
How to File Extension Requests 

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

To create an Extension Request for a new Registration: 
1. Select the ‘Registration’ button from the Quick Start Menu on your ‘Dashboard’ 

 

2. Provide the Lobbyist/Client Organization, Contractual Client, and Beneficial Client Name(s). 

NOTE:  See How to File a Statement of Registration Online Instructions 

3. Select the ‘Start’ button next to the corresponding Biennial Period. 

4. Select the ‘Extension Request’ button. 

 

To create an Extension Request for a Client Semi-Annual Report (CSA): 
1. Select the blue ‘Client Semi-Annual’ button from the ‘Client Filings’ quick start menu. 
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2. Provide the Contractual Client Name. 

NOTE:  See How to File a Client Semi-Annual Online Instructions 

3. Select the ‘Start’ button next to the corresponding Reporting Period. 

4. Select the ‘Extension Request’ button. 

To create an Extension Request for other Filing types (Bi-monthly, 
Amendments, Source of Funding, Public Monies, RBRs): 
There are two different options available to submit an Extension Request for these types of Reports: 

1. On the Dashboard, either: 
a. Select the applicable button from the ‘Filings’ quick start menu;  

NOTE:  This method requires you manually enter the Principal Lobbyist, Contractual Client 
and Beneficial Client(s). 

OR 

2. From the ‘Action Items’ window, select the applicable button that corresponds to the Lobbyist/Client 
pairing you want to submit a Report for. 

NOTE:  COELIG recommends you use this method as it avoids having to manually enter the 
Lobbyist/Contractual Client/Beneficial Client information. 



How to file: Extension Request Online 
 

 
 

To create an Extension Request for a Ticket Response: 
 

There are two different options available to submit an Extension Request for a Ticket Response: 

 
1. Under ‘All My Filings’ locate the filing that has the Ticket Response you are creating an 

Extension Request for and open the filing. 

 

2. Select ‘Request For Extension’ button. 
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3. Complete the Extension Request Information and select the ‘Submit’ button. 

 

 

OR 

1. Under ‘Affiliated Organizations’ select the ‘View’ button next to the Organization profile. 
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2. Select the ‘Filing Tickets’ tab and the ‘Ticket ID’ button. 

 

 

 

3. Then you can select either the ‘Originating Filing’ confirmation number or ‘View Filing’ to 
access the ‘Request For Extension’ button on the Ticket Response.  

 

 

 

To Reply With Note on a Ticket: 
 
There are two different options available to Reply With Note on a Ticket: 
 

1. Under ‘All My Filings’ select the ‘Extension’ tab and open the Extension Request Form. 



How to file: Extension Request Online 
 

 

 

2. Under ‘Tickets’ select ‘Reply With Note’. 

 

3. Filer can type a note to the Ticket and select ‘Submit’. 

 

4. To be able to view the note submitted go under ‘Tickets’ and select ‘View’. 
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OR 

1. Under ‘All My Filings’ select the ‘Filing type’ tab and open the report. 

 

2. Under ‘Tickets’ select ‘Reply With Note’. 

 

3. Filer can type a note to the Ticket and select ‘Submit’. 
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4. To be able to view the note submitted go under ‘Tickets’ and select ‘View’. 

 

 

 

Extension Request Information* 
Date Request to 

Exact amount of time being requested, specifying working days or calendar days, or new date the 
Filer is Requesting Extension through. 

• The Filer can request a date up to 30 days from either: 

• the statutorily defined due date (see Filing General Rules – Due Dates); or 

• the ‘follow-up date’ noted in the pending Ticket 

Reason for submitting Extension Request 

Filer must select ONE reason from the standard list. 

• Unexpected illness or Family emergency/bereavement 

• Financial information unavailable 

• Requested information unavailable 

• Personnel changes 

Explanation 

In addition, Filer must provide a brief summary that details a valid reason for submitting an 
Extension Request. 
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Attestation 
1. Check the ‘Attestation’ check-box 

2. Select the ‘Submit’ button. 
 

 
 
 

Once you ‘Submit’ the Extension Request: 

• A Ticket will open, and COELIG will review and respond accordingly. 

• The Extension Request modal will disappear from your screen; but your Filing will continue to 
display. 
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1. You can select the link to review your Extension Request; or 
2. You can: 

a. Finish filling-out the Filing with all required information, and Submit the Filing 
b. Discard the Filing (which will cancel the Extension Request submitted to COELIG); or 
c. Save the Filing. 

 
 
 

Congratulations you are all done! 
 


	How to File Extension Requests
	To create an Extension Request for a new Registration:
	To create an Extension Request for a Client Semi-Annual Report (CSA):
	To create an Extension Request for other Filing types (Bi-monthly, Amendments, Source of Funding, Public Monies, RBRs):
	There are two different options available to submit an Extension Request for these types of Reports:

	To create an Extension Request for a Ticket Response:
	There are two different options available to submit an Extension Request for a Ticket Response:

	To Reply With Note on a Ticket:
	There are two different options available to Reply With Note on a Ticket:
	Extension Request Information*
	Date Request to
	Reason for submitting Extension Request
	Explanation


	Attestation
	Once you ‘Submit’ the Extension Request:
	Congratulations you are all done!



