveò button;  if the 

employeeôs first name and last name match an employee on file, you will be 

prompted to confirm the entry.  

 Employeeôs Phone* 

 Employee Type ï Select the appropriate Employee Type from the drop-down menu. 

 Employeeôs Home Address* - Enter the Domestic or International Address:  

 

 
 

 Domestic Address: The Country defaults to ñUnited States of America.ò Enter the 
Street Number, Street Address, City, select the State from the drop-down list, and 

enter the ZIP Code.*  

 

 
 

 International Address: For Country, select the correct Name from the dropdown list 

to refresh the fields. Enter the Street Number, Street Address, City, Region, and 

Postal Code.*  

 

 Business Address*  ï If the employeeôs business address is the same as his/her home 

address, check the ñSame as Homeò checkbox. If it is not the same, in the open fields, 

enter the Domestic or International Address: 

 Domestic Address: The Country defaults to ñUnited States of America.ò Enter the 

Street Number, Street Address, City, select the State from the drop-down list, and 

enter the ZIP Code.*  

 International Address: For Country, select the correct Name from the dropdown list 

to refresh the fields. Enter the Street Number, Street Address, City, Region, and 

Postal Code.*  
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Add/Remove Spouse or Domestic Partner (DP)  

 If the employee has a spouse or domestic partner, click the ñAdd Spouse/DPò button to 
display the name and address fields. 

 

 
 

 Enter the Spouse/DP Information in the open fields. 

 Spouse/DP Last Name* 

 Spouse/DP First Name* 

 If the Spouse/DP Home Address is the same as the Employeeôs, click the checkbox 

and the address fields will disappear.*   

 If Spouse/DP Home Address is different, fill in the Spouse/DP Home Address fields 

by entering the Domestic or International Address:  

 Domestic Address: The Country defaults to ñUnited States of America.ò Enter 
the Street Number, Street Address, City, select the State from the dropdown 

list, and enter the ZIP Code.*  

 International Address: For Country, select the correct Name from the 

dropdown list to refresh the fields. Enter the Street Number, Street Address, 

City, Region, and Postal Code.*  

 If the Spouse/DP does not have a business address, click No in response to the 

question ñDo you have a business address?ò Otherwise, click Yes, and enter it in the 

fields that open. 

 

 To remove a spouse/DP, click the ñRemove this Spouse/DPò button. The Spouse/DP 
Information fields will disappear. 
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Add/Remove Unemancipated Children 

 If the employee has any unemancipated children who have had a campaign contribution 

made in the childôs name, the childôs information must be reported as provided for by 

NYC Administrative Code Section 3-216.  

 

 
 

 Click the ñAdd Childò button to display the Unemancipated Childôs Information fields 

below.  

 

 
 

 Enter the Unemancipated Childôs Information in the open fields. 

 Childôs Last Name* 

 Childôs First Name* 

 If the Childôs Home Address is the same as the Employeeôs, click the checkbox and 

the address fields will disappear.*   

 If the Childôs Home Address is not the same, fill in the fields by entering the 

Domestic or International Address:  

 Domestic Address: The Country defaults to ñUnited States of America.ò Enter 
the Street Number, Street Address, City, select the State from the dropdown 

list, and enter the ZIP Code.*  

 International Address: For Country, select the correct Name from the 

dropdown list to refresh the fields. Enter the Street Number, Street Address, 

City, Region, and Postal Code.*  

 

 To add another child, click the ñAdd Another Childò button and enter the Childôs 

Information. 

 

 To remove a child, click the ñRemove this Childò button. The Childôs Information fields 
will disappear. 



 
 

 

 

 

 

 

e-Lobbyist ï User Guide  
 Version 19 : January  201 2 

21  

 

Employment Periods 

 NOTE: An employeeôs availability for selection in any report or amendment 

depends on the employeeôs start and end dates.  
 

 

 
 

Enter Employee Start Date 

 The system will automatically set the date the employee is added to the store as the 

default Start Date. You have the option to enter a start date prior to the default start date.  

 

Employee End Date 

 The End Date reflects the date the employee became inactive or left employment. A 

blank end date signifies that this person is actively employed. 

 

Add/Remove Another Period 

 If the employee left employment or became inactive and then resumes employment or 

becomes active again, add another period by clicking the ñAdd Another Periodò button.  

 Click the ñRemove this Periodò button to delete these ñAnother Periodò fields. 

 

After you have entered the Employeeôs Information including the Employee Start Date, select 

what you would like to do using the buttons at the bottom of the screen:  

 

 
 

 To save the Employeeôs Information and return to the ñEmployeesò tab, click the ñSaveò 

button.  

 To escape, lose your changes, and return to the ñEmployeesò tab, click the ñCancelò 

button.  

 

Complete the above process for all employees you need to add. When you have finished adding 

employees and have returned to the ñEmployeesò tab, the Principal Officer must certify the 

Employee Store. Once the store has been certified, you can file reports.  
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Navigating the Employee Store 
When you first arrive at the ñEmployeesò tab there will be no employees listed. After you add an 

employee, the employeeôs name will be listed in the ñEmployee Nameò column.  

 

 
 

Employees are listed alphabetically by last name. If there are more than 20 employees, you may 

click the ñNext,ò ñLast,ò ñPrevious,ò or ñFirstò links to advance to the corresponding page of 

results, or click a page number to go to a specific page.  

 

 

Determining Employee Status  

Within the Employee Store there are three status options: 

 ñNewò indicates the employee was added to the ñEmployee Storeò but the store has not 
yet been certified.  
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 ñDraftò indicates the employee was added to the ñEmployee Storeò, the store was 

certified, the employee information has been amended, but the store has not yet been 

recertified. 

 ñCertifiedò means no changes have been made to the employee since last certified. Only 
certified employees may be added to any report. 

 

To determine an employeeôs status, check the ñStatusò column on the ñEmployeesò tab. 

 

 

Viewing/Hiding Employee Details 

You may click an employeeôs name or the ñView Detailsò button in the ñDetailsò column to view 

the details for a specific employee; click the ñHide Detailsò button to hide them.  

 

 

Printing Employee/Store Details 

You may print the detailed information for an individual employee or the detailed information for 

all employees. 

 To access a printer friendly version of a single employeeôs details, click the ñPrinterò 

icon. Then, print the report using the print functionality in your browser. 

 To access a printer friendly version of the details of all employees in the store, click the 

ñPrint Allò link. Then, print the report using the print functionality in your browser. 

 

Regardless of an individual employeeôs status or the status of the store you may print the 

individual details or details for all employees at any time.  

 

NOTE: It is recommended that you print a full copy of the store for your review prior to 

certifying the store.   
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Editing Employee Information 
Both Designees and Principal Officers may edit the detailed information for employees; however 

only the Principal Officer may certify the store after making any changes.  

 

 To edit the detailed information for a specific employee, click the employeeôs name on 

the ñEmployeesò tab. Editable fields, as shown in the ñAdding Employeesò section of 

this guide, will open in which you can make your edits. 

 Click the ñSaveò button when you are finished to return to the ñEmployeesò tab. After 

editing the details for an employee, his or her status will change to ñDraft.ò  

 Certify the Employee Store in order to be able to select the certified employee for use in 

any of the reports.  

 

 
 

NOTE: Changes certified in the store will NOT be automatically made to any reports. You 

must separately make any changes that need to be made to a specific report.  

Deactivating/Reactivating Employees 
Once an employee has been certified in the store, the employee cannot be deleted from the list 

only ñdeactivated.ò Both Designees and Principal Officers can deactivate/reactivate employees. 

However, only the Principal Officer can certify the ñEmployee Storeò (required after edits are 

made). NOTE: A deactivated employee may be reactivated by entering another start date.  

 

 To deactivate an employee, locate the employee in the Employee Store. 

 Click the employeeôs name on the ñEmployeesò tab to open the editable employee 
information fields, as shown in the ñAdding Employeesò section of this guide, and enter 

an end date in the ñEnd Dateò field.  

NOTE: The end date must be after the start date. 
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 Click the ñSaveò button to return to the ñEmployeesò tab. Certify the store. 

 

 
 

An employeeôs availability for selection in any report or amendment depends on the employeeôs 

start and end dates.  

 

 To reactivate an employee, click the ñAdd Another Periodò button, enter another start 
date, click the ñSaveò button, and certify the store.  

 

 
 

NOTE: Donations from employees, spouse/domestic partner, and unemancipated children 

are NOT eligible for matching funds from the Campaign Finance Board (CFB) and are 

subject to campaign contribution limits UNTIL after the end date is added. 

Certifying the Employee Store 
After adding/editing, deactivating, or reactivating employee information, the Employee Store 

must be certified prior to selecting employees within individual reports. Only the Principal 

Officer may certify the Employee Store. It is recommended that you print a copy of the employee 

list for review prior to certification. Refer to the ñPrinting Employee/Store Detailsò section of 

this guide for instructions.  

 

To certify the store, click the ñCertifyò link:  

 

 
 

The ñCertificationò screen will appear:  
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 Read the certification text,  

 Enter your password in the ñPasswordò field, and  

 Click the ñCertify Employeesò button.  

 

NOTE: Once an employee has been certified, it cannot be deleted from the store. The 

employee can only be ñdeactivatedò by entering an ñEnd Dateò in the corresponding 

detailed employee information field. Refer to the ñDeactivating/Reactivating Employeesò 

section of this guide for more information.   

 

 
 

Once the Employee Store has been certified, the status of all employees will be ñCertifiedò and 

employees can be selected within individual reports.   
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Filing Statements of Registration 
 

Each year, Lobbyists are required by law to file a Statement of Registration for each client. There 

is no limit on the number of clients that a lobbyist may register. Statements of Registration must 

be filed for the period in which the lobbying occurred.  

 

The Reporting Period (explained in the ñReporting Periodò section of this guide below) is 

defined by entering the start and end dates of the Lobbyist filerôs retainer agreement with the 

client, or the Co-Lobbyist filerôs designation agreement with the client, or the Lobbyist/Clientôs 

authorization letter with itself as the client. Reports must be submitted for the period covered by 

the Statement of Registration. Reports cannot be submitted until the first day of the Filing Period, 

but may be prepared in draft form 10 days prior to the Filing Period.  

Filing Entities 
As of August 2011, the e-Lobbyist System reports Co-Lobbyist Activity on various reports filed 

by Primary Lobbyist and Co-Lobbyist entities. Each type of entity that can appear on a Statement 

of Registration appears below. 

Client 

ñClientsò are defined as entities that retain or designate a lobbyist to lobby on its behalf in the 

City of New York in a calendar year. A client is required to file a Client Annual Report at the 

beginning of each year, reporting the previous yearôs lobbying activity and listing all the lobbyists 

that have lobbied on its behalf, including any lobbyists retained and co-lobbyists designated. 

Lobbyist 

ñLobbyistsò are defined as entities retained by a client to lobby on its behalf in the City of New 

York in a calendar year. The lobbyist receives a retainer letter from the client to lobby on its 

behalf. Lobbyists enroll in the e-Lobbyist system as lobbyists; and for each client they are 

required to file a Statement of Registration, Periodic Reports, Termination Reports, and 

Fundraising/Political Consulting Reports (if applicable). On the Statement of Registration, the 

lobbyist filer reports lobbying employees, lobbying activities, and sends or uploads their retainer 

with the client. 

Primary Lobbyist 

ñPrimary Lobbyistsò are defined as lobbyist entities retained by a client to lobby on its behalf in 

the City of New York in a calendar year, which retains co-lobbyist(s) to lobby on such clientôs 

behalf. The primary lobbyist receives a retainer letter from the client to lobby on its behalf. 

Primary lobbyists enroll in the e-Lobbyist system as lobbyists; and for each client  they are 

required to file a Statement of Registration, Periodic Reports, Termination Reports, and 

Fundraising/Political Consulting Reports (if applicable). On the Statement of Registration, the 

primary lobbyist filer reports the co-lobbyists retained to lobby on their clientôs behalf, lobbying 

employees, lobbying activities, and sends or uploads their retainers with the client and any co-

lobbyists. 



 
 

 

 

 

 

 

e-Lobbyist ï User Guide  
 Version 19 : January  201 2 

28  

Co-Lobbyist 

ñCo-Lobbyistsò are defined as lobbyist entities retained by a primary lobbyist to lobby on behalf 

of the primary lobbyistôs client in the City of New York within a calendar year. Co-lobbyists 

enroll in the e-Lobbyist system as lobbyists; and for each client they are required to file a 

Statement of Registration, Periodic Reports, Termination Reports, and Fundraising/Political 

Consulting Reports (if applicable). Co-lobbyists must be designated by the primary lobbyistôs 

client to lobby on their behalf. On the Statement of Registration, the co-lobbyist filer reports the 

primary lobbyist that retained them, lobbying employees, lobbying activities, and sends or 

uploads their designation letter with the client and their retainer with the primary lobbyist. 

Lobbyist/Client 

ñLobbyist/Clientsò are defined as lobbyist entities that lobby on their own behalf in the City of 

New York within a calendar year. Lobbyist/Clients enroll in the e-Lobbyist system as both a 

lobbyist and a client. As a lobbyist, they are required to file a Statement of Registration, Periodic 

Reports, Termination Reports, and Fundraising/Political Consulting Reports (if applicable). As a 

client, they are required to file a Client Annual Report at the beginning of each year, reporting the 

previous yearôs lobbying activity and listing all the lobbyists that have lobbied on its behalf, 

including any lobbyists retained and co-lobbyists designated. On the Statement of Registration, 

the lobbyist/client filer does not report any co-lobbyists, but does report lobbying employees, 

lobbying activities, and sends or uploads their authorization letter with themselves as the client. 

Initiating the Registration 
After logging into e-Lobbyist, the ñHomeò page will appear. The ñHomeò page lists all Lobbyist 

and Client accounts for which you are a Principal Officer or Designee. To file a Statement of 

Registration, click the appropriate entity name in the ñEntityò column. 

 

 
 

The ñClient Homeò page for the selected entity will appear.  
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The first time you arrive at the ñClient Homeò page, it will display a message that no clients exist 

for the current year. After you file Statements of Registration, if there are more than 20 clients for 

the selected entity, you can use the ñPrevious Pageò and ñNext Pageò links at the bottom of the 

screen to browse additional pages.  

 

 
 

NOTE: Before you file a Statement of Registration, confirm that the information contained 

in the Entity Profile is correct. Click the ñEntity Profileò tab and review the information.  

 

 
 

If it is correct, proceed. If it is not correct, refer to the ñViewing/Editing Entity Profilesò 

section of this guide for further instru ctions. 
 

To file a Statement of Registration, click the ñFile Client Registrationò link near the top right 

corner of the screen. 

 

 
 

A new Statement of Registration screen appears. The blue highlighted box within the graphic 

strip at the top of the screen identifies where you are in the process flow for filing the registration.  
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Client Selection  
Once a Clientôs enrollment is approved, the Clientôs name will automatically appear on the list of 

Client entities actively enrolled in the e-Lobbyist system and will be available for selection in the 

Statement of Registration and individual reports. 

 

 
 

To locate a Client, click on the letter that represents the first initial of the Clientôs name. A list of 

Clients whose names begin with that letter will appear. Only one Client may be selected for each 

Statement of Registration. 

 

 
 

Select the desired Client, by clicking the corresponding Clientôs name in the list. The ñClient 

Information screenò will display. Most of the fields will be pre-populated with information from 

the Clientôs enrollment.  
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Reporting Period 
The first screen of the Statement of Registration process, displays the Reporting Period Year.  
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Enter the Start Date. The Start Date is the date that the Lobbyist and Client retainer agreement 

indicates as the start date. In the case of a Co-Lobbyist, the start date is indicated in the client 

designation letter. In the case of a Lobbyist/Client, the start date is indicated in the client 

authorization letter. For start dates that begin prior to the registration year, enter the Start Date as 

the first calendar date of the registration year.  

 

Enter the End Date. The End Date is the date that the Lobbyist and Client retainer agreement 

indicates as the end date. In the case of a Co-Lobbyist, the end date is indicated in the client 

designation letter. In the case of a Lobbyist/Client, the end date is indicated in the client 

authorization letter. For end dates that end after the registration year, or that are ongoing, enter 

the End Date as the last calendar date of the registration year.  

Client Information 
Enter the Client Business Industry, and indicate the Lobbyistôs financial interest in the Client. 
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To indicate if the Lobbyist has a Direct or Indirect interest in the Client, select Yes or No from the 

drop-down menu. If you selected ñYesò, enter the Date Interest Acquired and the Extent of 

Interest in the open fields. 

 

 

Co-Lobbyist Information 
The Lobbyist filer indicates their role in this Statement of Registration by answering the Co-

Lobbyist Activity questions. NOTE:  The answers to these questions are defaulted to ñNoò 

and set to read only for Lobbyist/Clients (entities lobbying on their own behalf). 
 

  

In response to the question, ñAre you a Co-Lobbyist?ò 

 

 Select the ñYesò radio button to indicate that the filer is a Co-Lobbyist. Upon selection, 

the screen redisplays, ñWill you be hiring a Co-Lobbyist?ò disappears.  

 Select the ñNoò radio button to indicate that the filer is a Lobbyist. 

 

In response to the question, ñWill you be hiring a Co-Lobbyist?ò 

 

 Select the ñYesò radio button to indicate that the filer is a Primary Lobbyist (will retain 

Co-Lobbyists to lobby on behalf of their Client). 

 Select the ñNoò radio button to indicate that the filer is a Lobbyist (not retaining Co-

Lobbyists for this Client). 

 

After you have entered the Client Information, select how you would like to proceed: 

 

 To return to the ñClient Selectionò screen, click the ñBackò button. 

 To continue to the next page, click the ñSave & Continueò button. 

 To save and refresh the page, click the ñSaveò button. 
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 To lose your changes, and return to the ñClient Homeò page, click the ñCancelò button. 

 To delete the registration, click the ñDelete Registrationò button. A pop-up window will 

appear asking you to confirm the deletion. Click the ñOKò button to confirm and proceed 

to the ñClient Homeò page, or click the ñCancelò button to escape.  

Adding Other Lobbyists 
The Lobbyist Entity screen is only displayed for Primary Lobbyist or Co-Lobbyist filers. Other 

filers should click this link to proceed to ñEmployees Lobbying for Clientò.  

 

Initially, no lobbyists are listed on this page. The steps below instruct the user in adding other 

active lobbyists to the Client Registration 

Primary Lobbyist Filer Adding a Co-Lobbyist 

On the Lobbyist Entity screen, the Primary Lobbyist filer clicks the ñSelect Lobbyistsò button to 

select the Co-Lobbyists retained to lobby on the Clientôs behalf. 

 

 
 

The Select Lobbyists screen displays a list of lobbyists currently enrolled in the e-Lobbyist 

system. On the Select Lobbyists screen, check the box(es) next to the Co-Lobbyist(s) and click 

the ñAdd Selected Lobbyistsô button to add the Co-Lobbyists to the report.  
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NOTE: Primary Lobbyist filers may add up to 20 Co-Lobbyists to a registration.  After 

selecting from the list, an error message is displayed, if a Primary Lobbyist selects itself or 

selects a Lobbyist/Client that is the current Client on the registration. While the registration 

is in ñDraftò status (not certified), Co-Lobbyists may be added to the list and removed from 

the list. After certification, no Co-Lobbyists may be removed from the registration.   

 

The added Co-Lobbyists will display in the list and their contact information will be copied to the 

report and appear in the certification view of the report. 

 

 
 

To view a lobbyist's contact information, click the ñView Detailsò button. To remove a Co-

Lobbyist while the registration is in ñDraftò status (not certified); click the ñRemoveò button. 

 

At any time, you may select what you would like to do: 

 

 To return to the previous page, click the ñBackò button. 

 To select an additional lobbyist from the list, click the ñSelect Lobbyistsò button.  

 To remove a lobbyist from the list of a not certified registration, click ñRemove.ò 

 To save additions and return to the ñClient Homeò page, click ñCancel.ò  

 To delete registration and return to the ñClient Homeò page, click the ñDelete 

Registrationò button. A pop-up window will appear asking you to confirm the deletion. 

Click the ñOKò to confirm, or click the ñCancelò to escape. 

 

As a Primary Lobbyist filer, you will complete the above process for all Co-Lobbyists that you 

need to add to the registration. When you have finished adding Co-Lobbyists and returned to the 

ñLobbyist Entityò screen, click the ñContinueò button to save the Co-Lobbyists.  

Co-Lobbyist Filer Adding a Primary Lobbyist 

On the Lobbyist Entity screen, the Co-Lobbyist filer clicks the ñSelect Lobbyistsò button to select 

the Primary Lobbyist that is retaining them to lobby on the Clientôs behalf. 
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The Select Lobbyists screen displays a list of lobbyists currently enrolled in the e-Lobbyist 

system. Check the box next to your Primary Lobbyist and click the ñAdd Selected Lobbyistsò 

button to add the desired Primary Lobbyist to the report.  

 

 

 
 

NOTE: Co-Lobbyist filers may add only one Primary Lobbyist to the registration. After 

selecting from the list, an error message is displayed if a Co-Lobbyist: selects itself, selects 

more than one lobbyist, or selects a Lobbyist/Client that is the current Client on the 

registration. While the registration is in ñDraftò status (not certified), a Primary L obbyist 

may be removed from the list and another added. After certification, the selected Primary 

Lobbyist cannot be changed (i.e.: removed and another added).    

 

The added Primary Lobbyist will display in the list and their contact information will be copied to 

the report and appear in the certification view of the report. 
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To view a Primary Lobbyist's contact information, click the ñView Detailsò button. To remove a 

Primary Lobbyist while the registration is in ñDraftò status (not certified); click the ñRemoveò 

button. 

 

At any time, you may select one of the following options: 

 

 To return to the previous page, click the ñBackò button. 

 To reselect a Primary Lobbyist while the registration is in ñDraftò status (not certified), 

click the ñRemoveò button to remove it from the list, then click the ñSelect Lobbyistsò 

button to add another Primary Lobbyist.  

 To save additions and return to the ñClient Homeò page, click the ñCancelò button.  

 To delete registration and return to the ñClient Homeò page, click the ñDelete 

Registrationò button. A pop-up window will appear asking you to confirm the deletion. 

Click the ñOKò button to confirm, or click the ñCancelò button to escape. 

 

As a Co-Lobbyist filer, when you have finished adding your Primary Lobbyist and returned to the 

ñLobbyist Entityò screen, click the ñContinueò button to add Employees.  

 

Employees Lobbying for Client 
After entering the Client Information and clicking the ñSave & Continueò button, the ñEmployees 

Lobbying For Clientò screen will appear. The first time you arrive at this screen, youôll receive a 

message that no employees have been added for this Client.  
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To add an employee, click the ñAdd Employeeò button. A list of employees will display. Only 

employees with a status of ñActiveò are available for selection. Employees with a status of ñNewò 

or ñDraftò have not yet been certified. Employees with a status of ñInactiveò have an assigned 

end date that has elapsed.  

 

NOTE: ñActiveò employees have been certified in the store and the employeeôs begin and 

end dates span the period covered by the report.  
 

 
 

To view an employee's detailed information, click the ñView Detailsò button. To add desired 

employees to the report, check the box next to each desired employee and click the ñAdd Selected 

Employeesò button. The added employees will display in the list and the employeeôs information 

with be copied to the report and will appear in the certification view of it.  

 

NOTE: To edit employee information, you must return to the Employee Store, edit the 

employeeôs information, certify the store, and return to this screen to reselect the employee. 

To change an employeeôs information in a certified report, you must correct the information 

in the Employee Store and certify it, amend the report, remove the employee from the 
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amendment (removes the incorrect employee information from the report), add the 

corrected employee data to the amended report from the employee store and certify it. 

 

NOTE: Only employees that have been added to the Registration are available while filing 

Periodic Reports (even if they are otherwise available in the employee store). If you would 

like to add an employee to a Periodic report who is not added to the Registration, then you 

must first amend the Registration. 

 

 
 

To remove an employee, click the ñRemoveò button. At any time, you may select one of the 

following options: 

 

 To return to the previous page, click the ñBackò button. 

 To select an additional employee from the list, click the ñAdd Employeeò button.  

 To save additions and return to the ñClient Homeò page, click the ñCancelò button.  

 To delete registration and return to the ñClient Homeò page, click the ñDelete the 

Registrationò button. A pop-up window will appear asking you to confirm the deletion. 

Click the ñOKò button to confirm, or click the ñCancelò button to escape. 

 

Complete the above process for all employees you need to add. When you have finished adding 

employees and returned to the ñEmployees Lobbying for Clientò screen, click the ñContinueò 

button to enter Lobbying Activity.  
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Adding Lobbying Activities 
After entering employees and clicking the ñContinueò button on the ñEmployees Lobbying for 

Clientò screen, the ñLobbying Activity Listò screen will appear. The first time the page appears, 

you will be instructed to add an activity by clicking the ñAdd Activityò button. 

 

 
 

The ñLobbying Activityò details fields will open.  

 

Select a ñSubject Categoryò from the dropdown menu.  

 

NOTE: You may select only one Subject per Lobbying Activity. If the desired Subject is not 

shown on the list, select ñOther,ò then enter your own subject in the new field provided. 

You can add up to 20 Activities per Subject Category and up to 20 Targets per Activity. 

 

Expand on your Subject Category selection by entering ñDetailsò in the text box. Enter a keyword 

in the ñFilter by:ò field, choosing the entry that corresponds to your keyword (e.g., ñBoard of 

Electionsò), then click the ñAdd Targetò button to add the Target Agency.  

 

NOTE: To add one of the following ñSpecial Targets,ò select its link and refer to its specific 

instructions below when adding Target information for : ñCommunity Boards,ò ñCouncil 

Members ,òor ñOffice of the Mayor.ò Only one Agency can be selected per Lobbying 

Target. The Agency name cannot be edited in the e-Lobbyist system; however, the selected 

Agency can be removed and another Target Agency chosen. At least one Contact person 

must be entered under the selected Agency; however, a Contact Name can be deleted at any 

time and a new one added. 
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The Contact form page appears.  

 

NOTE: The ñEditò link to the right of the Subject is disabled because the Subject is 

common to one type of Lobbying Activity. The Subject can only be edited in the previous 

page (where multiple Targets are displayed). 

 

Lobbyists must add Contacts for each Target selected: 

 

 Add a Last Name and First Name (at the bottom of the Activities Form), then click the 

gray ñAdd Contactò button. You may add up to 20 contacts for each Target. 

 When you are finished adding Contacts, click the yellow ñSubmitò button. 
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The Lobbying Activity details redisplay, showing the Contact just added. 

 

 
 

The following options are available on the Lobbying Activity page: 

 

 To add additional Contacts, click the ñAdd Contactò button.  

 To save the Contact additions, click the yellow ñSubmitò button. 

 To save your additions on this page, click the ñSubmitò button.  

 To escape, lose your changes, and return to the ñClient Homeò page, click the ñCancelò 

button. 

 

After saving the Contact additions by clicking the yellow ñSubmitò button, the ñLobbying 

Activityò page will redisplay.  
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The ñLobbying Activityò page shows the following options: 

 

 To add additional Targets, click the ñAdd Targetò button. 

 To save your addition(s) and return to the ñClient Homeò page, click ñCancel.ò 

 To return to the main Activities page, click the yellow ñBack to Activitiesò button. 

 

 
 

Upon returning to the main ñLobbying Activityò Subject and Target list screen, select an option: 

 

 To add another Activity, click the ñAdd Activityò button and repeat the steps above. 

 To continue to the next step of the registration process, click the ñContinueò button. You 

may continue to edit the registration until it has been certified.   

 To return to the ñEmployees Lobbying for Clientò page, click the ñBackò button. 
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 To save your changes and return to the ñClient Homeò page, click the ñCancelò button. 

 To delete the registration and return to the ñClient Homeò page, click the ñDelete 

Registrationò button. A pop-up window will appear asking you to confirm the deletion. 

Click the ñOKò button to delete, or click the ñCancelò button to remain on this page. 

Editing Activity Targets 

The following illustrates how to edit selected targets. 

 

 If you need to review details prior to editing, select the green ñView Detailsò button to 

the right of a Target you want to review (it becomes ñHide Detailsò after it has been 

clicked) in the ñLobbying Activityò page). 

 To edit Target information, click the ñOpen Targetò button.  

 

NOTE: ñCommunity Boardsò is used as an example in the graphics below. 
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The Lobbying Activity page opens for editing.  

 

 
 

On the Lobbying Activity page, you can: 

 

 Add Contacts for the Borough Boards (by using the open form fields) or 

 Edit the Boards (by clicking the ñEditò link to the far right of the label) or 

 Edit the Boroughs (by clicking the ñEditò link to the far right of the label). 
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The screen example below displays the ñEdit Boroughsò form (shaded in blue). This occurs when 

the ñEditò link to the right of the Boroughs label is clicked. 

 

 
 

In the blue shaded form, change your Borough selections. Click ñContinueò when you are 

finished to save the new selections, or click ñCancelò to return to the previous page. 

 

After selecting Boroughs, you must click the ñEditò link to the right of Community Boards and 

the Community Boards form appears. 
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The screen example below displays the ñEdit Community Boardsò form (shaded in blue). This 

occurs when the ñEditò link to the right of the Community Boards label is clicked. 

 

 
 

In the blue shaded form, change your Community Board selections: 

 

 Select the Board numbers you want to add from the left-side window (click the Ctrl key 

to move multiple Boards) and click the ñAddò button to move them to the right-side 

window. 

 Click ñRemoveò to remove any selections you want to reverse. 

 When you are finished selecting Community Boards, click the ñUpdate Boardsò button. 

 

When you are finished, click ñUpdate Boardsò to save the new selections, or click ñCancelò to 

return to the previous page. 

 

The Contacts form appears. 

 



 
 

 

 

 

 

 

e-Lobbyist ï User Guide  
 Version 19 : January  201 2 

48  

The screen example below displays the ñContactsò for each Board selected: 

 

 
 

Add the Contacts for each Board selected: 

 

 Add new Contacts by entering a Last Name and First Name and clicking the ñAdd 
Contactò button (or select the Delete link to remove Contacts). 

 When you are finished adding Contacts to the Contact form, click the yellow ñSubmitò 

button to complete editing Targets. 

 

Clicking the yellow ñSubmitò button completes the editing for Targets. 
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Deleting a Target Activity 

To delete a Target Activity, click the green ñDeleteò button next to the Target you want removed: 

 

 
 

A warning dialog appears. Click ñYesò to delete this Target or ñNoò to keep the Target return to 

the previous screen. NOTE: Deleting a Target deletes all Offices/Departments/Contacts 

associated with that Target. 
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Deleting a Lobbying Activity  

The following illustrates how to delete selected Lobbying Activity targets.  

 

NOTE: Deleting an Activity also deletes any associated Subjects and Targets.  

 

After navigating to the ñLobbying Activityò page, click the green ñDeleteò button next to the 

Activity you want to delete: 

 

 
 

A warning dialog is displayed. Click the ñYesò button to delete the listed activity. 

 

 

Retainer Letter & Payment 
After clicking the ñContinueò button on the ñLobbying Activity Listò screen, the ñRetainer Letter 

& Paymentò screen displays.  

 

Depending upon which type of Lobbyist is fil ing the registration, the submission provided must 

include different documents as per the instructions on the screen: 
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 Lobbyist filers provide their Client retainer.  

 Lobbyist/Client filers that are registering themselves provide an authorization letter.  

 Primary Lobbyist filers that hire Co-Lobbyists, provide their Client retainer letter and the 

appropriate Co-Lobbyist retainer(s).  

 Co-Lobbyist filers provide their Client designation letter and their Primary Lobbyist 

retainer. 

 

Screen samples for each type of Lobbyist filer are presented below. 

 

NOTE: Both Principal Officers and Designees can access the functions on this screen for 

uploading authorization/retainer letters; however, only the Principal Officer can certify the 

registration.  

Lobbyist Filer  

A Lobbyist filer is retained by the Client being registered to lobby on their behalf; and is not 

retaining other lobbyists for this Client. Lobbyists must provide their Client retainer letter. 

 

The Retainer Letter & Payment screen for Lobbyist filers displays required information and two 

options for delivering their client retainer letter to the City Clerkôs Office: Sending/Mailing a 

retainer letter, or Uploading a retainer letter. 

 

 

 
 

 

Lobbyist filers sending a retainer, proceed to ñSending/Mail ing a Retainer Letterò section.  

 

Lobbyist filers uploading a retainer, proceed to ñUploading a Retainer Letterò section below. 
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Lobbyist/Client Filer 

A Lobbyist/Client lobbies on its own behalf; and therefore, provides an authorization letter. 

 

The Retainer Letter & Payment screen for Lobbyist/Client filers displays required information 

and two options for delivering their client authorization letter to the City Clerkôs Office: sending 

an authorization letter, or uploading an authorization letter. 

 

 

 

 
 

 

Lobbyist/Client filers sending an authorization letter, proceed to ñSending/Mail ing a Retainer 

Letterò section.  

 

Lobbyist/Client filers uploading an authorization letter, proceed to ñUploading a Retainer 

Letterò section below. 
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Primary Lobbyist Filer  

A Primary Lobbyist is retained by the Client being registered to lobby on their behalf, and is 

retaining Co-Lobbyists to lobby on this Clientôs behalf. Primary Lobbyists that hire Co-

Lobbyists, provide their Client retainer letter and the appropriate Co-Lobbyist retainers.   

 

The Retainer Letter & Payment screen for Primary Lobbyist filers displays required information 

and two options for delivering their retainers to the City Clerkôs Office: Sending/Mailing a 

retainer, or Uploading a retainer document.  

 

 

 
 

Primary Lobbyist filers sending their retainers, proceed to ñSending/Mail ing a Retainer Letterò 

section below.  

 

Primary Lobbyist filers uploading their retainer, proceed to ñUploading a Retainer Letterò 

section below. 
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Co-Lobbyist Filer 

A Co-Lobbyist is retained by a Primary Lobbyist to lobby on behalf of the Primary Lobbyistôs 

Client. Co-Lobbyists register the Primary Lobbyistôs Client and must provide a Client designation 

letter and Primary Lobbyist retainer.   

 

The Retainer Letter & Payment screen for Co-Lobbyist filers displays required information and 

two options for delivering their retainers to the City Clerkôs Office: Sending/Mailing a retainer, or 

Uploading a retainer document.  

 

 

 
 

Co-Lobbyist filers sending their retainer, proceed to ñSending/Mail ing a Retainer Letterò 

section of the User Guide below.  

 

Co-Lobbyist Filers uploading their retainer, proceed to ñUploading a Retainer Letterò section 

of the User Guide below. 
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Sending/Mailing a Retainer Letter 

The ñRetainer Letter & Paymentò screen, displays the option to send or mail an Authorization 

Letter or Retainer Letter.  

 

 

 
 

Depending upon the entity filing the registration, the submission includes different documents: 

 

 Lobbyist filers provide their Client retainer.  

 Lobbyist/Client filers that are registering themselves provide an authorization letter.  

 Primary Lobbyist filers provide their Client retainer letter and Co-Lobbyist retainers.  

 Co-Lobbyist filers provide their Client designation letter and Primary Lobbyist retainer. 

 

To select the send or mail an Authorization/Retainer Letter option: 

 

 Click the radio button option: ñI will be sending an authorization/retainer letter and a 

payment with a copy of registration completion deadline e-mail to the below address.ò 

 Take note of the address for the Office of the City Clerk presented on this screen. 

 To continue the Statement of Registration process, the Principal Officer clicks the 

ñContinueò button. The ñCertificationò page will appear. NOTE: Only the Principal 

Officer has the ability to continue. The next page requires the Principal Officer to 

certify the registration. Designees will only have the option to save the filing in 

ñDraftò status and return to the ñClient Homeò page. 

 

Other options available on this screen: 

 

 To return to the ñLobbying Activityò screen, click the ñBackò button. 

 To save changes and return to the ñClient Homeò page, click the ñCancelò button. 

 To delete the registration, click the ñDelete Registrationò button. A confirmation window 

appears. Click ñOKò to confirm deletion, or click ñCancelò to keep the registration. 

 

Principal Officers can continue the Statement of Registration process, by skipping to the 

ñCertificationò section for Filing Statements of Registration, below.  
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Uploading a Retainer Letter 

The ñRetainer Letter & Paymentò screen displays the option to upload an Authorization Letter or 

Retainer Letter.  

 

 
 

To select the upload an Authorization/Retainer Letter option: 

 

 Click the radio button option: ñI will be uploading an authorization/retainer letter and 

sending a payment with a copy of registration completion deadline e-mail to the below 

address.ò 

 Take note of the address for the Office of the City Clerk presented on this screen. 

 Click the ñUpload Retainerò button to display the ñUpload Retainerò screen. 

 

Depending upon the entity filing the registration, the submission will include different 

documents: 

 

 Lobbyist filers provide their Client retainer.  

 Lobbyist/Client filers that are registering themselves provide an authorization letter.  

 Primary Lobbyist filers provide their Client retainer letter and Co-Lobbyist retainers.  

 Co-Lobbyist filers provide their Client designation letter and Primary Lobbyist retainer. 
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Upload Retainer 

The ñUpload Retainerò screen displays a ñBrowseò button: 

  

 
 

To upload a document, click the ñBrowseò button. The ñChoose File to Uploadò window 

displays.  

 

NOTE: For successful uploading, the entire authorization letter or retainer letter must be 

scanned onto your computerôs local/network drive as a single pdf file with a maximum size 

of 4MB.  Multiple pdf files cannot be uploaded as a single authorization letter or retainer 

letter.  Before uploading an authorization letter or retainer, follow the directions provided 

with your scanning equipment to scan multiple pages as a single pdf file. If you have 

difficulties with the scanning or uploading process, you can send or mail the authorization 

letter or retainer to the City Clerkôs Office (see instructions for ñSending/Mail ing a 

Retainer Letter,ò above). 

Choosing File to Upload 

Use the browser functions on the ñChoose File to Uploadò window, to locate the correct pdf file. 

Highlight and click on the pdf file name in the window. The pdf file name displays in the ñFile 

name:ò field.    
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Select the desired option: 

 

 To select this pdf file, click the ñOpenò button.  The ñUpload Retainerò screen displays. 

 To return to the ñUpload Retainerò page without selecting a file, click ñCancelò. 

Uploading the Selected pdf File 

The ñRetainer for Uploadò field on the ñUpload Retainerò screen shows the pdf file name 

selected on the ñChoose File to Uploadò window: 

 

 
 

Select the desired option: 

 

 To upload this file, click the ñSaveò button.  If the retainer upload is successful, the 

ñRetainer Letter & Paymentò screen displays. If the retainer upload is not successful, an 

error message displays. 

 To search for a different pdf file, click the ñBrowseò button, and follow the steps above 

for ñChoosing File to Upload.ò 

 To return to the ñRetainer Letter & Paymentò screen without uploading the pdf file, click 

either the ñBackò or ñCancelò button. 
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Upload Retainer Error Messages 

When the ñSaveò button is clicked on the ñUpload Retainerò screen, the system checks the size 

and format of the file selected for uploading. An error message displays if the maximum file size 

limit of 4MB is exceeded, or if the file is not in the correct single file pdf format. 

 

 
 

If an error ñMessage from webpageò window displays, click the ñOKò button to close it. The 

ñUpload Retainerò screen displays.   

 

Select the desired option: 

 

 To search for a different pdf file that is less than 4MB in size and is in the correct pdf 

format, click the ñBrowseò button, and follow the ñChoosing File to Uploadò steps above. 

 To return to the ñRetainer Letter & Paymentò screen without uploading the pdf file, click 

either the ñBackò or ñCancelò button.  

Viewing the Uploaded Retainer 

When the authorization letter or retainer letter document is successfully uploaded, the ñRetainer 

Letter & Paymentò screen displays an ñUploaded Retainerò field. 

 

NOTE:  Even though the document upload is successful, the Statement of Registration 

remains in ñDraftò status until it is certified by the Principal Officer. The City Clerkôs 

Office will receive the Registrationôs uploaded authorization letter or retainer on the day 

that the Registration is certified. 

 

 
 












































































































































































































































































































































































































































































































































































