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Introduction

Overview

The eLobbyist UsetGuide, designed for Lobbyists and their Clieptgyvides astepby-step
explanation ohowtousethe-e o bbyi st a-pp b b yglhisdcazgsibldrofneach
page on the web site, by clicking the AUser Gui c

Residents | Business | Visitors | Government | Office of the Mayor | Search | Email Updates | Contact Us

User Guide | rmiaz oitt.nyc.gowv Log Out

Thee-Lobbyistapplicationenabled_obbyists and their Clients to enroll and submit filings, and
all ows Administrators and Managers from the Cit.y
Principal Officer accounts, and filings.

This User Guide hagnmain sections:

e Accessing & Navigatinthe Applicatiod Co v e r s t hearollindg, Eggingcirsaad
out, and navigating-eobbyist.

¢ Populating the Employee Stardexplains the process of adding, editing, activating and
reactivating employees and certifying the Employee Store.

o Filing Statenents of Registratioh Explains the process of filing a Statement of
Registration from enteringnd uploadingClient information through certification,
payment, and completion. This section also explains how to view, edit, and amend
Statement of Registiah details, profiles, and payments.

¢ Filing Termination Reports One chapterxlains why and how.obbyistsfile
Termination Reports faheir Clients.Another chapter explains why and how Clients file
Termination Reports for their Lobbyists.

¢ Filing Client Periodic Reports(CPR$)Explains howa Lobbyistfiles 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
certificationprocess, as well as viewing, printing, and deleting a CPR.

¢ Filing Fundraising/Political Consulting Periodic RepoftSPCPRs) 1 Explains howa
Lobbyistfiles a Fundraising/Political Consulting Periodic Repavhich involves
identifying the fundraisingndbr political consultingactivitiesperformed listing the
intended office, | istingaddingenddaetingi dat ebds con:
candidatesandlobbyist employeefor eachactivity. This section also explains the
certification process, viewin@yinting, and deleting an FPCPR.

e Filing Client Annual Report€CARg 1 Explains howa Clientfilesa Client Annual
Report which involvesadding Lobbyists and lobbying activities, addemnpensation
andother Client expense$his section also explainké certification process, viewing,
printing, and deleting a CAR.

e Adding Special Target Agenciegxplains how to select Community Boards, Council
Members, and the Office of the Mayor as targets for an activity on a report.

e Viewing/Editing Entity Profile$ Explains how to view and edit entity profiles.

e Viewing Payments Explains how to view outstanding paymedteg to the City Clerk
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e Searching Filingg Explains how to select search criteria, sort, view, and print the
results.

Users and Roles

The eLobbyist applicatioris used by Lobbyistd_obbyist/ClientsPrimary LobbyistsCo-
Lobbyistsand their ClientsAd mi ni st rat ors and Man aapeusestheat t he C
e-Lobbyist applicationThe following is an overview of users and their roles:

¢ Principal Officer (PO)i Main enrolleduser for each Lobbyist dtlientwith certification
responsibility.POs must request enroliment on behalf of the Lobbyist or Client, and may
appoint up to two Designees.

e Designed Users who can prepare and modify LoisbgndClientreports but not
certify and submit thenif desired, POs may appoint up to two Designees.

e Lobbyistsi Unigueentities required by law to file specifiobbyingreports such as
Statements of Registration, Client Periodic Reports, anduhdr&ising/ Political
Consulting Periodic Reportkobbyisk can also be Clies{see Lobbyist/Client below)

e Primary Lobbyisti A Lobbyist entity retained or designated by a Client to lobby on its
behalf in the City of New York in a calendar yé¢aatretains or designates a €obbyist

to Ilobby on such Clientds behalf. -The Pri ma
Lobbyist on required lobbyist filings including Statements of Registration and Periodic
Reports.

e Co-Lobbyist® A Lobbyist entity retaing by the Primary Lobbyist to loblyn behalf of
thePr i mar y Cleriibthe Cé#ytobNew York in a calendar year. The-Co
Lobbyist is requiredo file for each Clienta Statement of RegistratioReriodic Reports
andif applicable,Fundraising/Pdlical Consulting Reports'he CeLobbyist must be
designatedo lobbybyt he Pr i marClienttobbyi st &s

e Clienti An entitythatretains or designates a Lobbyist to lobby on its behalf in the City
of New York in a calendar year. @lientis required to fie a Client Annual Repout the
beginning of each year to r eaglaongwithali he previ ou
Lobbyists Primary Lobbyists, and Gloobbyiststhat have lobbied on its behalf

e Lobbyist/Clienti A Cliententity that lobbies on itsven behalf. Asa Lobbyist/Client
filer, the entity is required to file a Statement of Registration, six Periodic Reports, a
Client Annual Report, and applicable,Fundraising/Political Consulting Reports.

e Clerk Admini The CityClerk Administrator who maages the system for the City
Clerk'sOffice. The Clerk Admin can manage and deactivate enrolimemnisage
Statements of Registratipand manage late/missing filings

¢ ClerkManageri The City Clerk Manager can perform the same functions aSlérk
Admin, plus manage Principal Officer accour@ly the Clerk Manager cananage
payments and uplo#dtleteauthorizatiorletter or retaineretterdocuments.

Process Check Lists

For the various users listed aboves eLobbyist system includes the processes of enrglang
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 entitiesay enroll in the 4.obbyist system: Lobbyists, Primary Lobbyists,
Co-Lobbyists, Clients, and Lobbyist/Clientsabbyists, Primary Lobbyists, and €obbyists
enroll as a Lobbyist; Clients enroll as a Client; and Lobbyist/Clients enroll as both a Lalvialyist
a Client.The Enrollment process includes:

1.

2.
3.

POrequests rrollmentfor Lobbyistor Client (PO can enroll multiple Lobbyisir Client
entities;oneentity at atime.)

PO sets up aane-Lobbyist user.

PO receives twe-mails. One is ar-mail confirmaion that an enrollment was submitted

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

POsendsa Corporate Filing Document Affidavit (if no Corporate Document is

available)and a copy of the enrollment confirmatiemailt o t he Ci tc¢ Cl er ko0's
within 10 calendar days.

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

and a copy of the enroliment confirmatieimail are received within 10 days, the City

Clerkbdés Office appr ov e siondonPOdlfthé Coardte, and send:
Filing Documenbr Affidaviti s not received within 10 calend
rejects the enrollment and notifies the PO.

PO can then |l og in and appoint up to two Des
Pr ofbiulteedon on the ,drchtt hegn PaddifisgnametlastoDe si gne
name ana-mail address in the Designee fields.

The Designee receives ammail to set up or verify their NYC.gov password. The

Designee can then log in.

Filing Statements of Registration Check List

All Lobbyistentitiesare required tdile a Client Statement of Registration in theabbyist
systemincluding Lobbyists, Primary Lobbyists, Goobbyists, and Lobbyist/Clients. Eh
Statement of Registratigerocess includes:

1.

> w

PO/Desigerelogs into eLobbyist and prepares Statement of Registratiavhich
includesidentifyingthef i | e r 6lobbyisy rplefor thig Client Registratian

e Lobbyist(no ColLobbyist activity)

e Lobbyist/Client (no Ce_obbyist activity)

e Primary Lobbyist (add€o-Lobbyists)

e Co-Lobbyist (engaged by a Primary Lobbyist)
PO/Designee, depending on tigpefiler, may selecbtherLobbyist(s) involved in this
Client Registration:

e Primary Lobbyisfilers select the Cd.obbyists retained for this Client

e Co-Lobbyistfilers select the Primary Lobbyist that retained him for this Client
PO/Designee selects the employees whiolobby for this Client.
PO/Designee seleatmchlobbying activiy that will be performed along witits targeted
NYC agencyname andontacts.
PO/Designee chooses to send thehorizatiorfretaineretter, or upload a scanned pdf
file copy of it. Depending on the type of filelifferent documentare included

1. Lobbyist filers provide thér Client retainer;

2. LobbyistClient filers registeringhenseles provide a authorization letter

3. Primary Lobbyisfilers, hiring CoLobbyists, provideheir Client retainetetter

andtheappropriate Cd.obbyist retainers;
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4. Co-Lobbyist filers providetheir Client designation letter and Primary Lobbyist
retainer.
6. POcertifies the Statement of Registration and sendaubi®rizatiorretainer letteif
not uploaded)filing fee, and a copy of the registration confirmatsmail to the City
Clerkdodhef fStae . ement of Registration status
7. If theauthorizationretainer lettg(s), filing fee, and a copy of the registration

confirmationemailar e received within 10 cadgendar days

receipt of the payment, anghloads thewuthorizatioretainer lettgs) (if not already
uploaded by the Lobbyistf he St at ement of Registration st

8. City Clerkb6s Office manages PO accounts and

Amending Statements of Registration Check List

The same Lobbyist entities that filed a Client StateroéRegistration in the-eobbyist system
may amend their registration. The registration amendment process includes:

1. PO/Designee logs inteleobbyist and preparesiadmendedStatement of Registration
2. PO/Designeéor a Lobbyistfiler or a Primary Lobbyisfiler, may add (but not remove)
other CeLobbyists involved in this Client Registration.
3. PO/Designee may add or remove the employeeswilhtobby 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 aethorizatiofretaineretter, or upload a scanned
pdf file copy of it. Depending on the type of filedjfferent documentare included
o Lobbyist filers provide thé Client retainer;
o Lobbyig/Client filers registering themselves provigie authorization letter
e Primary Lobbyisfilers, hiring CoLobbyists, provideheir Client retainetetter
andtheappropriate Cd_obbyist retainers;
o Co-Lobbyist filers provide thé Clientdesignation leer and Primary Lobbyist
retainer.
6. PO certifies thédmendedRegistration and sends thathorizatiofretainer letter (if not

uploadedl andcopy of theamendedegistration confirmatioe-mailt o t he City Cl er Kk

Office. The Statement of Registrationtsta s s h o (dAsende&)iol e d

7. When theauthorizationhretainer letterif changed and eithamploaded or serity the
Lobbyistfiler) and a copy of the registration confirmatemail are received, the City
Clerk Managermuploads thehangedauthorizatiohretainer letter (if not uploaded by the

Lobbyistfiler). TheAmendedSt at ement of Regi stration status

(Amended) 0o

Filing Termination Reports Check List

The @me Lobbyist entities that file Client Statement of Registration in theabbyistsystem
may terminate their relationship with the Client. Also, a Client entity may terminate its
relationship withts 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$tetement of Registratiare not allowd after the
Termination Reportis filed. First, deletelie Termination Bport and therchange the Start and
End Dates in the Registration.
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The termination process includes:

1.
2.

PO logs into d.obbyist and preparesTerminationReport.
PO certifies the Termination Report.

Filing Periodic Reports Check List
All Lobbyist entitieghat filed Client Statements of Registration in tHeobbyist system are
required tdile Periodic Repodin the eLobbyist system. Té Periodic Repomrocess includes:

1.

wnN

6.

PO/Designeéogs into eLobbyist and prepares Periodic Repoffor a specific Client
Registrationwhich includesontact information fothe parties involved: th&obbyist
filer, the Client, andhe Primary Lobbyist (when the filer is a Cobbyist).
PO/Designee selects the employees who lobbied for this Client during this filing period.
PO/Designee selects the lobbying activities performed during this filing period, along
with their targeted NY@&gency contacts.
PO/Designee entetke totalcompensation receivedepending on the type of fiter

e Lobbyist filers enter compensation received from their Client

e Lobbyist/Client filers enter compensation received from themsels€tent

e Primary Lobbyst filers who added Chobbyist(s), enter compensation received

from their Client

o Co-Lobbyist filers enter compensation received from their Primary Lobbyist
PO/Designeenterdobbyingexpenses incurredring this filing period:
aggregate amount of all penses for salaries of support staff
aggregate amount of expenses $75 or less
each itemized expense greater thanifickudingpaid to, purpose, and amount
total reimbursed expenses for current period
also, Primary Lobbyist files will enter an itemized»pensdor each CelLobbyist
on the Client Registration that lobbied during the current penotijding paid
to (CoLobbyist name), purpose, and amount
PO certifies thé’eriodic ReportThePeriodic Repors t at u sComplee W s 0 fi

Amending Periodic Reports Check List

The same Lobbyist entities that filedPariodicReportin the eLobbyist system may amend their
report The amendment process includes:

1.

2.

PO/Designee logs inteleobbyist andamendsa PeriodicReport with the status
ACompl.et edo
PO/Designee adds or remas employees who lobbied for this Client during this filing
period.
PO/Designee adds or removes lobbying activities performed during this filing period,
along with their targeted NYC agency contacts.
PO/Designee can change the total compensation recdeeeinding on the type of filer:
e Lobbyist filers enter compensation received from their Client
e Lobbyist/Client filers enter compensation received from themsels€ent
e Primary Lobbyist filers who added dmbbyist(s), enter compensation received
from their Client
e 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:
e aggregate amount of all expenses for salaries of support staff
aggregate aount of expenses $75 or less
each itemize@xpense greater than $tludingpaid to, purpose, and amount
total reimbursed expenses
also,Primary Lobbyist files can change axddan itemized expense for each-Co
Lobbyist on the Client Registration tHabbied during the current period, along
with its paid to (the Céd_obbyist name)purpose, and amount
6. PO certifies the amended Periodic Report. Th
(Amended) . 0

Filing Fundraising Political Consulting Periodic Reports Check List

All Lobbyist entities that engaged in fundraisingpofitical consulting activities for &lientare
requiredto file Fundraising Political Consulting Periodic Reports in th®kbyist system. This
process includes:

1. PO/Designee logs inteleobbyist aml prepares &undraising Political Consulting
Periodic Report which includesh e  tanthceimfadnsatiorand 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:
e thei ntended public offi ce,anyaghirchpdiydat eb6s cont
information, total compensation received, and total amount raised
e thecandidates for whom the funds were raised
3. If Political Consulting Activities were performed for this period, the PO/Designee enters:
e theintended public office, candiddies cont act i nformation, an)
information, and total compensation received
o theemployees that performed the lobbyist political consulting activities
4. PO certifies thé-undraising Political Consultingeriodic Report. Theeport status shows
ACompled. O

Amending Fundraising Political Consulting Periodic Reports Check List

The same Lobbyist entities that filedrandraising Political Consultingeriodic Report in the-e
Lobbyist system may amend their report. The amendment process includes:

1. PO/Designee logs ia eLobbyist and amendskundraisingPolitical Consulting
Periodic Report with the status ACompl etedo.
2. PO/Designee can identify additional Fundraisingpolitical Consulting Activities, not
selected on the original report.
3. If Fundraising Activities wes reported for this filing period, tHeO/Designee can add,
remove, or change
e thei ntended public office, candidateds cont
information, total compensation received, and total amount raised
¢ the candidates for whom the fundere 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:
e thei ntended public office, candidateds cont
information, and total compensation received
o the employees that performed the lobbyist political consulting activities
¢ the Political Consulting Activity, itself, can be removed
5. PO certifies the amendédindraising Political Consultingeriodic Report. ThReport
status shows ACompleted (Amended). 0

Filing Periods
The following tablslist thereportingperiodstartand end dateshe filing period begin and end
dates, and the filing late ddi@ each e_obbyist Report

NOTE: As of December, 201@hefollowing remindere-mails are automatically generated for
Client Periodic Reports and Client Annual RepdfieDeadline Remindeemailis sent on the
first day of the reporting period, atite Notification of Missing Filingsemail issenton the first
daya filing is late.

Period Filing Filing
Annual Report Filings for Start Period End | Begin End
2011 Date Date* Date* Date*
Period 6(P6)/Annual Report 11/1/2011 | 12/312011 1/2/2012 | 1/172012
e CPR (Late > =
e EPCPR 1/18/2012)
ClientAnnual Report 11/1/2011 | 12/312011 1/2/2012 | 1/172012
(Late > =
1/18/2012)
Period Filing Filing
Start Period Begin End
Report Filings for 2012 Date End Date* | Date* Date*
Statement of Registration 1/2/2012 12/31/2012 | 1/2/2012 | 1/15/2012
Period 1(P1) 1/1/2012 2/292012 3/1/2012 | 3/152012
e Client Perioit Report CPR (Late > =
e Fundraising and Political 3/16/202)
Consulting Periodic Reports
(FPCPR
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Period Filing Filing
Start Period Begin End
Report Filings for 2012 Date End Date* | Date* Date*
Period 2(P2) 3/1/2012 4/30/2012 5/1/2012 | 5/15/2012
e CPR (Late > =
¢ FPCPR 5/16/2012)
Period 3(P3) 5/1/2012 6/30/2012 7/1/2012 | 7/16/2012
e CPR (Late > =
e FPCPR 7/17/2012)
Period 4(P4) 7/1/2012 8/31/2012 9/1/2012 | 9/17/2012
e CPR (Late > =
e FPCPR 9/18/2012
Period 5(P5) 9/1/2012 10/31/2012 11/12012 | 11/152012
e CPR (Late > =
¢ FPCPR 11/16/2012
Period 6(P6)/AnnualReport 11/1/2012 12/312012 1/2/2013 | 1/152013
e CPR (Late > =
¢ FPCPR 1/16/2013
Client Annual Report 11/1/2012 12/312012 1/2/2013 | 1/152013
(Late > =
1/16/2013

Getting Help

For further assistanceontact he Ci ty Gt (21R)662871 @ videimaile
(lobbyist@cityclerk.nyc.goV

Version History

Versionl December 20Q@nitial publication

Version 2 March 2007: Updatég-iling Client Periodic Reports

(CPRs) andFundraising/Political Casulting Periodic Reports=PCPR)

Version 3 June 2007: Updates related to filing amendments, employee information pre
population, certification view, and navigating within statements/reports

Version 4 December 2007: Updatekiling Client Annual Reports

Version 5 December 2008: UpdateBopulating the Employee Store, selecting employees within

reports, using the Client and Lobbyist Stores and primtantified (PDF)versions of reports
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Version 6 March 2009Updated Filing Client Registrations: PerioStart and End Datesption
to send arffidavit instead of a voided check for enrollment purppskange of City Clerk
address on screer@lient name added to tli®?ayments tab

Version 70ctober2009: Update- Added sectioaon Terminations

Version8 December 2009: UpdatéAdded sections on Targets

Version 9 January 2010: Updat&iling Dates

Version 10February2010: Updaté Added section Changing a PO

Version 11 May 2010: UpdateFiling Client Annual Reports chaptérdded sectiorto
Adding/Updating/Deleting Lobbyistdor entering Compensation Paid ©wed During the
Calendar Yeartpdatei Filing Client Annual Reports chapteAdded sectiomo Adding Other
Client Expenses for clicking the Update Totals Jibdatei Filing Client Periodic Rports
chapter: Added section to Adding/Updating/Deleting Lobbying Expenses, for ertebbgist
Cl i e n tEmployde Saladesand Updaté Access and Navigatingleobbyist, Enrolling,
Terms of Use Agreement chapter: new screen shot of Terms ofddeement

Version 12 July 2010: UpdateFiling Statements of Registration chapter: Added sections
covering the Retainer Letter functiofts Sending/MailingUploading, Deleting, Viewingand
Amending. Also Sending/Mailing a Paymen€ompleted Registraths andAmendments
Version 13 October 2010: Upddtdiscellaneousdjustments to various reports.

Version ¥ December 2010: UpdaieFiling Client Annual Reports chapter: Added sections
covering the recording of Activities, Compensation, and Expensesadébrindividual Lobbyist;
and Updaté Introduction,Filing PeriodchapterE-mail Deadline Reminders aratamatically
generated on the first day of the reporting peraodiE-mail Notification of Missing Filings are
automatically generated on the fidsty a filing is late.

Version 15 March 2011: UpdateEnroliment, Employee Store, and Profile chapters: entering
data in the nevinternationalAddress fields: Country, Region, Postal Coaled Updaté Filing
Statement of Registration chaptdrebbyistClient Entities filing Statements of Registration or
Amendments to Statements of Registration do not need to Upload Retainers.

Version 16 April 2011: Update Enrollment chapter: replace references and screen shots
referring to AAfafvitmati ono with AAffid
Version 17August2011: Updaté Co-Lobbyist relationships and activity on Registrations,
Periodic ReportClient Annual Reportand Termination Reporta;, new AFi |l i ng Pr ocess
CoLobbyi st and @madcnew Reimbursed Expenses onibgic Reports.

Version 18 December 2011: Updatevording on screens: Amended Registration Retainer,
Periodic Report Summary of Compensation, Periodic Report Expenses, Client Annual Report
Expenses. Updatelnternational Phone Number entry and/or displ&meoliment, 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 2@i 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 eLobbyist 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 browssthewi ndows
multiple tabs functionality on any version of either IE or Firefox.

To access-&obbyist, browse thttp://www.nyc.gov/elobbyist The fiLog Isnd screen

For help with the application, click theank e-Lobbyist User Guid¢o view the User Guide.

Residents | Business | Visitors | Government | Office of the Mayor | Search | Email Updates | Contact Us

E-LOBBYIST | New York City Lobbyist Filing System

Welcome to e-Lobbyist. This application is for Lobbyists and Clients to submit
filings online. Before a Lobbyist or Client can log in, each must first be enrolled.
Enrollment enables Lobbyists to file Statements of Registration. To enroll, read the
Business Enrollment section below and follaw the directions. If you are already
Erm:IIEd use your email addre and password to log in. F'IEa se be sure to
properly Icg out of 3 avoid locking out other authorized users for
the entity

Please view e b e-Lobbvist User Guide foghelp with the application.

For additional infdl = aining to Lobbyists, their activities and the
role of the Office of the City Clerk in registering and tracking Lobbyists, visit
htt://www.nve.qov/cityclerk or call at 212-668-8171.

Log In: Business Enrollment:

EMAIL In order to file, you must

rmilazzo@doitt.nyc.gov enroll as a Lobbyist or Client.

Upon submitting your

PASSWORD enrollment, e-Lobbyist will

-------- email you a link through
OR " \which you can create a

Forgot Your Password or password. Please read the

Change Your Password? email for further details.

DISCLAIMER: The information available in this database is self-reportad by Lobbyists and
their Clients through initizl annual registration forms and periadic reparts submitted viz &-
Lobbyist. The reports are checked for zccuracy by the Office of the City Clerk, but are not
independently verified or certified by z third party, Although all attempts have been made to
ensure the accuracy of this data neither the City of New Vork nor the Office of the Ciry Clerk
azsume any lizbility rzsulting from any inaccuracies hersin, Some dzta may have been
subsequently amended, which may not be reflected in the databzse. In future phases, the
ability te make and track amendments will be available.

Enrolling

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

the main enrolled useThePOis responsible for all aspects of the filing procdssenroll, dick
thefEnrollbbuttonon t he ALog I nd screen. The APrincipal
appear.

Enroll = |
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PO (Principal Officer) Information

PRINCIPAL OFFICER INFORMATION

Please enter the following information.
MOTE: The Principal Officer is responsible for all aspects of the filing process,

Last MName * | |

First Name * | |

Email Address * | |

Re-Enter Email Address * | |

Principal Officer Title * | |

Principal Officer Phone * | i ||

Enter the Principal Officer lefmation NOTE: Required fields are marked with a red
asterisk (*).

Last Name

First Nameé

E-mail Address$

ReEnterE-mail Address$

Principal Officer Title

Principal Officer Phoné&

NOTE: To change or modifyPO (Principal Officer) Information after entity enroliment is
accepted, you must Officedrecttytby phomeat (E12)t668B1Clore r k 6 s
via email (lobbyist@cityclerk.nyc.goy). Pl eas e s e eChanhgiegaB@c tfioon 0
instructions on changing to a new PO in-obbyist.
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Terms of Use Agreement

TERMS OF USE AGREEMENT

Please read the following information and agree to the terms by selecting the check box.

=l
l_ YES, [ AGREETO THE ABOWVE TERMS.
< Continue » Cancel
- ———

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 cltbkifiges | Agree to

t he Abovobeckb&xClckiche A Continuedo button to proceed
escape and return to the previous scrfgmmu clickk d t he AConti nued button, t
I nformationd screen will appear.
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Business Information

BUSINESS INFORMATION

Please enter the following information for the business being enrolled.
NOTE: The Principal Officer is responsible for certifying all filings.

Business Name |

Has this business filed as a #ves (T nNo
Lobbyist or a Client with
the City Clerk before?

Name used when
previously registered(If |
Applicable)

=If the entity is lobbying on its own behalf{a Lobbyist/Client) select "YES” to both Lobbyist and Client.

Are you a Lobbyist? ffvEs T nNO

Are you a Client? CvES W nNO

Country | United States of America |
Address |

City I

State My =

ZIP Code

Business Phone | | |

Enter the Business Information and select the appropriate answers as required.
NOTE: Required fields are marked with a red asterisk {).
e Business Nanie
e Click Yesor Noto indicate ifthe businesgreviouslyfiled as a Lobbyisor Clientwith
the City Clerk* If you selectedres enter theNameUsed when previously registered
If you selectedNo, thenamefield will disappear.
e If the enrollee is &obbyist Filer, click Yes otherwise clickNo.* NOTE: Once you
have selected¥es you cannotreselectNo. You may selectyesfor both Lobbyist
Filer and Client Filer. You may not selectNo for both.
o If the enrollee is &lientFiler, click Yes otherwise clickNo.* NOTE: Once you have
selectedYes you cannotreselectNo. You may selectYesfor both Lobbyist Filer
and Client Filer. You may not selectNo for both.
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Business Address Enter the Domestic or International Address:
e DomesticAddresCountry defaul ts t o Emétlétiedsted St at es
AddressandCity, selectStatefrom the dropdownlist and enter th&IP Code*
¢ InternationalAddress: Br Country, select the correcame from the dropdown list
to refresh the fieldsEnter theStreet Addres<City, Region andPostalCode*
Business Phorie Enter the Domestic or International Phone Nemb
e Domesticl0 digit Phone Number: Area Code (3 digits), Exchange (3 digits), and
Number (4 digits).
e International 21 digit Phone Number: Country/City Code (up to 6 digits) and
Number (ip to15 digits).

If the entity is a Corporatiortlick Yes,andin theBusiness TIN #eld, enterthe business
Federal Tax Identification NumbeFI{N), also known as an Engtee Identification
Number (EIN.

Each Lobbyist and Client must enroll itself using the business Federal Tax Identification Number (TIN). Only sole proprietors may use the last
six digits of their Social Security Number (SSN). All information must be entered on every page to continue and submit data.

Does this business have a TIN #?
& vEs  NO

Business TIN # |

Only Sole Proprietors maglick Nooand ent er t he idSackatSecsrityxk di gi t 6s
Number (SSN) in th&SN #ield thatappears

Does this business have a TIN #7 *

O vEs @ NHo

S8N # * (Please provide the last six digits of your Social Security Number.)

Verification by Proof of Corporate Filing or Affidavit

The enrolling Lobbyist or Client must septbof of Corporate Filingb o t he City Cl er kds
to complete the enroliment.

The following are options for Proof of Camate Filing:

1.

©COoNoOr~®WN

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

Articles of Incorporation

Certificate of Incorporation

Articles of Organization

Certificate of Limited Partnership

Certificate of Registration

Filing Receipt

Certificate of Assumed Name

Certificate of Type of NeFor-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 Clerkb6s Of fi ce NOIE: Andffidadit ednfamstthk legalemarmeo | | me nt
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.

VERIFICATION BY PROOF OF CORPORATE FILING OR AFFIDAVIT

Please select one of the following options to verify that you will be sending Proof of Corporate Filing such as a copy of any one of the
following: (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, or (9) Certificate of Type of Mot-For-Profit Corporation.

An Affidavit may be submitted only if there is no Proof of Corporate Filing. Please submit the documentation to the CITY CLERK'S OFFICE
address that appears below. The Proof of Corporate Filing or Affidavit is required to confirm the legal name of the entity enrolled. The
enrollment will be incomplete and you will not be able to access the e-Lobbyist application until the Proof of Corporate Filing or Affidavit is
received. If the Proof of Corporate Filing or Affidavit is not received within 10 days, the enrollment will be rejected. Likewise, if the name listed
on the enrolliment does not match the name contained on the Proof of Corporate Filing or Affidavit, the enrollment will be rejected. If the
enrollment is rejected you will need to repeat the enrollment process prior to gaining access to e-Lobbyist.

Attn: Enrollment

Office of the City Clerk - City of New York
Lobbying Bureau

141 Worth 7

Ne , NY 10013

OR
' 1 WILL BE SENDING AN AFFIDAVIT TO THE ABOVE ADDRESS BECAUSE THERE IS NO PROOF OF CORPORATE FILING.

< " 1 WILL BE SENDING A PROOF OF CORPORATE FILING TO THE ABOVE ADDRESS.
W=ase check the confirmation email after submitting this enrollment for an attached affidavit form that may be used).

Continue » Cancel

After entering the Business | nfRofofdforpoate, scr ol |
Filing or Affidavito s ecti on. Read the stat emwefoft and note t
Corporate Filingor Affidavit shouldbe sent. Indicate the Lobbyist or Client wi# bending a

Proof of Corporate Filingp the City Clerks Office by clicking thefil Will Be Sending a&Proof

of Corporate Filingo the Above Addregscheckbox or anAffidavit, by <c¢cl i cking the
Be Sending aiffidavit to the Above Addresisecause there is no Proof of Corporate Filing

Clickt h €ontihu® bud towmbmi t the enroll ment or the fiCanc
return to the previous screen.

=1}

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

clicking the AContinued button. Onedktheyou have se
AContinued button, you wil!/| not be able to retur
Upon clicking the AContinued button, you wil!/ re

option selected (as explained belowif. you cancel the enrollmentor 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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THANK YOU

ou have successfully submitted your enrollment for e-Lobbyist, You will receive an automatic notification by
email when your enrollment is approved or rejected,

Please press the Continue button to return to the e-Lobbyist Home page and enroll another business ar log
in Yo will not be able to log into the e-Lobbyist application until you have sent in your voided check, set up

vour password via the link sent to vour email address, and the enrollment has been approved.

If you do not receive emails from e-Lobbyist, please check your Trash or Spam folders since your spam filker
may be sending the messages to either of these folders.

Continue *»

After submitting the enroll ment, the feThank Youc
mail containing:
e The enrollment details,
A copy of the Terms of Use Agreement,
Confirmation of the enrollment submission and the completion requirements,
A copy of anAffidavit to be completed (if the corresponding option was selectad),
Instructions on where to sentetProof of Corporate Filingr completed and notarized
Affidavit and a copy of the enrollment submissemail.

Enrollment Approval/Rejection

TheProof of Corporate Filingr the completed and notarizAffidavit (if there is no Proof of

Corporate Filig) and enrollment submissiamailmu st be received by the Cit
within 10 calendar days. You will be unabletologitioe bbyi st wunti |l the City (
receives thé@roof of Corporate Filingr completecand notarized\ffidavit, erroliment

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

the enrollment will automatically be rejected. You will receiveeamail notifying you when the

enrollment has been approved or rejected.

NOTE: All 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 wher Client filesa Client Annual Report, or for
selecting CeLobbyist(s) when a Primary Lobbyist files a Statement of Registration, or for
selecting a Primary Lobbyist when a CeLobbyist files a Statement of Registration

Passwords

You will not be able to log into-eobbyist until your ensllment is approved. Upon enrollment
submission you will receive are-mail containing instructions for setting up a new password or
verifying an existing password @urrentlya registered NYC.gov user).

Set up a new password or verify your existinggveord by clicking the link in the User Set Up or
User Verifye-mail you received, and follow the instructions as explained below. After you have
set up or verified your passwordickt he A Conti nuedo button to proceed

e-Lobbyist T User Guide
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NOTE: By enrolling in e-Lobbyist and setting up a new passworgdyou will also be
establishing a user account with NYC.gov, through which you can register f@&rmail alerts
at www.nyc.gov/register

Creating a New Password

To setup a new password, follow the link contained in¢hraail you received upon your
enrollments ubmi ssi on. The W@ACreate

E-LOBBYIST | New York City Lobbyist Filing System

Passwords must be at least & characters and
rmust contain at least one number or special
character. Special characters include ?li@#4%
% ® ), Passwords cannot contain the word
‘password',

Create Password

EMAIL

someone@somewhere.com
ZIPCODE //

12345-678%

EMTER. ME'W PASSW ORLD

RE-EMTEFR. MEW PASSWORD

submit » )

DISCLAIMER: The infarmation available in thiz
databaze iz self-reported by Lobbyists and their
Clients through initial annual registration forms and
periodic reports subrnitted via e-Lobbyist. The
reports are checked for accuracy by the Office of
the City Clerk, but are not independently varified or
certified by a third party, Although all attermpts
have been made to ensure the accuracy of this data
neither the City of Mew York nor the Cffice of the
City Clerk aszume any liability resulting from any
inaccuracies herein, Some data may have been
subsequently amended, which may not be reflected
inthe databasze, In future phases, the ability to
make and track amendmentzs will be available.

For additional information on laws pertaining to
Lobbyizts, their activities and the rale of the Office
of the City Clerk’s in registering and tracking
Lobbyizts, wisit

httpiffnwcmarriagebureau.comiaboutflabbyist.html,

Passwo

rdo screen

Last four digits
optional

To create a new password:

Enter yourZIP Code
Enter yourNew Password
Re-Enter yourNew Password

Cick the ASubmito button ro
your password has been created. To log iFtolebyist,clickt he @i C
S

In/ Enrol |l 0 1 ink. The

e-Lobbyist T User Guide
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NOTE: For security you mustcreateai st r on g 0 p a passward nilust beablaast

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

must not contain any spaces. Special characters include: ? ! @ # $ % ™ * (flyou have

difficulty settingupyour passwor d, c ontQfficadirectly by plidnetay Cl er ko6 s
(212) 6698171 or viae-mail (lobbyist@cityclerk.nyc.goy).

Verifying an Existing Password

If you are already a NYC.gov uselick the link con&ined in thee-mail you received upon
enroll ment submission. The fAVerify Passwordo scr

E-LOBBYIST | New York City Lobbyist Filing System

Please enter your existing MY Z . Sow
password. This password provides access to
e-Labbyist and all other NYC.gow
applications that use the same user ID and
password.

Yerify Password

EMAIL
someone@somewhere.com

EMTER. PASSWORD

AR R R

‘—

Enter your current NYC. gov user account passwor

AiThank Youd screen wil | oapasbearrverified.tTo lbgynterrg you vy oL
Lobbyist,clickt he A CI i ck here to Log In/Enrollo |ink.
THAMNK YOU

Your password has been verified.

< Click here to Log InfEnrall >

The ALog Indo screen will appear.

e-Lobbyist T User Guide
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Forgotten Passwords/Changing Your Password

Residents | Business | Visitors | Government | Office of the Mayor | Search | Email Updates | Contact Us

E-LOBBYIST | New York City Lobbyist Filing System

Welcome to e-Lobbyist. This application is for Lobbyists and Clients to submit
filings online. Before a Lobbyist or Client can leg in, cach must first be enrolled.
Enrollment enables Lobbyists to file Statements of Registration. To enrell, read the
Business Enrallment section below and follow the directions. If you are already
enrolled, use your email address and password to log in. Please be sure to
properly log out of yoeur account te aveid locking out other autherized users for
the entity.

Please view the b g-Lobbyist User Guide for help with the application.
For additional information on laws pertaining to Lobbyists, their activities and the

role of the Office of the City Clerk in registering and tracking Lobbyists, visit
http:/fwww.nve.gov/citvclerk or call at 212-669-8171.

Log In: Business Enrollment:
EMAIL In order to file, you must
somecne@somavhers.com enroll as a Lobbyist or Client.
o Upan submitting your
PASSWORD enrollment, e-Lobbyist will
email you a link through
OR " which you can create a

Forgot Your Password or password. Please read the
ente o e 22t email for further details.

Log In » Enroll »

DISCLAIMER: The information available in this databass is s=If-reported by Lobbyists and
thair Clients through initial annual registration farms and periadic repores submitrad viz =
Lobbyist. The reports are checked far accuracy by the Office of the City Clerk, but arz not
independently verified or certified by 2 third party. Although all attempts have been made to
=nsure the accuracy of this data neither the City of New Vork nor the Office of the City Clerk
assume any liability resulting from any inaccuracies hersin. Some data may have been
subsequently amended, which may not be reflected in the datsbase, In future phasas, the
ability to make and track amendments will be available.

0 or would |Iike tongbaiNgary®assmwpaséd}/

I f you t
g Ind screen. The AFos got/ Change You

f go
inkon t he Lo

r
4]

Flease enter your registered email address,
An email with a link to change vour
password will automatically be sent to you,

Forgot/Change Your Password?

EMAIL

someone@somewhere, com

EnteryourE-mailladdr ess and cl i cAk ftThhea mkSuYani ¢ 0s druedm nwi | |
notifying you that a password reset has been submitteduclickt he A Cl i ck here to L
In/ Enrol |l 6 1 ink onthtehefi LAioTgh alnnkd Ysocuroe esnc rweielnl, appea

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

To reset your password, click the link in #aenail you received from€ obbyi st . The HAChar
Passwo d 0 screen will appear

e-Lobbyist T User Guide
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Passwords must be at least § characters and
rust contain at least one number or special
character, Special characters include ?1@#4%
e * (), Passwords cannot contain the word
‘password’,

Change Password

EMATL
someone@somewhere.com

ENTER HEW PASSWORD

RE-EMTER MEW PASSW ORD

CGoubmit »

Enter youNew Passwordgreenter youlNew Password and c¢cl i ck the ASubmit
proccedA AThank Youod screen will appear notifyin
created/updated.o log into eLobbyist,clickt he mh@lrieck o Log I n/ Enrol |l 0

Click here to Log In/Enroll

The ALog Ind screen will appear

e-Lobbyist T User Guide
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Logging In

Before you can log into-&obbyist you must enroll, agree to the Terms of Use, submit a voided

check (or completed and notarized Affidavit), and the enroliment submissnail & the City

Clerkdos Office, and set yourself up as a Princicr

To log into eLobbyist, browse tdttp://www.nyc.gov/elobbyist The fALogppeasn 0 scr een

Residents | Business | Visitors | Government | Office of the Mayor | Search | Email Updates | Contact Us

E-LOBBYIST | New York City Lobbyist Filing System

Welcome to e-Lobbyist. This application is for Lobbyists and Clients to submit
filings online, Before a Lobbyist or Client can log in, each must first be enrolled.
Enrollment enables Lobbyists to file Statements of Registration. To enroll, read the
Business Enrollment section below and follow the directions. If you are already
enrolled, use your email address and password to log in. Please be sure to
properly log out of your account to avoid locking out other authorized users for
the entity.

Please view the b e-Lobbyist User Guide for help with the application.
For additional information on laws pertaining to Lobbyists, their activities and the

role of the Office of the City Clerk in registering and tracking Lobbyists, visit
hitp://www.nvc.qov/citvdlerk or call at 212-669-8171.

Log In: Business Enrollment:

EMAIL In order to file, you must
enroll as a Lobbyist or Client.
Upon submitting your

PASSWORD enrallment, e-Lobbyist will

email you a link through

OR which you can create a
Forgot Your Password or password. Please read the
Change Your Password? email for further details.

LogIn » Enroll »

DISCLAIMER: The information available in this database it self-reported by Lobbyists and
their Clients through initial annual registration forms and periodic reports submitted via e~
Lobbyist. The reports are checked for accuracy by the Office of the City Clerk, but are not
independently verified or centified by a third party, Although ll zttempts have been madeto
ensure the accuracy of this data neither the City of New York nor the Office of the City Clerk
assume 2ny lisbility resulting rom any inaceuracies herein, Some dat may hav hean
subsequently amended, which may not be reflected in the database, In future phases, the
ability to make and track amendments will be availzble,

Enter yourE-mail address anBasswordCl i ck t he ALog | nd apedast on. The

NOTE: For moreinformationr ead t he secti ons padswovde : APasswor ds
information,AEnr ol Il i ngd for enroll ment process infor ma

e-Lobbyist T User Guide
Version 19 : January 2012
12


http://www.nyc.gov/elobbyist

m Information Technology & Telecommunications

E-LOBBYIST | New York City Lobbyist Filing System

WARMING: Do not apen multiple browser windows or tabs while using this application.
Wou are an authorized user for the businesses listed below, Please select a business to wiew its account.

NOTE: If a business enrollment has been submitted, but is not listed below and you have not received a rejection email, its enrollment is pending the City
Clerk's review,

Entity LobbyistfClient
Test SW Co, LOBBYIST
Test SW Co, CLIENT

Th e A Hpagedisplaysall Lobbyistor Clientaccounts fowhich you area Principal Officer
or Designee.

Navigating Home

Anytime you wishtoreturntotheleobbyi st fAiHomed page, click the 0
right corner of the screen.
Welcome: Doe, John ‘
Navigating to NYC.gov

Residents | Business | Visitors | Government | Office of the Mayor | Search | Email Updates | Contact Us
Youmaynav gat e to the NYC.gov fiHomed page by clicki
corner of the screen. Or, to browse to fAResident
Aiof fice of the Mayoro pages, cl i cikkingthee correspor
iSearcho | iBnailUpdaedyy s t i cBnoamlyp dahtee sido | i nk, or sen
feedback to NYC.gov by clicking the AContact Us:¢

Navigating Statements of Registration and Reports

Within a Statement of Registration, Client PditoReport, 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 procéiesy for a New Client Registration.

e-Lobbyist T User Guide
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E-LOBBYIST | New York City Lobbyist Filing System

New Client Registration

CLIENT B REPORTING PERICD |, ADD SELECT EMPLOYEES LOBRBYING ADD ADD LOBBYING MG ACTIY |RETAINER LETTER Uumnu| | CERTIFY REGISTRATION |
SELECTION, & CLIENT INFO LOBBYISTS [LOBBVISTS FOR CLIENT EMPLOYEES ACTIVITIES | &PAYMENT  |RETAINER| | (PG, OMLY)

[ + 1 + T 1 r3

Clickt he fAiBacko button at utnioea prioreseéction, ortfe€ ot thien sed e en
button to proceetb the next step in the navigation graphic

Logging Out/Session Time Outs

When you are finishedsingeLob byi st, be sure to |l og out. To do
the top right corner of the screen. The ALog | n¢
the browser window.

Welcome: Doe, John » Log Qut

NOTE: After 15 minutes of inactivity, a session time ot message will appear in a pojup
window asking you if would like to continue working in eLobbyist or log out.

Your anline session will expire in approximately five minutes, Click "OK" to continue
warking on this page or click "Log Qut" to end vour session naw,

ﬁj Done é ﬂ Internet

If you have not responded by selecting one of the options after an additional five minutes of
inactivity, you will automatically be loggedout 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 inlf 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.

e-Lobbyist T User Guide
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Populating the Employee Store

After loggingintoeLobbyi st, the AHomeod page will appear
and Client accounts for which you aérincipal Officel(PO)or Designee.

% Residents | Business | Visitors | Government | Office of the Mayor | Search | Email Updates | Contact Us

E-LOBBYIST | New York City Lobbyist Filing System swinbero@doitt.nye.gov

WARMNIMG: Do not open multiple browser windows or tabs while using this application.
You are an authorized user for the businesses listed below, Please select a business to view its account,

WOTE: If a business enrollment has been submitted, but is not listed below and you have not received a rejection email, its enrallment is pending the City
Clerk's review,

Entity Lobbyist/Client

Test bus LOBBYIST

BeforeanyLobbyist begisto file a Statement of Registratiothey 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 Clerl@fter populaing the store with employeethe Lobbyist PO must
certify the store and its employeemd therindividual employeesan be addetb 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 Storelo edit an
employeethat appearsin a certified report: first edit and certify the employee in the store,
then amendthe 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 Office(PO) can certify the Employee Store.

Adding Employees
To begin adding employees, from the AHomed page,
you would like to add employees.

E-LOBBYIST | New York City Lobbyist Filing System swinberg@doitt.nye.gov

WARNING: Do not open multiple browser windows or tabs while using this application.
You are an authorized user for the businesses listed below, Please select a business to view its account,

MOTE: If a business enrollment has been submitted, but is not listed below and you have not received a rejection email, its enrollment is pending the City
Clerk's review.

Lobbyist/Client
LOBBYIST

e-Lobbyist T User Guide
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The ACIient HomSel paget Wwiel AiEappeogresd tab (al so
Storeo) .

NOTE: The first time a newly enrolled Lobbyist arrivesat tChé efat Homeo page, t
will be no Clients listed.

Information for Test Bus
WARNING: Do not open multiple browser windows or tabs while using this application.

Please Note: All filers must file 2 Termination Report for Statement of Registrations other than those ending on 12/31 within 30 days.

Clients For: m FILE CLIENT REGISTRATION

Client Name Client Address Last Updated D

No clients exist for current year.

To add an employee, click the AAdd Employeed |

NOTE: The first time a newly enrolled Lobbyistarriveson t he AEmMpl oyeeso tab,
be no employeetisted.

NOTE: If you have already been enrolled in d_.obbyist, employees you previously added
will already be imported; however you must verify the accuracy of the data for each in the
Employee Store.

Information for Test Bus

WARNING: Do not open multiple browser windows or tabs while using this application.

Below is the Employee Store for your entity. Add Employees by selecting the "Add Employee” link.

All employees required by law to be reported to the City Clerk must be added to this list. Only employees on this list who have been certified
by the Principal Officer will be available to be added to Statements of Registrations, Periodic, and Annual Reports, or Amendments.

Once an employee has been certified on this list, he or she cannot be removed. The employee can only be "inactivated” by entering an end
date. To modify data, including start and end dates, for a desired employee, click on the employee’s name in the list.

This list, the employees’ start and end dates, and the identity of employees’ spouses/domestic partners and unemancipated children are used
by the New York City Campaign Finance Board to determine the eligibility of matching funds for the donations of employees, their
spouses/domestic partners, and unemancipated children to candidates for New York City political offices.

En]plovees 3 ADD EM | + CER + PRIMT ALL

Employee Name

Ann Tester Certified WVIEW DETAILS é
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The AEmMpl oyee Informationo page will appear

Add Employee for Test Bus

EMPLOYEE INFORMATION

Please enter the employee information. Employees can only be selected for Statements of Registrations, Periodic, and Annual Reports, or
Amendments covering time periods between the start and end dates. These dates do not have to cover the entire reporting period for the
employee to be added to a report.

Once they have been certified, employees may not be deleted, only ‘inactivated’. To inactivate an employee, enter an end date. An employee
may be reactivated by selecting the "Add Another Period” button.

DO NOT “edit” employee names to substitute a different employee. Only edits to the name of the same employee are permitted. To add a completely
different employee, go to the "Employee” tab. Edits to employee names are tracked by the system.

Employee's Last Name |

Employee's First Name |

Employee's Phone —r T

Employee Type | Emplayes who lobhies -

Employee's Home Address

Country |United States of America =1
Address —
I
City |
State AK x

ZIP Code |

Employee's Business Address

Business Address [T saME AS HOME

Country |United States of America =1
Address |

city I

State AK x

ZIP Code |

Spouse/Domestic Partner

. Add the employee’s Spouse or Domestic Partner by selecting the "Add Spouse/DP” button.
Spouse or Domestic

Partner?
Add Spouse/DP

Unemancipated Child

Add the employee’s unemancipated children by selecting the "Add Child” button.

Unemancipated Child? Add Child

Employee Start Date |3 2 |2011
Employee End Date | |
Add Another Period

e-Lobbyist i User Guide
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EnterEmployeéName and Addresséasthe fields that appear:

e Employeés Lasgt Name

e Empbyedds Fi r*st Name
NOTE: After completing the r eshuton;fifthe he fi el d
empl oyeebs first name and | ast name match an
prompted to confirm the entry.

e Employeés Phone

¢ Employee Type Select theappropriateEmployee Typfrom the dropdown menu.

o Employeé BlomeAddress- Enter the Domestic or International Address:

Employee’'s Home Address
Country |United States of America ~|
Address I—
I
City |
State AK =
ZIP Code 7
e Domestic Address: The Country defaults to

StreetNumber, StreeddressCity, select the&xatefrom the dropdown list, and
enter theZIP Code*

Employee's Home Address
Country |canada ~|
Address |—
I
City |
Region I—
Postal Code |—

¢ International Address: For Country, select the correct Name from the dropdown list
to refresh the field€nter theStreetNumber, StreeAddressCity, Region and
PostalCode*

e BusinessAddress | f t he empl oyeebs business address i
addr es s, check the ASame as Homeo c¢checkbox.
enter the Domestic or International Address:

e Domestic Address: The CotdntAmerdefaawl Eantteo
StreetNumber, StreeAddressCity, select the&Statefrom the dropdown list, and
enter theZIP Code*
e International Address: For Country, select the correct Name from the dropdown list
to refresh the field€Enter theStreetNumber StreetAddressCity, Region and
PostalCode*
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Add/RemoveSpouser Domestic Partne(DP)
e |If the employee has a spouse or domestic par:
display the name and address fields.

Spouse/Domestic Partner

Add the employee’s Spouse or Domestic Partner by selecting the "Add Spouse/DP” button.

Spouse or Domestic
Partner?

Spouse/DP Last Name |

Spouse/DP First Name |

Spouse/DP Home Address
Spouse/DP Home Address [T saME AS EMPLOYEE

Country

Address

Spouse/DP Business Address

Do you have a business " vEs (¥ NO (IF YOU HAVE A BUSINESS ADDRESS, ¥OU ARE REQUIRED TO ENTER IT.)
address?

p—
< Remove this Spouse/DP |

e Enter the Spouse/DP Informatiomthe open fields.
e Spouse/DP Last Narhe
e Spouse/DP First Naeh
e If the Spouse/DP Home Addreisshe same as themployed ,xlick the checkbox
and the address fields will disappéar.
e If Spouse/DP Home Addresddifferent, fill in theSpouse/DP Home Addisfields
by entering théomestic or International Address:
e Domestic Address: The Country defaults to
the StreetNumber, StreedddressCity, select théStatefrom the dropdown
list, and enter th&lP Code*
¢ InternationdAddress: For Country, select the correct Name from the
dropdown listto refresh the field€nter theStreetNumber, StreeAddress
City, Region andPostalCode*
e |f the SpouséDP does not have a business address, Nk response to the
guesDobogwyoll have a busi nesYesaadedtergiathe? 0 Ot her v
fields that open.

e To remove a spouse/ DP, click the ARemove thi
Information fields will disappear.
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Add/RemoveUnemancipated Children
¢ If the emploge has any unemancipated children who have had a campaign contribution
made in the childés name, t aserowdbdifddldydés i nform
NYC Administrative Code Section3L6.

Unemancipated Child

Add the employee’s unemancipated children by selecting the “Add Child” button.

Unemancipated Child? < Add Child >

e Click the AAdd Chil do btudd o@hitlod &@d slprd fag/r mehtei ¢
below.

Unemancipated Child

Child's Last Name |

Child's First Name |

Child's Home Address

Child's Home Address [T (CHECK IF IT IS THE SAME A5 EMPLOYEE'S HOME ADDRESS)
Country | United States of America |
Address —
I
City |
State AR =
ZIP Code |—

( Remove this Child \| ( Add Another Child )
\/l \v

e Enter the Unemanci pimtheoopenf@lds. | ddés I nf or mati on
e Childbés *Last Name
e Childdés *irst Name
e IftheCh i | HbefAddresss the same astiemp | o \cleletlie £heckboxand
the address fields widisappear
e IftheCh i | HbrdeAddressis not the same, fill in the fieldsy entering the
Domestic or International Address:
¢ Domestic Address: The Country defaults to
the StreetNumber, StreeddressCity, select th&xatefrom the dropdown
list, and enter th&lP Code*
¢ International Address: For Country, select the @ctrName from the
dropdown listto refresh the field€nter theStreetNumber, StreeAddress
City, Region andPostalCode*

e Toaddanotherchildsl i ck t he nAnAdd Anot her Chil do buttor
Information.

e To remove a chil d, click the ARemove this Ch
will disappear.
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Employment Periods
e NOTE:An empl oyeeds avail abi ltoramendment sel ecti on
depends on the employeebds start and end dat e:

€ Employee Start Date D |z Is |z011

Employee End Date | | |

Add Anocther Period

N,

Employee Start Date | | |

Employee End Date | I |

Add Another Period

¢ Remove this Peried

EnterEmployee Start Date
¢ The system will automatically set the date the employee isdaiddthe store as the
default SartDate. You have the option to enter a start date priortaléfault start date.

Employee End Date
e The End [xte reflects the date the employee became inactive or left employinent.
blank end date signifies that this person is actieetyployed

Add/RemoveAnotherPeriod
e |f the employee left employment or becamactive and then resumes employment or
becomes active again, add another period by
e Click the ARemove this Periodo button to del .

After you have ent er aihcludilgeheEmpiyde StareDatégalectl nf or mat i
what you would like to do using the buttons at the bottom of the screen:

Save » Cancel

e To save the Employeebds | nfor maitkit be &sdvedt ur
button.

e Toescape, lose your changes, andretu t o t he fd@lickphey &@€sacebahb,
button.

Complete the above process for all employees you need to add. When you have finished adding
empl oyees and have returned to the AEmMployeeso t
Employee Store. e the store has been certified, you can file reports.
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Navigating the Employee Store

When you first arrive at
empl oyee, the employeeods

t he

name wnnl |

AEmpl oyeeso

be 1|

Employees ADD EMPLOVEE CERTIFY
Employee Name Status Details
Employesl Test Draft VIEW DETAILS
Employes? Test Mew WIEW DETAILS

PRINT ALL

=]
=]

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

clickthein Next , 0 fALast, 0o APrevious, o0 or AFirsto
results, orclick a page number to go to a specific pag
Employees ADD EMPLOYEE CERTIFY PRINT ALL

Employee Name Status Details

aalina anizimnow Certified WIEW DETAILS é
olga bagdanoua Cartifiad WVIEW DETAILS =
baran Baranov Certified VIEW DETAILS =
anaiza cepeda Certified WIEW DETAILS =]
wayng clark Cettifiad WIEW DETAILS =]
Cedric Curry curry Certified WIEW DETAILS %
arizha duorkin Cartifiad WIEW DETAILS =]
Jane Jones Certified WIEW DETAILS =
Susan Jones Cartifiad VIEW DETAILS =
anna katsnelson Cettified WIEW DETAILS é
natasha khesin Certified WIEW DETAILS =
igor kotler Certified WIEW DETAILS =]
motis kruller Certified WIEW DETAILS é
larisa livitskaya Cartifiad VIEW DETAILS E=
tanya MAslowa Cettified WIEW DETAILS é
misha medvedew Certified WIEW DETAILS =]
milaya mova milenkiiv ti ooy Certified WIEW DETAILS é
Certified Mot Cartifiad VIEW DETAILS =2
larisa asrtrizko Cartifiad WIEW DETAILS =]
vlad putin Certified WIEW DETAILS =

12 Hext> | _Last >>

Determining Employee Status

Within the Employee Store there are three status options:
e AINewd indicates the employee
yet been certified.
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e ADrafto indicates the enmplDtyeree dw,a st haed dsetdo rteo v
certified, the employee information has been amended, but the store has not yet been
recertified.

e ACertifiedod means no changes have been made
certified employees may be added to any report.

To determine an employeebs status, check the ASt
Employees B ADD EMPLOWEE CERTIFY PRINT ALL
Employee Name m Details
Employeel Test Draft YIEW DETAILS =
Emploves? Test Mew WIEW DETAILS é
Viewing/Hiding Employee Details
You may <click an employeebs name or the AVi ew De
the details for a specific employee; ¢ k t he fAHi de Detail so0 button to
Employees ADD EMPLOYEE CERTIFY PRINT ALL

Employee Name Status @
ployeel Tes Draft HIDE DETAILS =

Ernployes's Phone [123) 456-7890
Ernployes's Home Ikj 1kj
Address _Ikil_kj_lik, Ak 12345

Ernployes's Business Same as Home Address
Address

Employes? Tast Hew

Printing Employee/Store Details

You may print the detailed information for an individual employee or the detailed information for
all employees.
e To access a printer frieedhylsversiockot ha &P
icon. Then, print the report using the print functionality in your browser.
e To access a printer friendly version of the detailalbémployees in the store, click the
APrint AlIl o6 | ink. Then  nctignalityimyourtbroweserr epor t usi

Regardless of an individual employeeds status or
individual details or details for all employees at any time.

NOTE: It is recommended that you print a full copy of the store for yourreview prior to
certifying the store.
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Employee Name
Emplovesl Test
Ermployee's Phone

Ernployee's Home
Address

Employees

[123) 456-7830

Ikj Ikj
Ikl ki_ljk, Ak 12345

ADD EMPLOYEE CERTIFY PRINT ALL

Status Details

HIDE DETAILS

Drraft

Ernplayee's Business  Same as Home Address

Addrass

Emploves? Test

Editing Employee Information

Both Designees and Principal Officers may edit the detailed information for employees; however
only the Principal Officemay certify the store after making any changes.

e Toeditt he detailed information for a specific e

the AEmMpl oyeeso tab. EAddihgEmplogeed i seedsi omasobsho:
this guide, will open in which you can make your edits.

¢ Click the ASaved button when you are finished
editing the details for an employee, his or

o Certify the Employee Store in order to be able to select the certified employee for use in
any of the reports.

CERTIFY PRINT ALL

Employees

Bl DD EMPLOYEE

Status Details

Employee Name
Employeel Test Draft VIEW DETAILS =
Emploves? Test =

WVIEW DETAILS

Mew

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 beertified in the store, the employee cannot be deleted from the list

only fideactivated. 0 Both Designees and Principal
However, only the Principal Office an certi fy the AEmMmMpl| oaeee St oreod
made) NOTE: A deactivated employee may be reactivated by entering another start date.

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

e Click the employeeds name on the AEmMpl oyeeso
information fieldsa s s h o wAddingrEmpglogee® isecti on of this guid
an end date in the AEnd Dateo field.

NOTE: The end date must be after the start date.
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Employee Start Date 1z 10 z003

/
{_ Employee End Date
I ——

e Click the fASaveodo button.Certdythestareur n t o t he AEM

Save » Cancel

An empl oyeeds availability for selection in any
start and end dates.

e To reactivate an employee, click the AAdd An
date, cl i ck &andeertiffitBeastore.0 butt on,

Employee Start Date 1z in z008

Employee End Date

Add Another Period

e ——

NOTE: Donations from employee, 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, deactivatingr reactiaiing employee information, the Employee Store

must be certified prior to selecting employees within individual reports. Only the Principal
Officer may certifythe Employee Store. It is recommended that you print a copy of the employee
list for review prior to certification. Refer to thi@rinting Employee/Store Detail® section of

this guide for instructions.

Tocet fy the store, click the ACertifyo | ink:

Employees Bl ADD EMPLOYE CERTIFY P PRINT ALL

Employee Name Status Details

Emploves] Test Draft

ko

Emploves? Test Mew

The ACertificationd screen wild/l appear:
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¢ Read the certification text,

e Enter your password in the APasswordo
e Click the fACertify Employeeso button.

NOTE: Once an employee has been certified, ibonot be deleted from the store. The
empl oyee can only be fideactivatedo by

enter

detail ed empl oyee i nf cDeantwdtingReactifating Endploye®e f e r

section of this guide for more information.

CERTIFICATION

Only the Principal Officer may certify the Employee Store. It is advisahble to print a copy of the employee list for review prior to certification.

instruments and will render such statement null and void.

required fields are indicated by *,

Dl ficer swinberg@doitt.nyc.gow

CERTIFICATION: T certify that all statements made in this employee disclosure are true and correct to the hest of my knowledge and helief and
I understand that the willful false statement of any material fact herein will subject me to the provisions of law relevant to the making of false

Certify Employees » Cancel

Once the Employee Store has been cert
employees can be selected within individual reports.
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Filing Statements of Reqgistration

Each yearLobbyists are required by law to file a Statement of Registration foratiach There
is no limit on the number alients that dobbyist may registefStatements of Registration must
be filedfor the period in which the lobbying occurred.

TheRepating Period (explaineth thefiReporting Periodd section of this guide beldvis

defined byenteing the start and end dates of the b b y i srdtainéragieement \gith the

client,ortheCoL o b b y i sdesigriatioragree@denvith theclient, or t he Lobbyi st/ CI
authorization letter with itself as the clieReportsmust be submitted for the period covered by

the Statement of Registration. Repaasinot be submitted until the first day of the FiliPgyiod,

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

Filing Entities
As of August2011, the d.obbyist System reports GoobbyistActivity on various reportfled

by Primary Lobbyist and Ghobbyist entitiesEach type of entityhat can appear on a Statement
of Registratiorappeardelow.

Client

AClientsd are defined as entities that retain or
City of New York in a calendar year. A client is required to file a Client Annual Raptre

beginning of each year, reporting the previous Yy

that have lobbied on its behalf, including any lobbyists retained atubbgists designated.

Lobbyist

ALobbyi stso ar e dcedfbyaxckedttodobby enitg behalf iretlse City ®ftNaw
York in a calendar year. The lobbyist receives a retainer letter from the client to lobby on its
behalf.Lobbyists enroll in the-eobbyist system as lobbyists; and for eatibnt theyare
requiredto file a Statement of Registration, Periodic Reports, Termination Reports, and
Fundraising/Political Consulting Reports (if applicab@j the Statement of Registration, the
lobbyist filer reportdobbying employees, lobbying activities, and sends tags their retainer
with the client

Primary Lobbyist

APrimary Lobbyistso are defined as | obbyist enti
the City of New York in a calendgear, which retains etmbbyist(s)t o | obby on such cli
behaf. The primary lobbyist receives a retainer letter from the client to lobby on its behalf.

Primary lobbyists enroll in thelleobbyist system as lobbyists; and for each client they are

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

Fundraising/Political Consulting Reports (if applicab@h the Statement of Registration, the

primary lobbyist filer reportsthedoo b by i st s retained t dobdyingpby on th
employees, lobbying activitieand sendsr uploads their retainers with the client and any co

lobbyists
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Co-Lobbyist

ACbobbyistso are defined as | obbyist entities re
of the primary |l obbyistdés client Cdlabbyisthe City of
enroll in the eLobbyist system al®bbyists and for eaclelient theyare required to file a

Statement of Registration, Periodic Reporermination Reports, arfdundraising/Political

Consulting Reports (if applicable). @obbyists must bdesignated by therimarylo b by i st 6 s

clientto lobby on their behalfOn the Statement of Registratidine @-lobbyistfiler repors the

primary lobbyist that retained therobbying employees, lobbying activitieend sends or

uploads their designatidatter with the client antheir retainer with the primary lobbyist

Lobbyist/Client

fiLobbyistClients 6 ar e def i n e dhatdobby dnthdirtownbehalf inéha ity df i e s

New York within a calendar yedrobbyist/Clientsenroll in the eLobbyig system aboth a

lobbyistand a client. As a lobbyighey are required to file a Statement of Registration, Periodic

Reports, Termination Reports, and Fundraising/Political Consulting Reports (if appliéebie).

client, they are required to file ai€@ht Annual Report at the beginning of each year, reporting the
previous year6s | obbying activity and |listing al
including any lobbyists retained and-lobbyists designate@®n the Statement of Registration,

the lobbyistclientfiler does noteportany celobbyists, but does report lobbying employees

lobbying activitiesand sends or uploatiseir authorization letter with themselves as the client

Initiating the Registration

After logging into eLobbyist,t he fAHomed page will appear. The AH
and Client accounts for which you are a Principal Officer or Designee. To file a Statement of
Registration, click the appropriate entity name

Residents | Business | Visitors | Government | Office of the Mayor | Search | Email Updates | Contact Us

E-LOBBYIST | New York City Lobbyist Filing System User Guide | rmilazzo@doitt.nyc.gov

WARNING: Do not open multiple browser windows or tabs while using this application.

You are an authorized user for the businesses listed below. Please select a business to view its account.

NOTE: If 2 business enrollment has been submitted, but is not listed below and you have not received a rejection email, its enrollment is pending the City
Clerk's review.

Lobbyist/Client

CLIENT
LOBBYIST
LOBBYIST

CLIENT

LOBBYIST

The @ BOb e oetfopthegselected entity will appear.
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—

Information ABC Sun Shine Indus@

WARNING: Do not open multiple browser windows or tabs while using this application.

PLEASE NOTE:
+ Click the "VIEW DETAILS" button to file or amend a periodic report, or to file or delete a termination report.
« All filers must file a Termination Report for Statement of Registrations other than those ending on 12/31 within 30 days.

Clients For: m FILE CLIENT REGISTRATION

Client Name Client Address Last Updated Status Details

Mo clients exist for current year.

The first time you arrive at t he i Clientsexist Homeod
for the current year. After you file Statements of Registratidhgre are more than 2lientsfor

thesekct ed entity, you can use the APrevious Pagebo
screen to browse additional pages.

‘ =< Previous Page ’ Page 1 of 20 ‘ Mext Page == I

NOTE: Before you file a Statement of Registration, confirm that the information contained
in the Entity Profile iscorrect. Cl i ¢ k t he A En &andteyiewkhe ioforidtiam.d0 t ab

Entity Profile

| f it is correct, pr o c e e\ewinglEfliting Entityi Psofiles 0 t correct,
section ofthis guide for further instru ctions.

—

To file a Statement of Registration, click the
corner of the screen.

Information for ABC Sun Shine Industries
WARNING: Do not open multiple browser windows or tabs while using this application.

PLEASE NOTE:
e Click the "VIEW DETAILS" button to file or amend a periodic report, or to file or delete a termination report.
« All filers must file a Termination Report for Statement of Registrations other than those ending on 12/31 within 30 days.

Clients For: m ‘ FILE CLIENT REGISTRATION )

Client Name Client Address Last Updated Status Details

Mo clients exist for current year.

A new Staterant of Registration scre@ppeas. The blue highlighted box within the graphic
strip at the top of the screédentifies where you are in thocesdglow for filing the registration

New Client Registration

P — | 1 1 /1
CLIENT | WEEFORTING PERIOD || ADD SELECT | | EMPLOYEES LOBBYING ADD ADD LOBBYING 5 RETAINER LETTER | UPLOAD | |CERTIFY REGISTRATION
SELECTION & CLIEMT INFO LOBBYISTS [ LOBBYISTS FOR CLIENT EMPLOYEES ACTIVITIES INFORMATION & PAYMENT RETAIMER (PO ONLY)
[ / L + 1 * 20 *+
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Client Selection

Oncea C1 iergolimeldtisapprovedt h e CI i eavill aubomatically appear on the list of
Cliententities actively enrolled in thelsobbyist yystemand will be available for selection the
Statement of Registration and individueports.

CLIENT SELECTION

Below is a list of Client entities actively enrolled in the e-Lobbyist system. Locate the desired Client by clicking on the first letter or number of
the Client name in the list below. Select the desired Client by selecting the Client Name. Only one Client may be selected for each Statement of

Registration.

If a Client is not on this list, it is not actively enrolled in e-Lobbyist. Please contact any missing Clients to have them enroll. Once Clients
enrollments are approved, they will automatically appear on this list and will be available for selection in reports.

ViEWC“EntSLiStB IclolElElglalIlalILIMIN]glelolrIsITIUlvIwIXlYlZlolzlzlalalslelzlals

Client Names for:

Please select a letter above to display the Clients

Cancel

To locatea Client, click on the letter that represents the first initial of@ient s name. A | i
Clients whose names begin with that letter will agap@nly oneClientmay be selected for each

Statement of Registration.

CLIENT SELECTION

Below is a list of Client entities actively enrolled in the e-Lobbyist system. Locate the desired Client by clicking on the first letter or number of
the Client name in the list below. Select the desired Client by selecting the Client Name. Only one Client may be selected for each Statement of

Registration.

If a Client is not on this list, it is not actively enrolled in e-Lobbyist. Please contact any missing Clients to have them enroll. Once Clients
enrollments are approved, they will automatically appear on this list and will be available for selection in reports.

Client Names for: A

< ABC Media >

Akuni

Angel Productions

Select the desired Client, by c¢clicking the ¢
I nformation screeno wil |l eopsladd aith inbrmatos romof t he
the Clientbés enroll ment
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REPORTING PERIOD

Year 2011

Start Date is the date that the Lobbyist and Client retainer agreement indicates as the start date, or in the case of a co-lobbyist, the start
date indicated on the client designation letter. For start dates that begin prior to the registration year enter the start date as first calendar
date of the registration year. The registration year is the year that the Lobbyist is currently registering the client.

Start Date * | | |201.1. (mm/dd/yyyy)

End Date is the date that the Lobbyist and Client retainer agreement indicates as the end date, or in the case of a co-lobbyist, the end date
indicated on the client designation letter. For end dates that take place in a subsequent year or for open-ended agreements, enter the end
date as last calendar date of the registration year. The registration year is the year that the Lobbyist is currently registering the client.

End Date * | | |201.1. (mm/dd/yyyy)

(Example: Lobbyist registers a Client for year 2009. The retainer agreement is for the period 02/01/2008 through 02/01/2010. The Lobbyist
would enter a start date of 01/01/2009 and an end date of 12/31/2009.)

CLIENT INFORMATION

Business Name ABC Media

P.O. Name Tester, Happy

Client Business Industry |

Business Address 50 Rockerfeller Plazs
MNew York, NY, 10020
United States of America

Business Phone 800-222-2222
Business Email rmilazzo@doitt.nyc.gov
Lobbyist has Direct or | Select - = I (If Client and Lobbyist are the same, select "No/Same” from the drop-down menu.)

Indirect financial interest
in the client?

CO-LOBBYIST INFORMATION
A Co-Lobbyist is a unique entity that is retained by another lobbyist entity ("primary lobbyist™), to lobby on behalf of the primary lobbyist's client.
Are you a Co-Lobbyist? " veEs & nO

Will you be hiring a

Co-Lobbyist? ©ves @ o

Save & Continue » Save | Cancel | Delete Registration

Reporting Period
The first screen of th8tatement of Registration procedisplaysthe Reporting Periodear.
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REPORTING PERIOD

Start Date is the date that the Lobbyist and Client retainer agreement indicates as the start date, or in the case of a co-lobbyist, the start
date indicated on the client designation letter. For start dates that begin prior to the registration year enter the start date as first calendar
date of the registration year. The registration year is the year that the Lobbyist is currently registering the client.

I I |2 011 | (mm/dd/yyyy)

End Date is the date that the Lobbyist and Client retainer agreement indicates as the end date, or in the case of a co-lobbyist, the end date
indicated on the client designation letter. For end dates that take place in a subsequent year or for open-ended agreements, enter the end
date as last calendar date of the registration year. The registration year is the year that the Lobbyist is currently registering the client.

End Date * 2011 [mm/dd/yyyy)
e

(Example: Lobbyist registers a Client for year 2009. The retainer agreement is for the period 02/01/2008 through 02/01/2010. The Lobbyist
would enter a start date of 01/01/2009 and an end date of 12/31/2009.)

Enter theStart Date TheStart Dateis the datahat the Lobbyist and Client retainer agment
indicates as the stataite. Inthe case of a Ghobbyist, the start datis indicatedin the client
designation lettelin the case of a Lobbyist/Client, the start date is indicated in the client
authorization letterf-or start dates that begin q@rito the registration year, enter tB&art Dateas
the first calendar date of the registration year.

Enter theEnd Date TheEnd Dateis the datdhat the Lobbyist and Client retainer agreement
indicates as the end data the case of a Cbobbyist, he end datés indicatedin the client
designation lettern the case of a Lobbyist/Client, the end date is indicated in the client
authorization letterFor end dates that end after the registration year, or that are ongoing, enter
theEnd Dateas the lat calendar date of the registration year.

Client Information
Enter theClientBusiness Indusgtrandin d i c at e t firanciblioterdstyin tiee Cléest.

CLIENT INFORMATION

All fields on this page are required.

Business Name ABC Media

P.0. Name Tester, Happy

Client Business Industry C >
Business Address 50 Rockerfeller Plazs

New York, NY, 10020
United States of America

Business Phone 800-222-2222

Business Email rmilazzo@doitt.nyc.gov

Lobbyist has Direct or |ent and Lobbyist are the same, select "No/Same” from the drop-down menu.)

Indirect financial interest
in the client?
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To indicate if the Lobbyist hasBirect or Indirectinterest in the Client, sele¥iesor No from the

drop-down menulf you selectediYe®, enter theéDate Interest Acquirednd theExtent of
Interestin the open fields.

Lobbyist has Direct or |W =] (If Client and Lobbyist are the same, select "No/Same" from the drop-down menu.)
Indirect financial interest
in the client?

Date Interest Acquired @

Extent of Interest

Co-Lobbyist Information

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

Lobbyist Activity questiondNOTE: The answers to these questionsarel e f aul t éd
and set toread only for Lobbyist/Clients (entities lobbying on their own behalf).

to ANOo

CO-LOBBYIST INFORMATION

A Co-Lobbyist is a unigue entity that is retained by another lobbyist entity (" primary lobbyist™), to lobby on behalf of the primary lobbyist's client.

Are you a Co-Lobbyist?
Will you be hiring a
Co-Lobbyist? @

Save & Continue » Save | Cancel | Delete Registration

I n response AreoyoutalCd odbbe s tsit Xro,

e Sel ecYe® t h a toh D indicate that the filer is a Glaobbyist. Upon selection,
the screen redisplay$Will you be hiring a Ced. 0 b b y disappeans
e Sel ecNod thad ifoindicate thaotime filer is a Lobbyist.

I n response Wibyoubhrngga@odsothiboyn ,s ti? 0

e Sel ecYe® t h adh oindicate thabtime filer is a Primary Lobbyfstill retain
Co-Lobbyists to lobby on behalf of their Client).

e Sel ecNoo trhad ifioindicate thabtime filer is a Lobbyigtot retaining Ce
Lobbyists for this Client).

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

e To return to the ACIient Selectiono
e To continueto the next pageelick thefiSave & Continue button
e To save andefresh the pagelick thefiSave button

e-Lobbyist T User Guide
Version 19 : January 2012
33

Sscreen




Information Technology & Telecommunications

e Toloseyourchanges and return t o ,tlitkthefTahtebbatton Homed pa
e To delete the registrationlick the fiDelete Registratiambutton A pop-up window will
appear asking you to confimthedele on. Cl i ck t he dn®@dfogteeb ut t on t
to the ACI Ii,emlicktthoemefidCamacged 6 button to escape.

Adding Other Lobbyists

The Lobbyist Entity screen is only displayed for Primary Lobbyist et.@labyist filers. Other
filersshouldclick hi s | i nk EmploygesrLobbyine fdr Clierto. i

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 screethe Primary Lobbyist fileclickst he fASel ect Lobbyistso
selectthe CalLobbyists retained to lobby on tiélientt s b.ehal f

Client Registration for ABC Sun Shine Industries
ADD SELECT
LOBBYISTS | LOBBYISTS
- =
LOBBYIST ENTITY

Co-Lobbyist Name

No lobbyists have been added. Please select the Select Lobbyists button below to register a lobbyist.

Back { Select Lobbyists Continue » Cancel | Delete Registration |

The Select Lobbyists screen displays a list of lolibygarrently enrolled in theleobbyist
systemOn the Select Lobbyists scre@heck the box(es) next to the -Cobbyist(s) and click
the AAdd Sel ect tedddtheoCibbpyiststoshéregoit t o n

Below is a list of Lobbyist Entities actively enrolled in the e-Lobbyist system. Select the Co-Lobbyist(s) to report by selecting the corresponding
checkbox(es) and clicking on the 'Add Selected Lobbyists' button. Multiple Lobbyists may be selected simultaneously.

If a Lobbyist Entity is not on this list, it is not actively enrolled in e-Lobbyist. Please contact any missing Lobbyists to have them enroll. Once
Lobbyists' enrollments are approved, they will automatically appear on this list and will be available for selection in reports.

v JEllRIsITIUlvIwIxlYlzlolelz2]lzlalslelzlel

s
-]
H
[n]
e
-
(-]
s
=3
s,
I
n
W
[
Il
n
m
i
B
{ar}
(o]
{w]
m
m
(]
1T
I—
.
1=
Ir
=
1=
(=]

Co-Lobbyist Name

r ABC Sun Shine Industries
r abc test farm

@ Able CoLobbyers

r Akuni

Back K Add Selected Lobbyists P Cancel
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NOTE: Primary Lobbyist filers may add up to 20 ColLobbyists to a registration. After
selecting from the list, anerror message is displayedf a Primary Lobbyist selects itselfor
selectsa Lobbyist/Client that is the current Client on the registration. While the registration
i s i n sialg (@of certified), Co-L obbyists maybe addedto the list and removedfrom
the list. After certification, no Co-Lobbyists may be removed from the registration.

The added G obbyists will display in the list and their contact information will bpied to the
report and appear in the certification view of the report.

Client Registration for ABC Sun Shine Industries

ADD SELECT
LOBBYISTS | LOBBYISTS

L +

LOBBYIST ENTITY

Co-Lobbyist Name

Able Colobbyers WIEW DETAILS

Continue »

N

Back ‘ Select Lobbyists Cancel ‘ Delete Registration

To view alobbyists contactinformation click thefiview Detail® button To remove a Co
Lobbyist while the registr;xtliiacrk it buttdnRfe Dwroa fetdo

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

To return to the previous page, click the
To select an additionalSeldcthbbbpybsst $§06omut hen
To remove a lobbyist from the lief a not cetified registration click fiRemoved

To save additionsandreturntoé¢ A Cl i ent Hé@aaodophge, click

Regi strat i o rpwirdewwill appear askingpyoupto dom the deletion.
Click the AOKO to confirm, or click the #AC

As a Primary Lobbyist filer, you will@amplete the above process for@é-Lobbyiststhat you
need to add to the registratioWhen you have finished addi@p-Lobbyists andeturned to the

st

ﬁBl
i

To del ete registrationpagendclriedlurtnhda ofi Dénlee theC| |

ani

ALobbyist Entityo scr eegayethecColioltbfistst he fAConti nued ¢

Co-Lobbyist Filer Adding a Primary Lobbyist

On the Lobbyist Entity screethe CoLobbyist filerclickst he fiSel ect Lobbyistso
the Primary Lobpist thatisretairngt hem t o | obby on the Clientos
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Client Registration for Able CoLobbyers

ADD SELECT
LOBBYISTS [ LOBBYISTS

.
LOBBYIST ENTITY

Primary Lobbyist Name

Mo lobbyists have been added. Please select the Select Lobbyists button below to register a lobbyist.

Back { Select Lobbyists| ntinue » | Cancel | Delete Registration |

S——

The Select Lobbyists screen displays a list of lobbyists currently enrolled il th#bgist
system. @eck the box next tgour Primary Lobbyistandclick theiAddS el ect ed Lobbyi st s
button to addthe desiredPrimary Lobbyistto the report.

Below is a list of Lobbyist Entities actively enrolled in the e-Lobbyist system. Select the Primary Lobbyist to report by selecting the
corresponding checkbox and clicking on the 'Add Selected Lobbyists' button. One Primary Lobbyist may be selected.

If a Lobbyist Entity is not on this list, it is not actively enrolled in e-Lobbyist. Please contact any missing Lobbyists to have them enroll. Once
Lobbyists' enrollments are approved, they will automatically appear on this list and will be available for selection in reports.

7lels
Primary Lobbyist Name

ABC Sun Shine Industries
— abc test farm

| Able ColLobbyers

Cancel

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

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

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

registration. Whi |l e the registration aPimaryrLobbyixst aft 0 st at
may be removed fromthe list and another added After certification, the selected Prinary

L obbyist cannot be changedi.e.: removed and another added)

Add Selected Lobbyists

The addedPrimary 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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Client Registration for Able CoLobbyers

ADD SELECT
LOBBYISTS | LOBBYISTS

L +

LOBBYIST ENTITY

Primary Lobbyist Name

ABC Sun Shine Industries VIEW DETAILS ( REMOWE

Continue »

N

Back ‘ Select Lobbyists‘

Cancel ‘ Delete Registration

B

To view aPrimary Lobbyists contactinformation click thefiView Detail® button To remove a

Primary Lobbyissshi | e t he regi strati on)clicktheimeMmbrvadt o

button.

At any time, you may seleone of the following options

e Toreturntat he previous page, click the ABackb?o
e Toreselecta Primary Lobbyiasthi | e t he registration, is in
click the fARemoveo button to remove i

buttonto add another Primaryobbyist

e To save additions and return to the ACI i ent

st a;

but
fiDr
t from

1

e To delete registrationpagendclrieclurtnhe off Délee thieC|

Regi str at i o rpwirdewwill appear agkingpyouyto confirm the deletio
Click the AO0OKO button to confirm, or

click

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

ALobbyist Entityod screen

Employees Lobbying for Client

After entering the Client Informationamticki ng t he fASave & Cont.i
Lobbying For Cliento screen will appear.
message that no employees have bededaibr this Client.
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Client Registration for Sun Shine Industries

FOR CLIEMT EMPLOVEES
L 1

EMPLOYEES LOBBVING‘ ADD ‘

EMPLOYEES LOBBYING FOR CLIENT

You may add employees to this list by pressing the "Add Employee” button and delete them by pressing the "Remove” button. Editing existing
employees can only be performed on the "Employee” tab outside of this report. Press continue to return to the Lobbying Activities list.

List each individual associated with the Lobbyist who will be engaging in any lobbying, regardless of whether lobbying is a significant part of his
or her duties. NOTE: DO NOT list any person who has filed his or her own Lobbyist Statement of Registration for this Client.

Employee Name

No employees have been added. Please select the Add Employee button below to register an employee.

Back Add Employee ) Continue » ‘ Cancel ‘ Delete Registration ‘

N

To add an employee, click the AAdd Employeed but
empl oyees with a status of AActived are avail abl
or fADraftd have Emmptl oyyeete sb enent hc ear tsanfassigmdsd of Al nac
end date that hadapsed

NOTE: 0 Aotpilweytees have been certified in the sto
end dates span the period covered by the report.

ADD EMPLOYEES

Check the box(es) next to the employeeis) and press the "add Employee" button to add all desired employees to the report,
Select "Wiew Details" to view an employee's information,

Employee Name Status
estEmployesl Active
est,Ernplayes? Active WIEW DETAILS
Page: 1

Back Add Selected Employee ’

To view an employeetetaled information click thefiView Detail® button To add desired

employees to the reportheck the box next teachdesiredemployee andlick the AAdd Selected

Employes dutonThe added empl oyees will di splay in the
with be copied to the report and will appear in the certification view of it.

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

empl oyeebs information, certify the steere, and r
To change an empl o yeetiied epoit yofi moust coaréci thee mformationa

in the Employee Store and certify it, amend the reporttemovethe employee from the
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amendment (removes the incorrect employee information from the report), adthe
corrected employee data to the amended report from the employee store and certify it.

NOTE: Only employeeghat have beemadded to the Registration are available while filing
Periodic Reports (even if they aretherwise available in the employee stag). If you would
like to add an employee to a Periodic reponivho is not added to the Registration, then you
must first amend the Registration.

EMPLOYEES LOBBYING FOR CLIENT

You may add emplovees to this list by pressing the "Add Emplovee” button and delete them by pressing the "Remove" button. Editing existing
employees can only be performed on the "Employee" tab outside of this report. Press continue to return to the Lobbying Activities list,

List each individual associated with the Lobbyist who will be engaging in any lobbying, regardless of whether lobbying is a significant part of
his or her duties., NOTE: DO MOT list any person who has filed his or her own Lobbyist Statement of Registration for this Client,

Employee Name

Test, Emplayesl VIEW DETAILS

Test, Employes2 WIEW DETAILS

Back | Add Employee Continue > | Cancel | Delete Registration |

To remove an empl oy e e Atanytime kou may seledn®aftmo ve 0 butt or

following options

To return to the previous pagdickt he fABacko button.
To select an additional employee from the

To delete registrationandrettn  t o t h e [agelclickt rhte HioDed et e t he
Regi st r atA popup wirdewtwill appear asking you to confirm the deletion.

Tosave additonand return to t hchicktAihCd ife@a n dHeolme 0b ptatgen

Click the AOKO blickttthen AitCancenfoi bmttom t o esca

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

empl oyees and returned to t he cligkErhel dyCoand i lnakke®dy i r

button to enter Lobbying Activity.

EMPLOYEES LOBBYING FOR CLIENT

Youmay add employees to this list by pressing the "add Employee” button and delete them by pressing the "Remove” button, Editing existing
employees can only be performed on the "Employee” tab outside of this report. Press continue o return to the Lobhying Activities list.

List each individual associated with the Lobbyist who will be engaging in any lobbying, regardless of whether lobhying is a significant part of
his or her duties, NOTE: DO MOT list any person who has filed his or her own Lobbyist Statement of Registration for this Client,

Employee Name

Test, Employesl WIEWY DETAILS

Test, Emplayes2

Back Add Employee “ Continue » > Cancel Delete Registration
N
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Adding Lobbying Activities

After entering employees amticki ng t hee®Cbwmntitomn on the AEmMpl oyee:
Cliento screen, the fALobbying Activity Listo scr
you will be instructed to add an activitybljcki ng t he AAdd Activityo butto
Client Registration for Sun Shine Industries
ADD LOBBYING | LOBBYING ACTIVITY
ACTIMITIES IMFORMATION
LOBBYING ACTIVITY
Subject Category Target
Mo activities have been added. Please select the Add activity button below to register an activity.
Continue » ‘ Cancel ‘ Delete Registration

The ALobbyi ngsfildswiiopent yo det ai l
Select a ASubject Categoryo from the dropdown me
NOTE: You may select only one Subject per Lobbying Activitylf the desired Subject is not

shownon t he | i st sel ect AOt her, 0 then enter your
You can add p to 20 Activities per Subject Category ancup to 20 Targets per Activity.

Expand on your Subject Category shnterakeywomn by ent
in the AFilter by:0 field, rchkoeyswonrgd t(hee. ge.n,t rfiyBa d
El ectionso), then click the AAdd Targeto button

NOTE: To add one of the f ol | oinsiinkandi@fé podatsspegific Tar get s,
instructions below when adding Target information for: iACommunity Boards,0 fiCouncil

Members, @ AOffice of the Mayor.0 Only one Agencycan be selecteger Lobbying

Target. The Agency namecannot be editedn the e-Lobbyist system however,the selected

Agencycan be removedand another Target Agencychosen At least one Contact person

must be enteredunder the selectedAgency; however, a Contact Namean be deletedat any

time and a new oneadded
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Client Registration for Sun Shine Industries

REPORTIMG PERIOD EMPLOYEES LOBBYIMNG ADD ADD LOBBYIMNG | LOBBYING ACTIVITY RETAIMER LETTER [ UPLOAD CERTIFY REGISTRATION
2 CLIEMT IMFO FOR CLIEMT EMPLOVEES ACTINITIES INFORMATION & PAYMENT RETAIMER 00 DMLY
L ki % | +

All fields marked with red asterisk * are required fields.

LOBBYING ACTIVITY

Every Lobbying Activity must have atleast one Target. Select 'Add Target' to add all Targets pertaining to a particular Lobbying Activity. Please
Select 'Back to Activities' button to go back to view/add more Lobbying Activities.

Subject Category * Determination of Board or Commission =l

Include a description of the subject(s) the lobbyist(s) lobbied to sufficiently identify: the local law/introduction/resolution/rule (number & year
required); the location of real property (address or block/lot number/borough); the procurement of goods, services or construction; any
agreement involving the disbursement of public money; the rate making proceeding; the determination of a board or commission; or any other
matter lobbied.

1@ This deals with new rules for term limits for elected officials. 1=

Activity Targets (0)
Target
Mo target Agencies have been added. Please select a Target Agency and click 'Add Target'.

# ADD TARGET

Target Agency ¥  ( Filter by: [eoard >

Board of Correction (BOC rs
Board of Elections (BOENY])

Board of Standards And Appeals (BSA)

City University of New York - Board of Trustees

Civilian Complaint Review Board (CCRB)

Community Boards

Conflicts of Interest Board (COIB)

Environmental Control Board

Loft Board

New York City Off Track Betting Site Selection Board

NYC Campaign Finance Board (CFE) LI

Back to Activities Cancel

The Contatform page appears.

NOTE: The AEdito |ink to the right of the Subj ec
common to one type of Lobbying Activity. The Subject can only be edited in the previous
page (where multiple Targets are displayed).

Lobbyists musadd Cmtacts for each Target selected:

e Add a Last Name and First Name (at the bottom of the Activities Form), then click the
gray fAnAdd Cont act optd2@contactsrfar eadhorargetnay add
e When you are finished adding Contacts, click the yefio®u b mi t 6 butt on.
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The Lobbying Activity details redisplay, showing the Contact just added.

Client Registration for Sun Shine Industries

ADD LOBBYING | LOBBYING ACTIVITY | |RET INER LETTE
ACTIVITIES INFORMATION

LOBBYING ACTIVITY

Subject Category Determination of Board or Commission

Details This deals with new rules for term limits for elected officials.
Target Agency Board of Elections (BOENY)

Added Contacts(1)

Messing, Faith Delete
# ADD CONTACT

Last Name |

First Name |

Cadd Cortact [

(IS _cancel |

The following options are available on the Lobbying Activity page:

To add additionalContactsclickt h e @ofAtdcl but t on.

To save the Contaedditionsclickt he yel |l ow fAiSubmito button.

To save your additions on this page, click t
Toescapd ose your changes, and cliektthren AtGm ntclree A Cl
button.

After saving the Contact additions bjckingt he y8u b miwt dithe L bbby i ng
Act i vi wilradispla.g e

e-Lobbyist T User Guide
Version 19 : January 2012
42



Information Technology & Telecommunications

LOBBYING ACTIVITY

Subject Category Determination of Board or Commission dit

Details This deals with term limits for elected officials.

Activity Targets (1)
Target

Board of Elections (BOENY) WIEW DETAILS | OPEM TARGET f§ DELETE

Target Agency * Filter by:

Administration for Children's Services A
Anti-Graffitti Task Force

Attaches of the Council

Banking Commission

Board of Corraction (BOC)

Board of Elections (BOENY)

Board of Standards And Appeals (BSA)

Borough Historical Societies

Borough President - Bronx

Borough President - Brooklyn

Berough President - Manhattan 5

Cancel

The @ALobby ipaggshowztheifollowingyoptions:

e To ad additionalTargetsc | i ck ThegBeAddbutton.

e Tosaveyouradditondnd return to t hcel ificikteifiednt Homeod pa
e Toreturn to the main Activitiespage!l i ck t he yell ow fiBack to Act

Client Registration for Sun Shine Industries
ADD LOBBYING | LOBBYIM
ACTIVITIES INFOR
: 3
You may add activities to this list by clicking the 'Add Activity' button below.
Subject Category Target
Determination of Board or Commission Board of Elections (BOENY) OPEM ACTIVITY § DELETE
Intreduction Borough President - Brooklyn QPEM ACTIVITY | DELETE
Back ‘ Add Activity ‘ Continue » ‘ Cancel ‘ Delete Registration ‘

Upon returning to thenaini L o b b y i n gSuldecttand Targetyisicreen, selecn option

e To add another Activity, repkatthekstegdove. " Add Act i
e To continue to the next step of the registration proctisgt he fAConti nued butto
may continue to edit the registration until it has been certified.

e To return to the AEmMmMp!l ocdickeke LbBtloy k @g f or CI i
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e Tosaveyour <changes and returcloktthe tilCan@t @l ibemdtut Ha
e Todelete theregistratiamn d r et urn t o t hckcktilCd i fehe | eHtoeme 0 p a
Regi str at i orpwiribowwillappear agkingpyopto confirm theetain.
Click the fiéekemrclickuthteo ni Gtaon ¢ &emain o this gagen t o

Editing Activity Targets
The following illustrates how to edit selected targets.

e If you need to review detaifgrior to editings el ect t he gr amontoAVi ew Det
the right of a Target you want to review (it
clicked)i n the ALobbying Activityd page)

e To edit Target informati.on, click the @AOpen

NOTE: ACommunity Boardso i aphicshbadod. as an exampl e i

All fields marked with red asterisk * are required fields

LOBBYING ACTIVITY

Subject Category Local Law Eait

Details Subject Details...

Activity Targets (4) EEE

Target

NYC Council Members

NYC Council Members - Staff

Community Boards HIDE DETAILS

2

Bronx Board No. 1 Test, Test

Manhattan Board No. 3 Test2, Test2

Brooklyn Board No. 2 New Contact, New Contact

Office of The Mayor (OTM)
Target A;le”CY = Filter by: |

Board of Standards And Appeals (BSA)
Borough Historical S ties

Borough President - Bronx
Borough President - Brooklyn
Borough President - Manhattan hd|

Add Target

Back to Activities Cancel
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The Lobbying Activity page opens for editing.

LOBBYING ACTIVITY

Manhattan Board No. 3

Bronx Board No. 1

Added Contacts
Test, Test Delete

Last Name |

First Name [

Manhattan Board No. 3
Added Contacts
Test2, Test2 Delete

» ADD CO

Last Name |

First Name [

Add Contact

Submit

Subject Category Local Law
Details Subject Details...
Target Agency Community Boards
Boroughs Bronx
Manhattan
Community Boards Bronx Board No. 1

Add Contact

Cancel

On the Lobbying Activity pagejou can:

¢ Add Contacts for the Borough Boardsy using the open form fields) or

e EdittheBoardsiyc | i cki ng the AEdito larnk

e Editthe Boroughsbyc |l i cki ng the AEdito |
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The screen example below displays the AEdi't
the AEdito | ink to thselcked ght of the Boroughs
LOBBYING ACTIVITY
Subject Category Local Law
Details Subject Details...
'l"a‘rget‘ .Ager;(.y Community Boards
Edit Boroughs
Borough ¥ Bronx
I Brooklyn
W Manhattan
" Queens
" staten Island
Continue » Cancel
Community Boards Bronx Board No. 1 Edit
Manhattan Board No. 3
Bronx Board No. 1
Added Contacts
Test, Test Delete
Last Name [
First Name |
Add Contact
Manhattan Board No. 3
Added Contacts
Test2, Test2 Delete
Last Name [
First Name |
In the ble shaded form,iange your Borough selectiold i ck A Conti nued when
finishedto save the new selectioms,clicki Cancel 6 to return to the
After selecting Boroughs, you must <cl hndkck the

the Community Boards form appears.
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The screen example below displays the AEdit Comr
occurswhente AEdi t 6 | i n KommonitytBbaed labelisglicked. o f t he

Subject Category Local Law

Details Subject Details...

Target Agency Community Boards

Boroughs Bronx Edit
Manhattan
Brooklyn

Edit Community Boards

All Community Boards Selected Community Boards
Bronx Communi Board No. 1 - Board No. 1
34 Board No. 2 Add >
Boards Board No. 3
Board No. 4
Board No. 5 | < Remove
Manhattan Communi Board No. 1 & Board No. 3
LV Board No. 2 Add >
Boards Board No. 3
Board No. 4
Board No. 5 :I < Remove
Brooklyn Communi Board No. 1 =
= LY Board No. 2 Add >
Boards Board No. 3
Board No. 4
Board No. 5 =l < Remove

Update Boards Cancel

Bronx Board No. 1

Added Contacts
Test, Test Delete

Last Name |

First Name |

Add Contact

Manhattan Board No. 3

In the blue shaded form, change your @mmity Board selections:

e Select the Board numbers you wamadd fronthe leftside window €lick the Ctrl key

to move multiple Boards) and cli-side the AAddOo
window.
e Click ARemoved to remorwersany selections you

e When you are finished selecting Community Bo

When you are finished, click AUpdate Boardso to
return to the previous page.

The Contacts form appears.
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Thescreee x ampl e bel ow di spl ays he AContactso for
Boroughs Bronx Edit
Community Boards Bronx Board No. 1 Edit
Manhattan Board No. 3
Brooklyn Board No. 2
Bronx Board No. 1
Added Contacts
Last Name |
First Name |
Add Contact
Manhattan Board No. 3
Last Name |
First Name I
Add Contact
Brooklyn Board No. 2
Added Contacts
Last Name [
First Name |
Add Contact
Submit | Cancel
Add the Contacts for each Board selected:
e Add new Contacts by entering a Last Name a
Contacto button (or select the Delete |ink
e When you are finished adding Contacts to th
button to complete editing Targets.
Clicking the yellow ASubmito button completes
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Deleting a Target Activity

To delete a Target Activity, clickthgr e e n i D en lnextttoethie Tavgettydu avargmovel:

LOBBYING ACTIVITY

Subject Category Intraduction

Details Introduction details are entered here.

Activity Targets (1)

Target

# ADD TARGET

Target Agency * Filter by: |

Administration for Children's Services -
Anti-Graffitti Task Force

Attaches of the Coundil

Banking Commission

Board of Corraction (BOC)

Board of Elections (BOENY)

Board of Standards And Appeals (BSA)

Borough Historical Societies

Borough Bresident - Bronx

Borough President - Brooklyn

Borough President - Manhattan 4

Add Target

Back to Activities

Community Boards WIEW DETAILS )| ©PEN TARGET

[Delete]

Cancel

A warning dialog appears. Cli

the previous screeMNOTE: Deleting a Target deletes all Offices/Departments/Contacts

associate with that Target.

ck AYeso

t

Confirmation
Are you sure you want to delete this Lobbying
Target?

Warning: Celeting this Lobbying Target will delete all
associated Offices/Departments/Contacts with this
Target.

Yes ‘ No ‘

M TARGET
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Deleting a Lobbying Activity
The following illustrates how tdeleteselected_obbying Activity targets.

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

After navigating tpagde cGlLiobbyimg dreeni ipel et e
Activity you want to delete:

Client Registration for Sun Shine Industries
ADD LOBBYING | LOBBYIMG ACTIVITY
ACTIVITIES INFORMATION
: %
LOBBYING ACTIVITY
You may add activities to this list by clicking the 'Add Activity' button below.
Subject Category Target
Determination of Board or Commission Board of Elections (BOENY) CPEM ACTIVITY J DELETE
i
Introduction Borough President - Brooklyn OPEM ACTIMITY ‘ DELETE ’
Back ‘ Add Activity ‘ Continue » ‘ Cancel ‘ Delete Registration ‘

A warning dialog is displaye€C | i ck t he fAiYeso button to delete th

Confirmation

Are you sure you want to delete this Lobbying
Activity?

HActi  wWarning: Deleting this Lobbying Activity will delete
the Lobbying Subject and all Lobbying Targets
associated with this Activity.

Flectic| @ @ DELETE

Cancel ‘ Delete Registration

Retainer Letter & Payment

Afterclickingt he AContinueodo buttormi oy LhetdLebbgieng Ahe
& Pay mentisplays.cr een

Dependinguponwhich type of Lobbyisis fil ing the registration hie submissiorprovidedmust
include different documentss per the instructions on the screen
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e Lobbyist filers provide their Client retainer.

e Lobbyist/Client filesthatareregisteringhemselvegrovidean authorization letter

e Primary Lobbyist files thathire Co-Lobbyists, provide their Client retainer letter and the
appropriate Cad.obbyist retaing(s).

e Co-Lobbyist filers provide their Client designation letter afiebir 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, amly the Principal Officer can certify the
registration.

Lobbyist Filer

A Lobbyistfiler is retained by th€lient being registered to loblpn their behalf andis not
retainingotherlobbyistsfor this Client. Lobbyists must provide theiClient retainer letter.

TheRetainer Letter & Paymestreerfor Lobbyist filersdisplays required information amdo
options for deliveringher clientretainer lettertoth€i t y Office:rSkndisg/Mailinga
retainer leter, or Uploadingaretainer letter

Client Registration for ABC Sun Shine Industries

RETAIMER LETTER [ UPLOAD
& PAYMENT RETAIMER

L +

RETAINER LETTER & PAYMENT

Please select one of the following options :
€ 1 will be sending a retainer letter and a payment with a copy of registrati
& I will be uploading a retainer letter and sending a payment w 0

completion deadline email to the below address
egistration completion deadline email to the below address

PLEASE NOTE : The registration will not be complete until the following items are received.

-Check or Money Order for $150.00
-Copy of Registration Completion Deadline email

IMPORTANT : Sending the Registration Completion Deadline email will ensure proper recording of your payment and Registration.

Lar] includ lient retainer lett p)
ease include a cient retainer letter.

Attn: Lobbying Bureau

Office of the City Clerk - City of New York
141 Worth Street,

New York, NY 10013

Please click upload retainer and follow instructions.

Upload Retainer

Please note that the entire retainer must be scanned as a single pdf file for successful uploading.

Cancel‘ Delete Registration ‘

Back | Continue >

Lobbyistfilers sendingretainer, proceed tiSendingMailing a Retainer Letterd section

Lobbyist filersuploadingaretainer, proceed tiUploading a Retainer Lette sectionbelow.
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Lobbyist/Client Filer
A Lobbyist/Clientlobbies onits ownbehalf and thereforeprovides an authorization letter

TheRetainer Letter & Paymestreerfor Lobbyist/Client filersdisplaysrequredinformation
and two options for delivering theirsendihgi ent aut'
anauthorizationletter, oruploading an authorization letter.

Client Registration for Angel Productions

REPORTING PERIOD N ADD SELECT EMPLOVEES LOBBYING ADD ADD LOBBYING [ LOBEBYING ACTIVITY RETAIMER LETTER | UPLOAD |CEPTIFV REGISTRATION
& CLIEMT IMNFO LOBBYISTS | LOBBYISTS FOR CLIENT EMPLOYEES ACTIVITIES INFORMATION 2 PAYMENT RETAINER | (P.CL OMLY)
L N + +

RETAINER LETTER & PAYMENT

P select one of the following options:
< ¢ I will be sending an authorization letter and a payment with a copy of registration completion deadline email to the below address
e I will be uploading an authorization letter and sending a payment with a copy of registration completion deadline email to the below address

= registration will not be complete until the following items are received.

-Check or Money Order for $150.00
-Copy of Registration Completion Deadline email

IMPORTANT: Sending the Registration Completion Deadline email will ensure proper recording of your payment and registration.

Please include a client authorization letter.

Attn: Lobbying Bureau

Office of the City Clerk - City of New York
141 Worth Street,

New York, NY 10013

Please dlick upload retainer and follow instructions.

< Upload Retainer

Please note that the entire authorization letter must be scanned as a single pdf file for successful uploading.

Back | Continue Cancel| Delete Registration |

LobbyistClientfilers sendingn authorizatioretter, proceedd fiSendingMailing a Retainer
Letter o section

Lobbyist/Client filersuploadingan authorizatioretter, proceed t@Uploading a Retainer
Letter 0 sectionbelow.
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Primary Lobbyist Filer

A Primary Lobbyist igetained by the l&nt being registered to loblmn their behalf and is
retainingCo-Lobbyists to lobby othisCl i e behal.Rrimary Lobbyists that hir€o-
Lobbyists, provide theiClient retainer letter and theppropriateCo-Lobbyist retainers.

TheRetainer Letter & Paymestreerfor Primary Lobbyist filerslisplays required information
and two options for deliverintper retainest o t he City Cl er kbéa Office: Se
retainer or Uploadinga retanerdocument

Client Registration for ABC Sun Shine Industries

RETAIMER LETTER | UPLOAD
& PAYMENT RETAIMER

1 I

RETAINER LETTER & PAYMENT

Please select one of the following options :
' 1 will be sending a retainer letter and a payment with a copy of registration completion deadline email to the below address
% I will be uploading a retainer letter and sending a payment with a copy of registration completion deadline email to the below address

PLEASE NOTE : The registration will not be complete until the following items are received.

-Check or Money Order for $150.00
-Copy of Registration Completion Deadline email

IMPORTANT : Sending the Registration Completion Deadline email will ensure proper recording of your payment and Registration.

| =
<, Please include a Client retainer letter and co-Lobbyist r@

Attn: Lobbying Bureau

Office of the City Clerk - City of New York
141 Worth Street,

New York, NY 10013

Please click upload retainer and follow instructions.

Upload Retainer

Please note that the entire retainer must be scanned as a single pdf file for successful uploading.

Back | Continue 3 Cancel| Delete Registration |

PrimaryLobbyistfilers sending their retaingmproceed tdiSendingMail ing a Retainer Letterd
sectionbelow.

Primary Lobbyistilers uploading their retainer, proceeditdploading a Retainer Lette
sectionbelow.
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Co-Lobbyist Filer

A Co-Lobbyist isretained by drimary Lobbyist to lobbyon behalfof thePrimaryLo b by i st 6 s
Client. Co-Lobbyistsregister thePrimaryLo b b y Client andmustprovide aClient designation
letter andPrimary Lobbyist retainer.

TheRetainer Letter & Paymestreerfor Co-Lobbyist filersdisplays required information and
two options for deliveringther et ai ners t o the City attamerdtcds Of fi c
Uploading a etainer document.

Client Registration for Able CoLobbyers

RETAINER LETTER | UPLOAD | |CE
8 PAYMENT RETAIMER

‘ = T

RETAINER LETTER 8 PAYMENT

Please select one of the following options @

' 1 will be sending a retainer letter and a payment with a copy of registration completion deadline email to the below address

& I will be uploading a retainer letter and sending a payment with a copy of registration completion deadline email to the below address
PLEASE NOTE : The registration will not be complete until the following items are received.

-Check or Money Order for $150.00
-Copy of Registration Completion Deadline email

IMPORTANT : Sending the Registration Completion Deadline email will ensure proper recording of your payment and Registration.

|
< Please include a client designation letter and a primary lobbyist retaD
T ——

Attn: Lobbying Bureau

Office of the City Clerk - City of New York
141 Worth Street,

New York, NY 10013

Please dick upload retainer and follow instructions.

Upload Retainer

Please note that the entire retainer must be scanned as a single pdf file for successful uploading.

Back | Continue » Cancel| Delete Registration |

Co-Lobbyistfilers sending their retainer, proceedi@endingMail ing a Retainer Letterd
section of the User Guide below.

Co-Lobbyist Filers uploading their retain@roceed tdiUploading a Retainer Letter section
of the User Guide below.
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Sending/Mailing a Retainer Letter

The ARetai ner L et twisplaystBeodanto semchor mail mActhoezation
Letteror Retainer Letter.

RETAINER LETTER & PAYMENT

|zase select one of the following options :
will be sending a retainer letter and a payment with a copy of registration completion deadline email to the below address
¢ I will be uploading a retainer letter and sending a payment wi py of registration completion deadline email to the below address

PLEASE NOTE : The registration will not be complete until the following items are received.

-Signed Retainer Letter
-Check or Money Order for $150.00
-Copy of Registration Completion Deadline email

IMPORTANT : Sending the Registration Completion Deadline email will ensure proper recording of your payment and Registration.

Attn: Lobbying Bureau

Office of the City Clerk - City of New York
141 Worth Street,

New York, NY 10013

Continue » |

e —

Back

Cancel ‘ Delete Registration

Depending upon the entity filing the registration, snémissiorincludes different documents:

Lobbyist filers provide thei€Client retainer.

Lobbyist/Client filers that are registeritigemselvegrovidean authorization letter
Primary Lobbyist files provide theirClient retainer letter an@o-Lobbyist retainers.
Co-Lobbyist filers provide theirClient designation letter arféfimary Lobbyist retainer.

To slect the send or maihauthorizatioriRetainer Lettepption

e Click the radio but tapauthaiptiométaimer leti@rlandwai | |

be se

payment with a copy of registration completion deacdimeailt o t he bel ow addr e s

e Take note of the address for the Office of the Ciligrk presented on this screen.
e To continue the Statement of Registration prodbssPrincipal Officeclicksthe

AContinued button. The RQE:Only theiPGnaigali o n o

Officer has the ability to continue. The next page require the Principal Officer to
certify the registration. Designees will only have the option to save the filing in

page

iDrafto status and return to the ACIient Hom

Other options available on this screen

e To return to the 0ktliokdthyi mdaAkktoi biutt y@nscr een,

e Tosave changes amdturntot he A Cl i e n tlickil diree & Quttocee,l 0
e To delete the registrationlickt he fADel et e Re gonBrmaticawind@mn O
appears. @lcanfenkdelétionoclick i C a n o kelp dhe registration.

Principal Officers carontinue the Statement of Registration procegskippingto the
fiCertification 0 sectionfor Filing Statements of Registratidmglow.
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Uploading a Retainer Letter

The ARetainer Letter & PaymentmAutkodzatientatteratri spl ay s
Retainer Letter.

RETAINER LETTER & PAYMENT

Please select one of the following options :
I will be sending a retainer letter and a payment with a copy of registration completion deadline email to the below address
will be uploading a retainer letter and sending a payment with a copy of registration completion deadline email to the below address

PLEASE NOTE : The registration will not be complete until the following items are received.

-Check or Money Order for $150.00
-Copy of Registration Completion Deadline email

IMPORTANT : Sending the Registration Completion Deadline email will ensure proper recording of your payment and Registration.
Attn: Lobbying Bureau

Office of the City Clerk - City of New York

141 Worth Street,

New York, NY 10013

Please click upload retainer and follow instructions.

 Upload Retainer )

Please note that the entire retainer must be scanned as a single pdf file for successful uploading.

To select the uploachaAuthorizatioriRetainer Letter option:

e Click the radi o but t omauthopzatiorketaineré&itdrandi | | be up
sending a payment with a copy of registration completion deadlin&ildo the below
address. 0

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

e Click the AUpl oad RetUploadRermineo bett ernt o di spl a:

Dependinguponthe entity filing the registration, treibmissiorwill include different

documents
e Lobbyist filers provide their Client retainer.
¢ Lobbyist/Client files thatareregisteringhemselvegrovidean authorization letter
e Primary Lobbyist files provide their Client retainer letter and Cobbyist retainers.
e Co-Lobbyist filers provide their Client designation letter and Primary Lobbyist retainer.
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Upload Retainer
The AUpl oad RetaaneBonowse@embmutdti eapl ays

UPLOAD RETAINER

Back Save » Cancel

To upload adocumentdickt he A Br o wEheod fAkClhhtotosre Fi l e t o Upl oado
displays

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

scannedont o your comput er assa sihdgpdfdile with @ maximumksized r i v e

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

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

with your scanning equipment toscanmultiple pagesasa single pdf file. If you have

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

letterorr et ai ner to the City Cl| egekdingMaliigfai ce (see ins
Retainer Letter,0 above).

Choosing File to Upload

Use the browser functionséonh e fiChoose File to Uploaddo window,
Highlight and click on the pdf filaame inthe window. The pdf file naméisplaysi n t he A Fi | e
name: o field.

Choose File to Upload e
Lok in: IL‘f} Retainer Letters j ) |

="_ Party Music Retainer 2010

A

Sunshine Industries Retainer 2010

File name: Sunshine Industries Retainer 201 m
Files of type: i T j Cancel |
y/
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Select the desired option:

e Toselectthispdffied i ck t he fODpen®UpluecadnRet ai nerodo scr
e To return to the nUpselecagafiBelitkiiiCaarce!| page wit h.

Uploading the Selected pdf File

The ARet ai ner nf otrh eU pfl Ubpal deceeelshdwsthelpdfdiieenante
selectebn the AChooswindéw | e t o Upl oado

UPLOAD RETAINER

Click on browse button and select the file you wish to upload from your computer. After selecting the file click on the upload button below.

— I ——
Retainer for Upload W\Sunshine Industries Retainer 2010 pdf ) Browse...
o =~
Back ‘m’ Cancel

Select the desired option:

e Touploadthisfile,ci c k t he nlfSe vewider upload ts suncessfilet
iRetainer Letter & Paymento screen displays.
error message displays.

e To search for a dif f er e ntandblbithdstepsahovec | i ck t h
for AChoosng File to Upload 0

e To retuRet abnéhel &t t e nwith&ut Uplaaginyahe pdile, diock r e e n
either tohe iTRAacld o button
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Upload Retainer Error Messages

When the AfASdeckedonbuheofiUpboad Retainero screen, t
and format of the fé selected for uploadingn error message displays if the maximum file size
limit of 4MB is exceeded, df the file is not in theorred single file pdf format.

_ >

\/

I f an error AMessage f rloint kwetbhpea g@gedvTinaudtotwo di s p | @
AUpl oad Retainerodo screen displays.

Select the desired option

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

foomat cl i ck the @ABr owsh€hdosibgi-tlettodJploamstps dboveo | | ow t F
e Tord urn to the ARetainer Letter & FRichkmentod sc
either the ABacko or fACancel 0 button.
Viewing the Uploaded Retainer

When theauthorizatioretteror retaineretterdocumenis successfully uploadeth e fA Ret ai ner
Letter &scieadispleysando AUpl oaded. Retainero field

NOTE: Even though thedocumentupload is successful, the Statement of Registration
remains in ADrafto status until it is certified
Office will receive the Registration éuploadedauthorization letter or retainer on the day

that the Registration is certified.

>
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