How to File a Client Semi-Annual Report

Please refer to the Tool Tip icons © located throughout the Filing for more detailed
information.

To create a Client Semi-Annual Report (CSA):
1. Select the blue ‘Client Semi-Annual’ button from the ‘Client Filings’ quick start menu.

New York State Joint Commission on Public Ethics - Lobbying Application

7]

Avou have open ticket(s) that require action!

Quick Start

Lobbyist Filings Client Filings Search or Create

i bt
Disbursement of Public Monies Source Of Funding

The Client Semi-Annual Report contains the following fields. Items denoted
with a red asterisk ‘*’ are required fields

Contractual Client Information*

The ‘Contractual Client’ must have an existing Profile BEFORE a CSA can be submitted in LA.
The ‘Contractual Client’ may be the as the ‘Principal Lobbyist’.

If you are a Contractual Client who lobbies on your own behalf (you are both the Principal
Lobbyist and Contractual Client), you are not required to file a Client Semi-Annual Report. However,
you are required to disclose Source of Funding (SoF) information.* (SEE SoF Instructions)

1. Onthe Client Semi-Annual tab, either:
e enter the first few characters of the Client ‘Organization’ name in the text search box;

OR

e type the asterisk symbol (*) in the search field to view JCOPE’s comprehensive list.

If multiple versions of the Organization name appear in the drop down, select the version that has
a green check-mark next to it. The green check-mark indicates the Profile has been verified by an
Authorized Person.

As of 7/10/19
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How to file: Lobbyist Bi-Monthly Report Online

If a red banner is displayed over the name you would like to select, the Profile information for that
Organization name has not been verified. You are required to verify the information before you can
select the Organization.

If none of the names have a green check-mark, please contact JCOPE Help Desk.

Review*

Before you proceed, verify the name of the Contractual Client is correct. You cannot change the
Contractual Client name once you begin the Client Semi-Annual Report. If incorrect, you will be required
to discard the form and begin a new Client Semi-Annual Report.

CSA Year/Reporting Period*
1. Click the ‘Start’ button next to the applicable filing ‘Period’.

Client Semi-Annual

Contractual Client info

ner aniobbyists com

Centractual Client Name

Year

2 Period StartView Form Submiwed Date

2018 January - June

The online CSA in the new LA contains its own main navigation menu and can be viewed in a “tabbed
format” or in “full view”, depending on Filer preference.

To navigate the Client Semi-Annual Report, you may do any of the following:

e Click any of the menu items from the left-hand navigation menu;
e Click the left or right arrows at the upper right side of your screen; or
e Click the Continue = hyperlink at the bottom of your screen.

Beneficial Client Information*

The ‘Beneficial Client’ may be the as the ‘Contractual Client’.
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Certain information disclosed in applicable Filings submitted during the corresponding CSA Reporting
Period will automatically populate your CSA:

» The name of any Beneficial Client(s) reported by your Principal Lobbyist(s) on their Statement
of Registration(s) where you are listed as the Contractual Client.

You may add new Beneficial Client(s) directly to a CSA Report. If you choose to add new Beneficial

Client(s) directly to your CSA Report, you may be required to amend associated Filings to add the
Beneficial Client(s).

1. On the Beneficial Client(s) & SoF tab, either:

e enter the first few characters of the ‘Beneficial Client’ name in the text search box;

OR

e type the asterisk symbol (*) in the search field to view a list Organizations with existing
Profiles in LA.

If multiple versions of the Organization name appear in the drop down, select the version that
has a green check-mark next to it. The green check-mark indicates the Profile has been
verified by an Authorized Person. If none of the names have a green check-mark, please
contact JCOPE Help Desk.

ABC Lobbying Orgenization, LLC ABC Lobbying Orgenization. LLC | Biennial Period: 2079 - 2020
540 Broaduway

Reporting Period: 2019 July - December
Ref & 0
(New)

l Contractual Client (-2 Beneficial Clients } Client Semi Annual

Submit Discard Save

5 = | Beneficial Client(s) & SoF @

jomemi el L2 Client Semi Annual Form Reporting Period: 2019 July - December [Fu

= =

Benefioial Cliert Searah Sver Sent Name o Type * 12 View b

List of Beneficie sOF

(=]

|_continue =

If a Profile does not yet exist for the ‘Beneficial Client’:

1. On the Beneficial Client(s) & SoF tab:

e Select the ‘Click here to create Beneficial Client Profile that does not exist yet’ hyperlink,
and provide the following information:

Lobbyist/Client Organization, Public Corporation, or Coalitions

The Organization Name (including Coalitions and Public Corporations)
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The address, phone number, and email address of the Beneficial Client’s place of
business.

You will be required to also provide the name of the person who is responsible for
making and filing Statements and Reports required under the Lobbying Act for the
Beneficial Client, as well as their business title, address, phone number, and email
address.

X Repeat these steps for each Beneficial Client required to be listed on your CSA.

2. Select the ‘Create’ button to save your changes. NOTE: All fields denoted with a red asterisk
(*) are required fields.

Create Profile

| * Lobbyist/Client Organization | Public Corp Coalition

*Name

*Business Street Address. Street 2

=City State *Zip Country

New York v United States v
*Business Phone Ext
-1
*Email @
@
*Last Name *First Name Middle Name
*Title *Business Phone *Email @

B -

caea

To remove a Beneficial Client, select the red and white circle ‘X’ icon.

You may remove Beneficial Client(s) directly from a CSA Report. However, please note you must
list at least one Beneficial Client on a CSA Report.
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Contractual Client s Beneficial Clients - Client Semi Annual
ABG Lobliying Organization, LLG ABG Lobbying Organization. LLG | Bjapnial Period: 2019 - 2020
im-oan??;m Reporting Period: 2079 July - December
P+t B18-508-2976 Ref &: 12343
. abclobbyng@gmall com (Saved)

Submit | Discard  Save Easlsdd

Reporting Period: 2019 July - December | Full View

~is s Client Semi Annual Form

Beneficial Client(s) & SoF o = =

Benedicial Client Search Swrer clians Mens e Type * £ Vitw Gi

Glick Rors 10 oreata Bernatcial Gilant Proflia hat 0065 fol GHE! et

List 0 Banafieda] Clants aifaalad 10 COMIaEl Crant SO
ADC Lobibying Organization, LLE

540 Broagway

Albarey, WY 12207

P47 5184083876

a.abeicbtying S gal com

L%

Caontinue =

Source of Funding Information (if applicable)

Every Beneficial Client is required to either: (1) Disclose Source(s) of Funding (‘SoF’); or (2) Indicate
SoF reporting is not required. The information will be appended to every active CSA and Amended

CSA of the affiliated Contractual Client(s) during the specified Reporting Period.

If you are acting as both the Contractual Client and Beneficial Client, you will be required to fill-out
your SoF form at this time by selecting the green ‘Start SoF’ button next to your name. Any
information already filled-out in your CSA will be saved. When you have completed your SoF form,
you will be returned to your CSA to complete the remainder of information.

> Data disclosed on your Organization Profile will populate information on your SoF Form.

SEE SOF Instructions for more information

Contractual Client L Xy Beneficial Clients Client Semi Annual
ABC Lobbying Organization, LLG ABC Lobbying Organization, LLG: Biennial Period: 2019 - 2020
Ayt 15207 Reporting Period: 2019 July - December
p+1 818-200:0975 Ret #: 12343
SRR e (Saved, NOT SUBMITTED) - Locked by You

Submit | Discard  Save

jaletentisl £ 2% Client Semi Annual Form Reporting Period: 2019 July - December | Full View

Beneficial Client() & SoF 0 = =

Benatiolal Client Soarch

List Client SOF

ABC Labbying Organization, LLG
. S0 Boatway
Albany, K 12207 e o

™,
P c
£
E

Continue =

Principal Lobbyist Information*

Certain information disclosed in applicable Filings submitted during the corresponding CSA Reporting
Period will automatically populate your CSA:
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» The name(s) of each Principal Lobbyist who has listed you as a Contractual Client on a
Statement of Registration.

» The names of all Beneficial Client(s) reported by your Principal Lobbyist(s) on their
Registration(s).

> The Level of Government and Compensation Amount(s) paid to your Employed Lobbyist(s)
reported in your Bi-monthly Reports.

There are no Reimbursed Expenses for Employed Lobbyist(s).

You may add new Principal Lobbyist(s) directly to a CSA Report.

1. On the Principal Lobbyist(s) Information tab, either:

e enter the first few characters of the ‘Principal Lobbyist’ name in the text search box;

OR

e type the asterisk symbol (*) in the search field to view a list Organizations with existing
Profiles in LA.

If multiple versions of the Organization name appear in the drop down, select the version that
has a green check-mark next to it. The green check-mark indicates the Profile has been
verified by an Authorized Person. If none of the names have a green check-mark, please
contact JCOPE Help Desk.

Principal Lobbyist Search

Click here to create Principal Lobbyist Profile that does not exist yet h

> On the Principal Lobbyist(s) Information tab:

e Select the ‘Click here to create Principal Lobbyist Profile that does not exist yet’
hyperlink, and provide the following information:

Lobbyist/Client Organization, Public Corporation, or Coalitions.

The Organization Name (including Coalitions and Public Corporations).
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The address, phone number, and email address of the place of

business.

You will be required to also provide the name of the person who is responsible for
making and filing Statements and Reports required under the Lobbying Act for the
, as well as their business title, address, phone number, and email

address.

> Select the ‘Create’ button to save your changes. NOTE: All fields denoted with a red asterisk
(*) are required fields.

Create Profile *

| * Lobbyist/Client Organization | Public Corp Coalition

*Name

*Business Street Address Streat 2

=City state *Zip Country
New York v United States v

*Business Phone Ext

L Ea g
*Email @

@

*Last Name *First Name Middle Name
*Title *Business Phone *Email @

B -

e

1. Each Principal Lobbyist(s) added requires you provide the required information:

You must indicate the ‘Type of Relationship’ between you and your Principal Lobbyist by selecting
‘Employed’ or ‘Retained’ from the drop-down menu.

You must provide the name(s) of the ‘Beneficial Clients’ listed on the Statement of Registration
between you and your Principal Lobbyist by clicking on the ‘Edit/Add Beneficial Client’ hyperlink.
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Contractual Client a Beneficial Clients Client Semi Annual
ABC Labbying Organizatien, LLG ABC Lobbying Organization, LLC | Bjennial Period: 2019 - 2020
540 Broady
Aany, NY :1:537 Reporting Period: 2079 July - December

p.+1 B12.408-3078 Ref #: 12343
S {Saved, NOT SUBMITTED) - Locked by You

Submit | Discard | Save Eekiay

Client Semi Annual Form

——
Reporting Period: 2019 July - December [Full View

Principal Lobbyist(s) Informaticn @

Princlpal Labbylst(:
Principal Loblyist Bearch Sirer Labbyist Name o Type * o View fist
Gick hes to craate Principal Lobbyist Profiis fa 606 not eadst yat
Lablyisi(s) Lobiyist Retstionship with Contractual Client List of Banaficial Chents on Lobbyist's Registralion Level of Gowt, Comp, Reimi Exp
ey Craunzatan. LLG Ereterd o8 ety Grssnssien L [T > WP
. 540 Brcadway
& amany, vy 1z207 Level of Gav State/maricipal (Balh) o
@ Uniteasiaes Govparsaion 660
B =1 513-408-3976

= e —

e abolobtying @ gmailcom

ADVANCE TESTING COMPANY INC — .| Editindd Berctcial Cliants
3343 ROUTE 208 — Ehooce Type

CAMPBELL MALL, 10816

Urited Slates.

Laval of Gav Inta Roquired )
Gompansation Infa Requirsd
o +] 3484082600 Reimbursament Infa Required

Grand Total doilar amount of ALL L obiyist{) Compersation far Semi-Annual Beparting Period

520,000

Continue =

2. Select the blue “Edit” button to provide additional required information:

Level of Government, Compensation, and Reimbursed Expense Amounts
See information below.

Principal Lobbyist Start Date

You must provide the earliest date the Principal Lobbyist was authorized to engage in Lobbying
Activities on your behalf.

Edit Principal Lobbyist Information

*Level of Government Lobbiled by your Principal Lobbyist

= Choose Type - r
Compensation Amount paid to Principal Lobbyist for the current CSA
Reporting Period

o
Reimbursed Expensge(z) paid to Principal Lobbyist for the current CSA
Reporting Period

L

Dale Principal Lobbyist began Lobbying Aclivities on your
behalt fHa-Do¥y¥Y)

m
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X Repeat these steps for each required to be listed on your CSA.

Level of Government, Compensation and Reimbursed Expense Amounts for
each Retained Principal Lobbyist*

» The Level of Government and Compensation Amount(s) paid to your Employed Lobbyist(s) will
automatically populate from the information disclosed in your Bi-monthly Reports.

» There are no Reimbursed Expenses for Employed Lobbyist(s).

ABE Lobbying Organization, LLG Biennial Period: 20719 - 2020
Reporting Period: 2019 July - December
Ref &: 12345

Alpany, NY 12207
=1 518-408-3376

Beneficlal Cllems Client Semi Annual
e abelobbying @grmaicon

Contractual Client L]
ABG Lobbying Grganization, LLG
540 Broadway

(Saved, NOT SUBMITTED) - Locked by You

Submit Discard Save EaECE

Client Semi Annual Form

Principal Lobbyist(s)

Lobbyist Rofationsnip with Contradtual Client Level af Gowt, Comp, Resmb Exp

Lewed of Gav StateMunical o) o
Gompensation 520,000

Employed

Grand Total dallar amount of ALL Lobtsyistis) Compensation for Sem-Annual Feporting Pariod

520,000

|_Continue =p

1. Select the blue ‘Edit’ button for each Retained Lobbyist listed and provide the required information:

Step 1 — Select the ‘Level of Government Lobbied’ from the drop - down menu.

You must indicate the ‘Level of Government’ your Principal Lobbyist Lobbied during this reporting
period.

a. State Lobbying
b. Municipal Lobbying
c. State/Municipal (Both)
Step 2 — Add ‘Compensation Amount paid to your Principal Lobbyist’.

You must provide the Total (Dollar Amount) of Compensation paid to your Principal Lobbyist during
this reporting period.

Step 3 — Add ‘Reimbursed Expense Amount paid to your Principal Lobbyist’.

You must provide the Total (Dollar Amount) of Expenses reimbursed to your Principal Lobbyist during
this reporting period.
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Lobbying Expenses*

Disclose Reportable Expense information in the ‘Report in the aggregate all expenses less than or equal
to $75’ field.

> If you have none to disclose for this reporting period, you may leave the ‘0’ and proceed to the
next required field.

If you report ‘0’:
> the Reimbursed Expense Totals for your Principal Lobbyist(s) must be $0, and

» no other Expenses can be listed on CSA Report.

Disclose salaries of non-lobbying employees’ in the ‘Report in the aggregate all expenses for salaries of
non-lobbying employees’ field.

> If you have none to disclose for this reporting period, you may leave the ‘0’ and proceed to the
next required field.

Itemized Expenses

» Select the check-box if you have no ‘Itemized Expenses to Report’.

» Select the green ‘Add’ button if you have ‘Itemized Expenses, each valued at more than $75’

Contractual Cllent [ Beneficial Clients Client Semi Annual
ABC Lobbying Organization, LLC ABG Lobbying Organization, LLG Biennial Period: 2079 - 2020
540 Brosdws
Aany, NY T’ea)r Reporting Period: 2019 July - December
BAL1AE 408 2908 Ref #: 12343

(Saved, NOT SUBMITTED) - Locked by You

Reporting Period: 2019 July - December |Full View:
Lobbying Expenses - -
= Lobbying Expenses {Current Period Only) @

REpart in the aggreqate al xpansas 653 Than of equal 10 575
o

FRapart in the apgregata tor salaries ot
o

Repart all lemized expenses

G T

Paid To Amaunt Date Purpose

Coalition Member Contribution, if applicable &

“aes nat apply o a Coaltion who apts 10 file s a Labbyist or Client

Name Anount =

Continue =

‘Itemized Expenses, each valued at more than $75’ requires the following information be
provided:
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P wwnN e

ltemized Expense

*Expense Paid To

*Expense Amount

- Choose Purpose --

*Expense Date (MM DO/YYYY]

Indivicual Organization

*Expense Purpose Check if purpose does not exist in list

Cos [ [ o

Indicate whether the Expense was paid to an ‘Individual’ or an ‘Organization’

Provide the Name of Organization or Individual the Expense was paid
Provide the Total (Dollar amount) of the Itemized Expense
Provide the Date of the Expense (any date within the CSA reporting period). Enter by either:

a. using the green calendar icon, or

b. enter the dates manually using the mm/dd/yyyy format

Provide the Expense Purpose

e Advertising -
Billboards

e Advertising - Flyers

e Advertising - Print
Media

e Advertising -
Television/Radio

e Buses for lobby
event

e Cell Phone

e Computer/Internet

e Consulting

e E-advocacy

e Legislative Bill
Tracking

Page 11 of 31

e Legislative Research

e Lodging

e Meals for lobby event
e Photocopies

e Rallies
e Rent
e Social

Event/Reception/Banquet
e Social Media — Websites
e Travel Reimbursement -
Train, Airfare, Car, Hotel
e Other



You can select the ‘Check if purpose does not exist in list’ check-box and type an
expense purpose in the text field if a specific Expense purpose is not an available
option in the pre-populated list.

6. Select ‘Add’ to add the ‘Itemized Expense’ to the Lobbying Expense section of your CSA

7. Select ‘Add Another’ to add another ‘Itemized Expense’

8. Repeat until all ‘Itemized Expenses’ have been added

9. Select ‘Close’ to return to the Lobbying Expenses tab

Special Instructions for Itemized Expenses paid to an Organization

If applicable, ‘Itemized Expenses’ that have been paid to an Organization on behalf of an Individual (or
Individuals) must include the Expense Detail(s). Please see the Client Semi-Annual Instructions for a
detailed example of the above disclosure.

: An Expense Detail is only applicable if you selected the ‘Organization’ radio button on the
‘Itemized Expense’ modal.

1. Select the ‘Add’ button in the ‘Expense Details’ section of the ‘Itemized Expense’ modal

Expense Details (Optional) @

Name Title Amount Employer ﬁ

i i [N

2. Enter the required information denoted by a red asterisk ‘*’

>

Provide the Last and First Name of the Individual the Expense was paid on behalf of
a. The Middle Name is optional
Provide the Title of the Individual

Provide the portion of the Dollar Amount that is attributable for the Individual
named

Provide the Individual’s Employer Name
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llemized Expense

Indiwidual * Organization

*Expense Paid To
*Expense Amount
*Expense Purposa Chack it purposa doas not exist in list

-- Chioose Puipose -- L

+Expengs Dale /00 YYI¥]

=

Expense Detail
*Last Name

Mickdle Mame

=Titla

3. Select ‘Add’ to add the ‘Expense Detail’ to the ‘ltemized Expense’
4. Select ‘Add Another’ to add another ‘Expense Detail’

5. Repeat until all ‘Expense Details’ have been added

6. Select ‘Close’ to return to the ‘Itemized Expense’ modal

7. Select ‘Close’ again to return to the Lobbying Expenses tab
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Coalition Member Contributions (if applicable)

1. Select the ’Add’ button
2. Provide the ‘Name’ of the Coalition the Contribution was paid to

3. Provide the Total (Dollar amount of) Contribution paid to Coalition during this period by the
specific Coalition Member (Beneficial Client)

Coalition Member Contribution, if applicable @

*does not apply to a Coalition who opts to file as a Lobbyist or Client

Name Amount [ Add |
O

Coalition in support of Coalitions 500

Lobbying Subjects for CSA Reporting Period*

At least one ‘Lobbying Subject’ is required to be disclosed on each CSA Report. Lobbying Subjects
identify the specific subject matter area(s) on which Lobbying occurred. These Subjects identify the
‘Nature of Business’ between the Lobbyist and Contractual Client.

You can add or remove ‘Subjects’ as needed. Multiple Lobbying Subjects can be selected from the drop-
down menu. Refer to JCOPE’s website for the most up-to-date list.

To add a ‘Lobbying Subject’

1. On the Lobbying Subjects tab of your CSA Report:
a. enter the first few characters of the ‘Subject’ in the text search box

OR
b. type the asterisk symbol (*) in the search field to view JCOPE’s comprehensive list

Client Semi Annual Form

Lobbying Subjects @

=Search

e

Selected Subjects

Subjects

Budget/Appropriations @

Gonstruction - general o
Education — Charter Schools L)
|_Continue =p
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2. Click-on the ‘Subject’ to select it.

» You may add multiple ‘Subjects’.

» A ‘Lobbying Subject’ that has been successfully added to a Filing is displayed in the ‘Selected
Subjects’ area below the ‘search field'.

To remove a Lobbying Subject, select the red and white circle ‘X’ icon.

Lobbying Activities for CSA Reporting Period*

The actual Lobbying Activities that occurred during the specific reporting period must be disclosed by
identifying the Focus Type, the Focus (Identifying Number or Description), the Type of Communication,
and the Party(ies) Lobbied.

e The LA will automatically populate the Lobbying Activity information reported by Employed
Lobbyists on their Bi-monthly Reports. You CANNOT remove/edit these Lobbying Activities.
You must submit an Amended Bi-monthly Report to change any Lobbying Activity information
auto-populated from your Bi-monthly Report(s).

e If you determine Lobbying Activity information needs to be amended, DISCARD your CSA and
submit your Bi-monthly Report Amendment(s). DO NOT SAVE YOUR CSA since the changes
made to your Bi-monthly Report(s) will not refresh the information populated to your CSA at
this time. Once you have submitted your Bi-monthly Amendments, start your CSA Report
again.

Select ‘Yes’ or ‘No’ from the drop-down menu to indicate whether or not you have ‘Lobbying Activities
to Report’.

» If you select ‘Yes’, you must provide the ‘Type’, ‘Communication’, ‘Focus’, and ‘Parties
Lobbied’.

> You can add or remove ‘Lobbying Activities’ directly to a CSA Report.

There are two options available to add Lobbying Activities to your CSA; and both options can be used.

a. Populate the Lobbying Activity information from the data disclosed by your Retained Lobbyist(s)
on their Bi-monthly Reports (and applicable amendments).

and
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b. Add Lobbying Activity by data-entering all required information.

Client Semi Annual Form
Lobbying Activities @

Do You have Lobbying Activities to Report? v

State & Municipal Focuses and Parties Lobbied

Business Relationships

Atiestsiion

My Own Focuses Focuses Reported by Lobbyists

To add “Lobbying Focuses” reported by your Retained Lobbyist(s) on their Bi-monthly Reports (as of

the submission date of the CSA):

Step 1 — Confirm the ‘Focuses Reported by Lobbyists’ sub-tab is highlighted

Client Semi Annual Form
- Lobbying Activities @

Do You have Lobibying Activiies to Report?  Yes v

ipal Focuses and Parties Lobbied
N ‘

Test Lobbyist A
Test Boulevard
Albzny, NY 12222
United States
p.+1518-555-5555
e. test@test.com
Test Lobbyist B
Testing Street
Albany, NY 12222
United States

List of Beneficial Glients on Lobbyist's Registration

Beneficial Client 1

Beneficial Client 2

Pt 518-555-2442
. testing@testing.com

Step 2 — Select the check-box next to the Retained Lobbyist name. (You can select all check-boxes.)

Step 3 — The Lobbying Activity information will populate to the ‘My Selected Focuses’ se
your CSA Report.

ction of

A specific Lobbying Activity populated to your CSA can be removed after it has been added by clicking
the red and white circle ‘X’ icon. (NOTE: Removal of a Lobbying Activity on your CSA does not affect

the information reported by your Principal Lobbyists on their Bi-monthly Report(s).)

You are not required to use the Lobbying Activities reported by your Principal Lobbyist(s).

However, JCOPE recommends you utilize this feature since the CSA requires disclosure of
Lobbying Activities performed by your Principal Lobbyist(s) during the specific Reporting
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To add a “Lobbying Focus” by data-entering the required information:

Step 1 — Confirm the ‘My Own Focuses’ sub-tab is highlighted

Client Semi Annual Form Reporting Period: 2019 July - December | Full Vie
Lobbying Activities @ = =
Do You have Lobbying Activikes to Beport?  es ¥
State & Municipal Focuses and Parties Lobbied
. ﬂ
Focuses Parties Lobbied
Preview
Foouses. Parties
My Seleoted Foouses
-
Stow 10+ eniries Search:

e o Lobbyist Parties. Comamunication mo‘n",' 2

Step 2 — Select the green ‘Update’ button
Step 3 — Select a ‘Focus Type’

A Focus Type (State or Municipal Level) must be identified for each Focus number (such as the bill or
procurement number), or brief description of the Focus area if the identifying number is unknown.

State Bill

State Executive Order

State Law

State Procurement

State Resolution

State Regulation/Rate-making/Rule
State Tribal Compact Agreement - NYS Indian Nations
Municipal Bill

Municipal Executive Order

Municipal Law

Municipal Procurement

Municipal Resolution

Municipal Regulation/Rate-making-Rule

Step 4 — Select a ‘Type of Communication’

A Type of Communication (Direct, Grassroots Lobbying or Both)* must be assigned from the drop-
down menu for each Focus number (such as the bill or procurement number), or brief description of
the Focus area if the identifying number is unknown.
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*Communication

-- Choose Type —

Direct Lobbying
Srassroots Lobbying
Buoth

a. Monitoring Only

If you have a Focus to report, but have not actually Lobbied a specific Party, you may
select the ‘Monitoring Only’ check-box once the Focus has been added to your ‘My
Selected Focuses’ section.

1. Select the Focus to add it to the ‘Preview’ box. Do not select a Parties Lobbied.
Select the ‘Add’ button underneath the ‘Preview’ box.

3. Select the ‘Monitoring Only’ check-box next to the Focus in the ‘My Selected
Focuses’ section.

Step 5 — Identify Focus(es)

a. Focus Number (identifying number)

> Add a ‘Focus #’ and click the ‘Enter’ key on your keyboard to save your changes.

> If a Focus Number (identifying number) is unknown, you can provide a
description of the Focus by selecting the ‘Add description if identifying number
is unknown’ hyperlink.

Lobbying Focuses

Add Lobbying Focuses

M Foouses

Type *Communicl fion Foous # press emter to addd focus

Add description I idantifing number is Lrknown

My Selected Focuses §

A
Show 10 ¥ ontrics Soarch:

Type Identifying NoJDescription Commurication

o cdala svalabie in tamke

Showing 0 %2 [1of 0 6nines Previcus Nt

NOTE = This changs is alfective iImmediately and will alsa affect Sutura Bi-monthly Fikngs. If you wish fo changs this informaticn on a previeus Filing, you must submit a Bl-monihly Amendmant

18 of 31



How to file: Client Semi-Annual Report Online

SPECIAL FORMATTING REQUIREMENTS FOR STATE BILLS.

Identifying Senate and Assembly Bills: Enter a capital ‘S’ for a Senate Bill number, or a capital
‘A’ for an Assembly Bill number. Do not add a space, hyphen, period, or other character between
the capital letter and the bill number.

> Correct: A1234
> Incorrect: al234; ora1234; or A 1234; or A_1234

Identifying Amended Senate and Assembly Bills: If a State bill is amended, versions are denoted
by a letter suffix A, B, C, D and so on for each time the bill is altered. Please ensure the letter at
the end of the amended Bill number includes a dash before it.

> Correct: A1345-A
> Incorrect: al234A; or a 1234a; or A 1234a; or A_1234A

Refer to the ‘How to Properly Disclose Lobbying Activities’ document for information
on how to properly include sufficient specificity for all other Focus Types. Failure to
properly disclose Lobbying Activities may result in a Ticket on your Filing, and require
you to amend the Filing.

b. Description of the Focus

If a Focus Number (identifying number) is unknown at the time of submission of your
Filing, you can provide a description of the Focus.

» Select ‘Add Description if Identifying Number is unknown’ and provide a brief
description; then click the ‘Enter’ key to add.

» For Municipal Level Focuses, indicate the originating locality in your
description.

Municipal Bill on requiring single stream recycling in the Town of
Delmar, New York.

c. Load Multiple State and Municipal Bills

You can upload multiple State and Municipal Bill numbers as long as they are grouped
by the same

1. Organize your bill numbers into the following categories:

e Direct Lobbying
e  Grassroots Lobbying
e Both
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2. Use commas to separate bill numbers
e Each bill number must be separated by a comma.

e State Senate Bill numbers and Assembly Bill numbers do NOT need to be

loaded separately.

Correct: A1234,51234,A4567,A8790,52345
3. Select the green ‘Load Multiple’ button

4. Copy/paste the bill numbers into the corresponding Lobbying Focuses text box(es).

Load Multiple Focuses X

Type: State Bill

Direct Labbying Focuses Grassroots Lobbying Focuses

A1234. 51234 S4267.529000

Both(Direct/Grassroots) Lobbying Focuses

AG3488,539435

=]

5. Select the ‘Process’ button

Focuses that have been successfully added will appear in the ‘Added Focuses’

section.
e If you accidentally entered a Bill number twice, it will appear in the ‘Duplicate

Communication Types’ section.

e Any bill number that does not meet the formatting requirements will appear in
the ‘Invalid Focuses’ section.

» You can edit these bill numbers on this screen.
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> Correct the bill number and click ‘Process’ when completed.

Type: Stata Bil

6. Once all corrections are complete:

The Communication Type/Focus pairing will populate to the ‘Added Focuses’ section
of the main ‘Lobbying Focuses’ screen of your CSA Report.

> Anincorrectly identified Communication Type can be easily corrected by
selecting a new ‘Communication’ from the drop-down menu.

» To remove a State Bill or any other Focus Type, click the red and white
circle X" icon.

Type *Communication Focus ®

Trpe Igentifying No. Description Communication

Step 6 — Identify ‘Parties Lobbied’

The direct connection (one-to-one relationship) between the Focus and the target(s) (referred to as
‘Parties Lobbied’) of any reportable “Lobbying Activity” must be identified.

A Focus does NOT require a ‘Party’ be connected to it IF a specific Party was not actually
Lobbied. You may select the ‘Monitoring Only’ check box once the Focus has been added to your
‘My Selected Focuses’ section.

a. To add a ‘Party Name’
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1. Select the green ‘Update’ button
2. Onthe “Lobbying Parties” tab, either:

e enter the first few characters of the ‘Party Name’ name in the text search box;

or

e type the asterisk symbol (*) in the search field to view JCOPE’s comprehensive list.

> The ‘Government Body’ information will populate for you if a Party Name is
selected from JCOPE’s list.

> IF you sent a communication to either or both Houses of the Legislature regarding
a specific Focus, the following options are available on a Bi-monthly Report in the
‘Party’ field (so you do not have to select every Senator/Assembly person):

» A communication sent to entire Senate
» A communication sent to entire Assembly
» A communication sent to entire Legislature

» IF a specific title and/or name of a Public Official, Public Official’s office, or
unit/department within an agency is not found in JCOPE's list:

0 elect the ‘Click here to add Party Name if not found’ hyperlink

Party 7

Glick here to add Party Name i not found _

d @

Govemment Body Name
County Special District "BAGS"SOLID WASTE MANAGEMENT DISTRICT (REFUSE)

city Cityone

select the ‘Government Body’ from the drop-down menu
provide the ‘Party Name’ in the text box

select ‘Add’ to add one ‘Party Name’ (see EXAMPLES below)

o O O O

select ‘Add Another’ to select another ‘Government Body’ and add another
‘Party Name’

repeat until all ‘Parties’ have been added

click ‘Back’ to return to the main ‘Lobbying Parties’ pop-up window
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New Party Lobbied

Example A:

Example B:

Pwon e

Example C:

Example D:

Government Body

Aszzembly Committes Ll

*Party Name

Y

If you met with a staff member of a State Senator, or staff member of a
legislative committee, you would:

Select the ‘Click here to add Party Name if not found’ hyperlink

Select ‘Senate’ from the ‘Government Body’ drop-down menu

Enter ‘Senator Smith, staff member’ or ‘Senate Rules Committee, staff member’
(as applicable) in the ‘Party Name’ field; OR

Enter ‘Senator Smith, staff member (Jane Doe)’ or ‘Senate Rules Committee,
staff member (Jane Doe)’ (as applicable) in the ‘Party Name’ field

If you met with the Commissioner of Taxation and Finance, you would:
Select the ‘Click here to add Party Name if not found’ hyperlink
Select ‘State Agency’ from the ‘Government Body’ drop-down menu
Enter ‘Taxation and Finance, Commissioner’ in the ‘Party Name’ field; OR
Enter ‘Taxation and Finance, Commissioner Jane Doe in the ‘Party Name’ field

If you met with a staff member of the Office of Real Property Tax Services, you
would:
Select the ‘Click here to add Party Name if not found’ hyperlink
Select ‘State Agency’ from the ‘Government Body’ drop-down menu
Enter ‘Office of Real Property Tax Services, XXX’ (unit or department within the
agency the staff member represents) in the ‘Party Name’ field; OR
Enter ‘Office of Real Property Tax Services, XXX (unit or department within the
agency the staff member represents), staff person (Jane Doe) in the ‘Party Name’
field

If you met with a staff member of a local Mayor’s office, you would:
Select the ‘Click here to add Party Name if not found’ hyperlink
Select ‘City’ from the ‘Government Body’ drop-down menu
Enter ‘Mayor of (Insert City Name), staff person’ (or unit or department within
the City the staff member represents) in the ‘Party Name’ field; OR
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4. Enter ‘Mayor of (Insert City Name), staff person (Jane Doe)’ (or unit or
department within the City the staff member represents) in the ‘Party Name’
field

b. Toremove a ‘Party’

1. On the Lobbying Parties tab, select the red and white circle ‘X’ icon.
Lobbying Parties

Party Thpe = for fus

-]

Gavernment Body Name

NYS Legislaturs E

=]
o

—
[orgren

NYS Senate

Siake Agency

Step 7 —Assign/identify the direct connection (one-to-one relationship) between the ‘Focuses’ and
the target(s) of the Lobbying Activity (‘Parties Lobbied’)

All of your ‘Focuses’ and ‘Parties Lobbied’ information will display on your screen (see below), and

you can now begin to ‘connect’ the Focus(es) to the Party(ies).

1. Choose a ‘Focus’ by selecting the check-box next to the Focus Identifier (number or
description).

2. Choose a ‘Party Name’ (or Names) by selecting the check-box(es) next to the Name(s) you
want to ‘connect’ to the selected Focus(es).

> You may select more than one Party Name per Focus by selecting multiple check-
boxes.

3. Each checked ‘Focus’ and ‘Party(ies) Lobbied’ populates to the ‘Preview’ box for your
review.
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Focuses Parties Lobbied

+ A& communication sent (o eatine Senate

Columbla County

Columbla County Industrial Development Agency
# Ueborah J. Glick

wilineed Lobibying (3
+ AT
Air Dnl restrictions in NYC
Issues relating 1o ranspornting fresh produce via local roads In ...

! z Preview
Wisrassroots (2] Wilkages of Valatie L ocal Devlopmunt Comparation
Municipal Tax cap restrictions in the Village of Nassau, NY
£5670 Parties
AlTIA A cammuncabon senl o erie Son
Deborah J. Click

© =

My Selected Focuses

Show 10 v | antrias. —
Type Focus Loblyist Parties Communication Ilw;“m;nq
Mo data available in table
Pre Hat

Shewing 0 to 0 of O entries

» Toremove a ‘Focus’ and/or ‘Party(ies) Lobbied’ from the ‘Preview’ box, un-select the
check-box next to the name in their respective section(s).

4. Select the ‘Add’ button underneath the ‘Preview’ box to add your selections to your ‘My
Selected Focuses’ section.

5. Repeat steps until you have added all ‘Focuses’ and ‘Party(ies) Lobbied’ to your ‘My
Selected Focuses’ section for CSA reporting period.

You MUST select the ‘Add’ button underneath the ‘Preview’ box to actually add
the selections to your CSA Report.

Focuses that do not appear underneath the ‘My Selected Focuses’ section WILL NOT appear on your
submitted filing and will not be publicly available.

Focuses

wllirect Lablsying (3)
A7
Alr Bl restrictions in NYC
Issuos relating 1o transporting fresh produce via local roads in ..

Wirassioats (2
Municipal Tax cap restrictions in the Village of Nasaau, NY

55678

My Selected Focuses

Show 10+ entries

Type

Parties Lobbied

Preview

Focuses

A communication sent (o entire Senate
Calismbia County

Cohambia County Industrial Development Agency
Deborah ). Glick

Village of Valatie Local Development Corporation

Munizipal Resolution

Search: |
Msnitoning
Only
L] -
Q
©
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Monitoring Only

If you have Focus to report, but have not actually Lobbied a specific Party, you may select the ‘Monitoring
Only’ check-box once the Focus has been added to your ‘My Selected Focuses’ section.

1. Select the Focus to add it to the ‘Preview’ box. Do not select a Parties Lobbied.

2. Select the ‘Add’ button underneath the ‘Preview’ box.

3. Select the ‘Monitoring Only’ check-box next to the Focus in the ‘My Selected Focuses’ section.

Focuses

‘wDirect Lobbying (3}

Air BnB restrictions in NYC

Issues relating to transporting fresh produce via local roads in ...

Parties Lobbied

A communication sent to entire Senate
Columbia County
Columbia County Industrial Development Agency

F Deborah J. Glick

Z Preview

VGrassroots (2) Village of Valatie Local Development Corporation
Municipal Tax cap restrictions in the Village of Nassau, NY [
S5678 Focuses Parties

Update
My Selected Focuses
Al Staie Bill Municipal Exec Municipal R
Show (10 v | entries Search:
Type Focus Lobbyist Parties Communication Mngl::ln;ng
. Municipal Tax cap
Municipal Executive restrictions in the Village of  Not Specified “ o
Order “
Nassau, NY
s el Columbia County
Municipal Resolution rANSporting Iresh proclice ot gpecified Columbia County Industrial Development Agency ~ Direct Lobbying =)
via local roads in Columbia
Village of Valatie Local Development Corporation
County, NY
- A communication sent to entire Senate
State Bill A1234 Not Specified Direct Lobbyi
ate Bi 3 ot Specifie: D irect Lobbying )
Showing 1to 3 of 3 entries Pravious 1 Next

26 of 31




How to file: Client Semi-Annual Report Online

Reportable Business Relationship Information*

Previously submitted RBR forms will populate to this Section of your Filing. You can disclose a new RBR
by selecting the ‘Create New RBR’ button. You can also amend your previously submitted RBR form by
selecting the ‘pencil’ icon in the Action column, next to the RBR form.

If you have not yet submitted any RBR forms, you must indicate whether a Reportable Business
Relationship exists during this Calendar Year by selecting either ‘Yes’ or ‘No’ from the drop-down menu.

If NO active Reportable Business Relationship(s) currently exists in this Calendar Year

> Select ‘No’, and continue with your Registration

If an active Reportable Business Relationship(s) (which has not previously been submitted and
populated to this Section) currently exists in this Calendar Year

> Select ‘Yes’

e You will be required to fill-out your RBR form at this time. Any information already
filled-out in your CSA will be saved. When you have completed your RBR form, you
will be returned to your CSA to complete the remainder.

X SEE How to File a Reportable Business Relationship Instructions

‘Client Semi Annual Form

| Business Relationships o o =

= — Do you have a Reportable Business Relationship?  res  « h
e — ITNOT checked. e Chenl must silfer amend he exsing RBRA - OR - submil @ new RER
=

Confirmation # Pericd  Entity/State Person Submission Date Action Reference # Period Entity/State Person Action

Continue s

Attestation*
1. Check the ‘Attestation’ check-box
2. Select the ‘Submit’ button.

e You will be directed to the Payment Portal. Your CSA Report will remain in ‘Saved Status’
until the payment portion is completed.

e Once you have completed the payment information, you will be able to:

0 View the Filing
O Return to the Dashboard
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Glient Semi Annual

Biennial Period: 2019 - 2020

Reporting Period: 2019 July - December
Ref #: 12343

(Saved, NOT SUBMITTED) - Locked by You

Beneficial Clients
ABC Lobbying Organization, LLG

Aany, NY 12207
p.+1 518.408-3076

Contractual Client ]
ABC Lobbying Organization, LLG
540 Broadway
&.sbclobtying Sgmail com

Submit | iscard | Save Eakidall

Reporting Period: 2019 July - December |Full View

Client Semi Annual Form

—— Attestation @ - »

wolars under penally of perjury that the infermation contained in this filing is true, correat, and complete to the best of my knowledge and balich.
Filer Hame

==

CAD Name #

Dos, Jane

Continue =p

Payment*

When you select the ‘Submit’ button, you will be directed to the Payment Portal. Your CSA will remain

in ‘Saved Status’ until the payment portion is completed.

Payment Processing

Form Reference Number: ssz1
CreditCard | Check
Payment Detaila

Check Number
500
AMOUNT
200

The following options are available:

(a) Remit paymentvia Online Lobbying Application with Visa, MasterCard or American Express. Payment
must be made at the time of submission. *
For security purposes, the new LA will only permit two attempts to pay your filing
fee by credit card. After the second failed attempt, you will be required to pay by check or

money order.

Fom Réference Mumber

Credil Card  Chsok

Pt vets D )

(b) Check/Money Order. You may indicate payment will be made by submitting a check or money order.
You must provide your check or money order number in the appropriate field of the online form.

Please make all checks payable to the Joint Commission on Public Ethics (NYS) and include the Filing
Confirmation and Reference numbers in the memo section.
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Mail your check to:
New York State Commission on Public Ethics
540 Broadway
Albany, NY 12207.

29 of 31



How to File an Amended Client Semi-Annual Report

To create an Amended CSA Report:

1. Select the CSA Report from the list of Filings displayed in the Client Semi-Annual tab in the ‘All
My Filings’ window.

Filings.
b ""’.-w (162 Oitusmenti2)  ABREH  Edwsked  SOFO2 Year:[2010 ¥

Show 107 | entries Soaroh:

0 Periad Client BenClisats Subenitied 4 swtus

ABC Lobbying Co. ABC Lobbying Co. SusMTTED
Client1 Client 1 Accepted
Client 2 Client2 SUBMITTED

Client3 Client 2 Accepted

Client 4 Client 4 SUBMITTED

Showing 1 15,10 o T6 entries Previous | 1| 2 3 4 5 .. 8 Ned

»  Select the green ‘Amend’ button at the top of the screen to begin a new Amendment.

‘Contractual Client
AEC Lolbying Organization, LLG

Beneficial Clients
ABC Lobbying Organization, e

Client Semi Annual Amendment
Biennial Period: 2019 - 2020
Reporting Period: 20719 January - June
Ref #: 11450

Confirmation #: CSA1910004
(Accepted) - Locked by You

Reporting Period: 2019 January - June | Full View

List of Benaficial Clients affiliated to Contractual Cliant s0F

ABL Labbying Organiation, LG

SFATS10002

]
& a00CCOYINg S gmal com

NOTE

Each Amended Client Semi-Annual Report requires the Filer to provide a specific date the change(s) are
(or will be) effective; known as an “Effective Date of Change” *. Multiple changes can be made on an
Amended CSA Report as long as all the changes being made on the Filing have the same “Effective Date
of Change”. Otherwise, separate Amendments are required for each Effective Date of Change.

EXAMPLE of three changes which would require two SEPARATE AMENDMENTS:

1. New Retained Lobbyist, Jane Smith Company authorized to lobby for you effective
1/15/2019)
2. Change in compensation (effective 2/15/2019)

Amended CSA Reports can be submitted at any time during the calendar year regardless of whether the
original CSA Report or other Amended CSA Reports are pending, as long as the “Effective Date of Change”
is within the same calendar year as the CSA Report being amended.
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*Amended CSA Report Effective Date

An Amended CSA Report “Effective Date of Change” is the date a specific change (or
changes) takes effect; not the date the Amendment is submitted.

Use the guidelines outlined above in ‘How to File a Client Semi-Annual Report’
to change/modify information in an Amended CSA Report.

310f31



	How to File a Client Semi-Annual Report
	To create a Client Semi-Annual Report (CSA):
	The Client Semi-Annual Report contains the following fields.  Items denoted with a red asterisk ‘*’ are required fields
	Contractual Client Information*
	Review*
	CSA Year/Reporting Period*
	Beneficial Client Information*
	If a Profile does not yet exist for the ‘Beneficial Client’:
	To remove a Beneficial Client, select the red and white circle ‘X’ icon.


	Source of Funding Information (if applicable)
	Principal Lobbyist Information*
	If a Profile does not yet exist for the ‘Principal Lobbyist’:

	Level of Government, Compensation and Reimbursed Expense Amounts for each Retained Principal Lobbyist*
	Step 1 – Select the ‘Level of Government Lobbied’ from the drop - down menu.
	Step 2 – Add ‘Compensation Amount paid to your Principal Lobbyist’.
	Step 3 – Add ‘Reimbursed Expense Amount paid to your Principal Lobbyist’.

	Lobbying Expenses*
	Itemized Expenses
	Special Instructions for Itemized Expenses paid to an Organization
	Coalition Member Contributions (if applicable)


	Lobbying Subjects for CSA Reporting Period*
	To add a ‘Lobbying Subject’
	To remove a Lobbying Subject, select the red and white circle ‘X’ icon.


	Lobbying Activities for CSA Reporting Period*
	To add “Lobbying Focuses” reported by your Retained Lobbyist(s) on their Bi-monthly Reports (as of the submission date of the CSA):
	Step 1 – Confirm the ‘Focuses Reported by Lobbyists’ sub-tab is highlighted
	Step 2 – Select the check-box next to the Retained Lobbyist name.  (You can select all check-boxes.)
	Step 3 – The Lobbying Activity information will populate to the ‘My Selected Focuses’ section of your CSA Report.

	To add a “Lobbying Focus” by data-entering the required information:
	Step 1 – Confirm the ‘My Own Focuses’ sub-tab is highlighted
	Step 2 – Select the green ‘Update’ button
	Step 3 – Select a ‘Focus Type’
	Step 4 – Select a ‘Type of Communication’
	Step 5 – Identify Focus(es)

	SPECIAL FORMATTING REQUIREMENTS FOR STATE BILLS.
	Step 6 – Identify ‘Parties Lobbied’
	Step 7 –Assign/identify the direct connection (one-to-one relationship) between the ‘Focuses’ and the target(s) of the Lobbying Activity (‘Parties Lobbied’)


	Reportable Business Relationship Information*
	Attestation*
	Payment*

	How to File an Amended Client Semi-Annual Report
	To create an Amended CSA Report:
	NOTE
	Use the guidelines outlined above in ‘How to File a Client Semi-Annual Report’ to change/modify information in an Amended CSA Report.



