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FILING DEADLINES AND TIPS FOR TIMELY FILING

I. Filing Schedule and Report Deadlines
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A. Non-election year (odd-numbered year) filing schedule (11 CFR 104.5(c)(2))

2025 Semi-Annual* Filing Schedule

Report Coverage and Due Dates

Mid-Year Covers 1/1 - 6/30/2025; Due 7/31/2025

Year-End Covers 7/1 - 12/31/2025; Due 1/31/2026

*Quarterly-filing PACs and party committees file on semi-annual basis in non-election year

1. Quarterly filers: file on a semi-annual basis; reports due July 31 and
January 31.

2025 Monthly Filing Schedule

February Monthly Covers 1/1 - 1/31/2025; Due 2/20/2025
March Monthly Covers 2/1 - 2/28/2025; Due 3/20/2025
April Monthly Caovers 3/1 - 3/31/2025; Due 4/20/2025
May Monthly Covers 4/1 - 4/30/2025; Due 5/20/2025
June Monthly Covers 5/1 - 5/31/2025; Due 6/20/2025
July Monthly Covers 6/1 - 6/30/2025; Due 7/20/2025
August Monthly Caovers 7/1 - 7/31/2025; Due 8/20/2025
September Monthly Covers 8/1 - 8/31/2025; Due 9/20/2025
October Monthly Covers 9/1 - 9/30/2025; Due 10/20/2025
November Monthly Covers 10/1 - 10/31/2025; Due 11/20/2025
December Monthly Covers 11/1 - 11/30/2025; Due 12/20/2025
| year-End Covers 12/1 - 12/31/2025; Due 1/31/2026 |

2. Monthly filers: file reports on the 20" of each month, except for
Year-End due on January 31.
B. Election year (even-numbered year) filing schedule (11 CFR 104.5(c)(1))
3
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- Report Type |Coverage and Due Dates
Looki ng _

April Quarter! Covers 1/1 - 3/31/2026; Due 4/15/2026
Ahead ... i ¢
Pre-Primary and Pre-Runoff reports (as applicable)

July Quarterly Covers 4/1 - 6/30/2026; Due 7/15/2026

2026 October Quarterly  Covers 7/1 - 9/30/2026; Due 10/15/2026

Quarterly Pre-General (12G) Due 12 days before general
Fili n g (if applicable) 12G covers 10/1 - 10/14/2026; Due 10/22/2026

Post-General (30G) Due 30 days after general
Schedule 30G covers 10/15 - 11/23/2026; Due 12/3/2026

Year-End Covers 11/24 - 12/31/2026; Due 1/31/2027

1. Quarterly filers: reports due April 15, July 15 and October 15 and January 31;
Pre-Primary, Pre-General, Post-General.

2026 Monthly Filing Schedule

February Monthly Covers 1/1 - 1/31/2026; Due 2/20/2026
March Monthly Covers 2/1 - 2/29/2026; Due 3/20/2026
April Monthly Covers 3/1 - 3/31/2026; Due 4/20/2026
May Monthly Covers 4/1 - 4/30/2026; Due 5/20/2026
June Monthly Covers 5/1 - 5/31/2026; Due 6/20/2026
July Monthly Covers 6/1 - 6/30/2026; Due 7/20/2026
August Monthly Covers 7/1 - 7/31/2026; Due 8/20/2026
September Monthly Covers 8/1 - 8/31/2026; Due 9/20/2026
October Monthly Covers 9/1 - 9/30/2026; Due 10/20/2026
Pre-General Covers 10/1 - 10/14/2026; Due 10/22/2026
Post-General Covers 10/15 - 11/23/2026; Due 12/3/2026
Year-End Covers 11/24 - 12/31/2026; Due 1/31/2027
4
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2. Monthly filers: reports due on 20t of each month, except Pre-General
and Post-General in lieu of November and December monthly reports.
Monthly filers must file a Year-End Report on January 31 of each year.

C. Reporting period begins the day after close of books of last report filed.

D. Monthly reporting is mandatory for national party committees or
party committees with reportable federal election activity (FEA).
11 CFR 300.36(c). If a party committee that files quarterly engages in
reportable FEA, it must switch to monthly.

Choosing a Filing Schedule

7 N .,T | N N ( ) .
(;ommltteesactlve\m many states_
may benef' t from ﬂllng monthly

2025 report deadlines available on the FEC website: www.fec.gov/help-candidates-
and-committees/dates-and-deadlines/

E. Changing filing schedule

1. PACs and party committees may change their filing schedule from
quarterly to monthly or from monthly to quarterly only after notifying
the Commission in writing (or electronically, if an e-filer) of their
intention. The committee can provide this notification along with a
required report filed under the committee’s current filing schedule or
in a separate Miscellaneous Text Submission (FEC Form 99).

2. The committee should wait to receive a letter from the FEC
acknowledging its filing frequency change. The committee will then
be required to file the next required report under the new filing

5
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schedule. However, party committees that engage in reportable FEA
must automatically switch to monthly filing.
May only change filing schedule once per calendar year.
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Quarterly Filing Disadvantages:

Pros & Cons

Advantages:
= Most common filing schedule

= Most PACs & parties file fewer reports
on a quarterly (semi-annual) schedule

= Must track primary/special election
dates and file necessary reports

= Not as easy to reconcile with monthly
bank statements
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Advantages:

= No need to track primary/special
election dates or file reports

® Easier to reconcile with monthly Pros & Cons

bank statements -
Monthly Filing
Disadvantages:

= Most PACs & parties file more
reports on monthly schedule

Changing Filing Frequency

Request on or before next report

= Electronic filers must
submit request
electronically (Form 99)

= No more than once
per year

webforms.fec.gov/wfja/form99

webforms.fec.gov/wija/form99
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I1. Means of Filing Reports

Filing on Time

No Extensions .-
= Filing dates not extended for weekends or holidays . _ ‘®

= Must be received on business day preceding filing date = =

Registered/Certified vs. Overnight Mail
= If using USPS registered/certified mail, keep receipt

= QOvernight mail means next-day express or priority mail with delivery
confirmation or overnight service with online tracking system.
Same terms as registered/certified. Keep receipt/tracking number

A. Paper filers — other reporting considerations
1. Statute prohibits extensions (applicable to all filers).
2. Weekends and holidays
Filing dates not extended for weekends or holidays. Must be filed on
or before business day preceding filing date.
3. Registered/certified vs. first class mail

a) If filing using USPS registered/certified mail, report is
considered filed on the date of the U.S. postmark; keep your
receipt in the event of a delivery failure.

b) Reports filed via priority or overnight mail with a delivery
confirmation or an online tracking system will be considered
timely filed if the report is postmarked on or before the mailing
deadline.

c) If using first class mail or hand delivery, report is considered
timely filed when it is received by the Commission; risk of
timely delivery is on the filer.

B. Electronic filers — filed when received/validated by Commission
Electronic report considered “filed” when it is received and validation by the
Commission’s computer system on or before 11:59 p.m. (Eastern Time) on
the filing date.

Prepared by the Federal Election Commission



2025 Year-End Reporting Webinar
PACs and Party Committees

How to File FEC Reports

On Paper Electronically

ETYTY7LES

Mandatory Electronic Filing

If your committee
raises or spends
more than $50,000
during a calendar
year, or expects to
doso...

L1 YES [ BT

Electronic Filing

If your committee Paper Filing

raises or spends

$50,000 or less

during a calendar -

year, and does not . .
expect to exceed Voluntary Electronic

that threshold . . . Filing

C. Electronic filing v. paper filing (11 CFR 104.18)
1. Mandatory for: PACs, campaigns and party committees that raise or spend
more than $50,000 in calendar year or have reason to expect to do so.
2. Voluntary for: All other filers
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3. Exceeding threshold for electronic filing

a) Once committee exceeds threshold, it begins filing electronically
with the next regular report.

b) Committee must continue to file electronically for the next two
calendar years (January through December), unless it is a
committee that has $50,000 or less in net debts outstanding on
January 1 following the general election, and that anticipates
terminating prior to January 1 of the next election year.

4. Voluntary electronic filing

a) Committees that aren’t required to file electronically, but choose
to anyway, must continue to do so for the remainder of the
calendar year.

b) New committees with no prior data on which to base calculations
have reason to expect to exceed threshold if they either:

(1) Receive contributions or make expenditures that exceed
$12,500 in first quarter of calendar year, or

(2) Receive contributions or make expenditures that exceed
$25,000 in first half of the calendar year.

3) Threshold calculated on a per-committee basis; affiliated
committees calculate their own contributions and
expenditures separately for purposes of determining if
they have met mandatory e-filing threshold.

5. Paper filing by electronic filer

Committees that submit a report on paper that should have been filing

electronically will be treated as non-filers and may be subject to

enforcement actions (including Administrative Fines).
6. To meet the filing deadline, an electronically filed report must be
received and validated by the Commission’s computer system on

or before 11:59 p.m. (Eastern Time) on the filing date.

D. Electronic filing password
1. Passwords required. You cannot file without one.
2. How do you get a password?

a) Most committees may obtain or change their password online at
webforms.fec.gov/psa/newrequest.htm

b) Existing committees that have not previously used the online
system should contact the Electronic Filing Office for
assistance at 202-694-1307.

3. How long does it take?

a) Passwords can now be obtained in just a few minutes online.
b) We recommend you request your password as early in the
process as possible in case any issues arise.

10
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I_-?-d‘f:ralhrlecu‘nn Commission calendar | () Glossary

0f= AMERICA

Campaign finance data v Help for candidates and commitiees « Legal resources v Abour ¥

- - -
E I ectro (1] [ Fl I in g FECFile: the FEC's free software
softw a re FECFile s Windows.based software systemthat commitees can use for electronlc
filing, FECFile is free to download, and the Electronic Filing Office is available to

answer filers’ questions about the system. Electronie filing overview

FECFile only works on PC computer systems that meet the following requirements: Othex software options

= Microseft Windows 11, 10, or 8 operating system (no other operating system is Paper filing

supporied)

Download FECFile
+ B5MB of available hard disk space

+ 1GB of available RAM Ebectronie filing passwords

www.fec.gov/help-candidates-and-committees/filing-reports/fecfile-software/

r:{l\l-.luf:g'\‘nlm(.c;m{n:n.ﬂmn: cawencnr () Glossary

Electronic Filing Password Assignment
System

Electronic Fili
For a registered committee, only the official emadl addresses listed on the Staement of

An entity or person(s) other than 3 palitical committee may also obtain a password for Eil o

ling,

electron

How do I get a password?

Registered Commi

Password Assignment System for creating retrieving and chi
d > Committee 1D number (e.g., CO0401234, COF123456,

C30012345..etc ). You can find step by stepinstructions in the help section

webforms.fec.gov/psa/getstarted. htm

11
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I1. Administrative Fine Program

Administrative Fines

- REPORT OF RECEIPTS
rormax|  AND DISBURSEMENTS

Civil money penalties for filing late

T e on = v —y
BT g ==

Size of fine depends several factors, including:

= Proximity to election
= Amount disclosed on report
= Prior violations

2 0 : www.fec.gov/legal-
p— ~ resources/enforcement/administrative-
s ' . fines/calculating-administrative-fines/

A. Background
Program for assessing civil money penalties for violations for failure to file
reports on time and/or at all.

B. Applies to:
1. Late filers
2. Non-filers
3. Regulations found at 11 CFR 111.30-111.45

C. Civil money penalties — factors in determining:
The interaction of several factors will determine the size of the penalty.
Penalty calculator - www.fec.gov/legal-resources/enforcement/administrative-
fines/calculating-administrative-fines/

1. Election sensitivity
a) Election sensitive reports include:
e October Quarterly of election year,
e October Monthly of election year, and
e Pre-election reports for primary, general and special
elections.
b) All other reports are considered nonsensitive.

12
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2. Whether committee is a late filer or a non-filer
a) For sensitive reports
e Late filer — when report is filed after the due date but more
than four (4) days prior to the election.
e Non-filer — report filed after due date and four (4) days or
less before the election, or not at all.

b) For nonsensitive reports
e Late filer — when report is filed within 30 days after the
due date.

e Non-filer — when report is filed 31 or more days after due
date, or not at all.

C) Can still be considered a “nonfiler” even if report is eventually
filed.

Committee prevented from filing _
report on time by reasonably ﬂ”

unforeseen circumstances
Best Efforts

beyond its control

to File

on Time than 24 hours after end |
of those circumstances |

\
\

D. Best efforts defense
Not the same as “best efforts” for obtaining contributor information

1. Reports required on time
No extensions.
2. If report not filed on time

Committees may use “best efforts” defense if committee took normal
precautions and trained staff, but failure to report was due to
circumstances beyond committee’s control and the late report was
filed within 24 hours after those circumstances ended (pursuant to
April 2007 revisions to AFP regulations). 11 CFR 111.35(b)(3)

13
Prepared by the Federal Election Commission



2025 Year-End Reporting Webinar
PACs and Party Committees

Committee may use best efforts
defense if late filing is due to:

m Severe weather or other disaster-

related event Best Efforts

» FEC computer/software failure that to File
tech support cannot resolve on Time

= Widespread disruption of internet
transmissions

3. Best efforts defense
a) Committee may use best efforts defense if failure to report is

due to “reasonably unforeseen circumstances beyond the
committee's control,” such as the failure of Commission
computers or software, despite receiving Commission technical
assistance; widespread disruption of information transmissions
over the internet; or severe weather or other disaster-related
event. 11 CFR 111.35(c).

14
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Committee prevented from filing
report on time by other factors,
including:

= Jliness, inexperience or unavailability Not
of treasurer or committee staff :
= Committee computer, software or Considered
ISP failures Best Efforts
= Delays caused by committee
vendors/contractors

= Failure to use filing software properly

b) Committee may not use best efforts defense if failure to report
is due to unavailability; inexperience or negligence of staff,
counsel or organization; failure of committee’s computer
system; delays caused by vendors; failure to understand or
know the law; or failure to use filing software properly.

See 11 CFR 111.35(d).
4. For more information, review:
Rule

e Explanation and Justification for the Regulations on Best
Efforts in Administrative Fines Challenges -
sers.fec.gov/fosers/showpdf.-htm?docid=5970

® Record article - www.fec.gov/updates/best-efforts-defense-
replaces-the-extraordinary-circumstances-defense/

Policy Statement

e Statement of Policy Regarding Treasurers’ Best Efforts to
Obtain, Maintain, and Submit Information as Required by the
Federal Election Campaign Act - www.fec.gov/resources/cms-
content/documents/fedreg_notice_2007-13 _EQ13892.pdf

e Record article - www.fec.gov/updates/policy-statement-on-
treasurers-best-efforts/

15
Prepared by the Federal Election Commission



2025 Year-End Reporting Webinar
PACs and Party Committees

Best Practices: Filing

v Ensure your staff and vendors
understand filing rules and deadlines

v Update software regularly

v" Have a current email address on
FEC Form 1 to receive courtesy
email reminders

v Filers can add two email addresses

Best practices for filing reports

Ensure your staff and vendors understand filing rules and deadlines.

Electronic filers: update your software regularly.

Have a current email address on the FEC Form 1 to electronically receive Requests
for Additional Information (RFAIs) and courtesy reminders about reports due.
Up to two email addresses can be provided on a FEC Form 1 for receiving FEC
communications.

Notify the Commission of address, email and treasurer changes by filing an
amended FEC Form 1.

Provide timely and adequate responses to RFAISs.

FEC Record article outlining dates and deadlines for year posted every January -
www.fec.gov/updates/?update_type=fec-record

16
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FORMS AND SCHEDULES

I. FEC Form 3X — Report of Receipts and Disbursements

Used by PACs and Party Committees

= Cover Page: shows report type/coverage dates
= Summary Page: overview of receipts and disbursements

= Detailed Summary Page: overview of receipts and
disbursements by category

= Schedules: show detailed info by line number

=
FEC
FORM 3X

REPORT OF RECEIPTS 1
AND DISBURSEMENTS
For Othae Than AR AUSNOMDSD COMMITINe

1 MAME OF TYPE OR AT ¥ Examgie: i typig. type
COMMTTEE (m over tom bnes.

Committee name,
mailing address,
FEC ID number

qqqqqq
w

Type of report
(e.g., Year-End)

g

Period covered

Treasurer’s
signature and date

Foamason may suspct e pamion sgring s Repo B e penaies of 62 US.C. § 0128

[ [ ]

FEC FORM 3X
P 82018

17
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Detailed Summary Page: Receipts

[ DETAILED SUMMARY PAGE 1

of Receipts
FEC Form 3X (Rev. 05/2016) Page 3

Write or Type Committee Name

Report Covering the Period: From To

K COLUMN A COLUMN B
1 Conmbumrm; From

{a) Individuals/Persons Other
Than Political Commitiees
(i) Memized (use Schadule A) . . s s

(i) Unitemized ..............cooooovooecens
{iii) TOTAL {add
Lines 11(a)i) and (il).......c.c.....P

(b) Political Party Committaes.........
(c) Other Political Committees
(such as PACs)
Total Contributions (add Lines
11(alii), (b), and (c)) (Carry
Totals to Line 33, page 5)...... >
12. Transfers From Affiliated/Other
Party Commitiees............

(g

SCHEDULE A (FEC Form 3X) I i
=) | joneck oy o)

Reporting Receipts == Lo

Always itemize:

v' Contributions from party
committees and organizations

‘Ameurs of Each Recept ihes Panod

Fult Mame o ieicheal (Last Frst Ve rst) o Fufl Drgamization ame.

v" Contributions from other political P
committees

T e p——
taciersl poitical cemeitise

Tama o Emgayer for W |'Jocm T v

v" Transfers =

| Prmary [
| omer specryw

‘ Agregam. Year 1o ¥

v' Loans ——————e e
"

mng Aoess

Dase of Raceipt

cay !xn Izn Code

Itemize all other receipts when: St ©

e of Empyer (o mawa) ‘m...m C

v Aggregate > $200 from one source in R
a calendar year :

Amaurs of Each Recait ihes Paricd

Marms hem

| Ganarst

‘..,_.__,.“..,Lm«

SUBTOTAL of fiacegss Tris Page (qomena)

TOTAL This Period (last page s e aurber o)

A. Report receipts on the appropriate line number
1. Itemize regardless of amount:
a) Contributions from political committees - Line 11b or 11c¢
b) Transfers from affiliated authorized committees - Line 12
C) Loans received — Line 13
2. Threshold for other categories
18
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Itemize all other receipts once they exceed $200 when aggregated
with other receipts from that same source during the calendar year.

Best Efforts Statements

Can be filed “presumptively” at the beginning of
the calendar year D~
Be sure your statement: 0
= Qutlines your committee’s set procedure 0 —
®  Includes each of the required steps outlined Q -~
in the committee guide

Retain detailed records of your follow-up requests
(copies of letters, emails, phone logs)

3. Best efforts (11 CEFR 104.7)
Required to make “best efforts” to obtain, maintain and report required
information.
a) To show “best efforts,” committee must:

(1) Request information in solicitation, along with
applicable disclaimer informing contributors that
information is required under federal law; and

(2) Make follow-up request within 30 days of receipt of
contributions lacking required information, keep written
documentation of follow-up request (with no additional
solicitation made).

b) Amend reports to disclose information received but not
previously disclosed (or to include information in memo
reports on the next report filed).

19
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Detailed Summary Page: Disbursements

[ DETAILED SUMMARY PAGE ]
FEC Form 3X (Rev. 052016) of Disbursements Page 4
IL. Disbursements. COLUMN A COLUMN B
Total This Period Calendar Year-to-Date

Operatng
2] Alecated Federal/Non-Feceral
Actiaty [from Schedule H&)

(i Federal Share

(i) NorvFederal Share
b} Oeher Federal Operating
Expenditures
Total Operating Expendetures.
(add 21(a)(i), (a)(i), and (b)) »>
22 Translers to Affliated'Other Party

Comminess._.... .. .. .
23, Contribusons %o

Federal Cancidates/Commitiees

and Omer Poitical Commitices...
24. Independent Expenditres

fuse Schedule E)
25. Coordinated Party Expencitur

152 USC. § 30116(d))

fuse Schedule F)..... ...

(4

26. Loan Repayments Made..

27. Loans Made. ... ... R ——
28. Refunds of Confributions To:
@) IndvidualsPersons Other
Than Poitical Commimees

SCHEDULE B (FEC Form 3X)
ITEMIZED DISBURSEMENTS

Reporting Disbursements

Always itemize:

v' Transfers to affiliated committees

v Loans made and repaid

v' Contributions to federal candidates
and other political committees

Itemize all other
disbursements when:

v Aggregate > $200 to same payee
in a calendar year

B. Report disbursements on the appropriate line number
1. Itemize regardless of amount:
a) Transfers to affiliated authorized committees — Line 22
b) Contributions made to candidates/other political committees — Line 23
C) Loan repayments — Line 27
2. Threshold for other disbursement categories

Itemize all other disbursements once they exceed $200 when aggregated
with other disbursements to the same payee during the calendar year.

20
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Purpose of Disbursement

Entry must be sufficiently specific, when
considered with the identity of the recipient,
to provide a clear reason for the payment

Full Name (Last, First, Middle Initial)
Date of Disbursement
e ouP 13] 15 | 2025
Mail
“135Money Lane
Gty Sta Zip G it
! CItV IET I P Dﬁoooo FEC Identification Number
urposé of Disbursement . . . C
Digital Advertising Consulting
Category/ Amount of Each Disbursement this Period
Type
Ofiice Sought: House Disbursement For: :L0,00 Q.OO
Senate [ Primary | General
| President | ] Other (specity) ¥ Moo liem

3. Purpose of disbursement

a)

FEC regulations require that the “purpose of disbursement” entry for

each disbursement be sufficiently specific, when considered with the
identity of the recipient, to provide a clear reason for the payment.

Purpose of Disbursement

Rule of thumb:

Non-exhaustive list available online:
www. fec.gov/help-candidates-and-committees/purposes-

disbursement/

Could a reader discern why a payment
was made by reading the description?

b)

Rule of thumb: consider whether purpose would allow someone

unaffiliated with committee to discern why a payment is made.

21
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c) Lists are updated periodically and made available online
www.fec.gov/help-candidates-and-committees/purposes-

disbursement/

Common Schedule Errors

Make sure all the schedules needed are included with the filing

23. Gonfrioutions o Disbursement on
Federal Candidates/Committees .
and Other Poltical Comitles............ - $3,500.00 Detailed Summary Page

SCHEDULE B (FEC Form 3X)
ITEMIZED DISBURSEMENTS

- Full Name (Last First. Miccle initial
* 1Jane Doe for Congress
uuuuu | 10 11 2025

Dt of Disbursament

:’“,F?,‘EQ‘!L'}! J\‘}i\ _ABEEOO FEC kdeniiicaion Humber

Supporting Schedule B || contribution ——
Contrput ] prre—
Ol et 134 oo e . 3,500.00

piay 3
Prassdon Other (sgmaty) ¥

swe WA oo 1 Moma som

C. Common schedule errors
1. Include correct schedules
The Detailed Summary Page gives cues as to which schedules will need
to be included with the filing. For example, if the committee has an
amount on Line 23, a Schedule B will need to be included in your filing
to support the amount on Line 23 of the Detailed Summary Page.
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Include all information required
by each schedule:

= Full name of contributor Common
= Employer/occupation information Schedule
= Purposes of disbursement Errors

m Purposes for debts

2. Fill out the schedule completely
If filing electronically, it is helpful to review the report as it appears filled
in on the FEC Forms. Add any missing information, including purposes
of disbursement or employer and occupation information.
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Common Math Errors

- . L. - 1
— Cash on hand
Reen Comemg e Pesos. Fem 07 01 | 2025 w 12 31 2025
R Detailed Summary Page

= Line totals

= Column B figures
(YTD or ECTD)

Amendments

D. Common math errors
1. Cash on hand
The ending balance of the last report should match the opening balance
of the current report.
2. Use the Detailed Summary Page to conduct a quality check for
columns A and B
e Ensure that each of the “total” lines equals the sum of the lines
supporting that total line.
¢ Do the math to ensure that the Column B figure (Year-To-Date)
is correct. Column B from last report + Column A from this
report = Column B for this report.
3. Amendments
Math errors like those mentioned above occur frequently when a
committee amends a past report and does not file all subsequent reports.
For changes made to an old report, the committee may need to file all
subsequent amendments in many cases, including if any contributions
or disbursements moved lines, if activity moved to a different report, or
if activity is added or removed from that reporting period. A small
adjustment on a past report can affect each of the following reports.
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REPORTING SCENARIOS

SCENARIO #1: ITEMIZING CONTRIBUTIONS RECEIVED

Itemizing Receipts

Reporting Contributions Received
M What type of transaction is this?
v How must the committee disclose this transaction?

v What information from the scenario do we need to
disclose this correctly?

VM Tricky issues?

On December 15, 2025, Mr. and Mrs. Goodbar present a contribution check for $10,000 to
the Citizens Who Love Candy PAC, a federal PAC. They used their personal joint account

for this contribution, but were careful to both sign the check and note how much to attribute
to each of them. (Neither Mr. nor Mrs. Goodbar have contributed to the PAC in 2025).
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REPORTING SCENARIO #1
REPORTING RECEIPT OF CONTRIBUTION

Mr. and Mrs. Goodbar 1()'3()
. 301 Cocoa Avenue 5

Hershey, PA 17033 Dec. 15, 2025

DATE

: ravroTic Citizens Who Love Candy PAC | $10,000.00

Ten thousand and 00/100 -- poes (] EEe

02 $5,000 - Mrs. G / $5,000-Mr.G 7%z ﬁaﬂ’éu- M. 9@@1&4
. w0000D001ALe OOODOOSZ29« 1000

1. What type of transaction is this?
Answer: Mr. and Mrs. Goodbar have each made a $5,000 contribution to the PAC.

2. How must the committee disclose the transaction(s)?
Answer: Since the aggregate contributions from Mr. and Mrs. Goodbar exceed
$200 in the calendar year, the PAC must disclose each contribution, itemizing
them on the Year-End Report on Schedule A, Line 11a(i).

See reporting example on next page
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SCHEDULE A (FEC Form 3X)
ITEMIZED RECEIPTS

FOR LINE NUMBER: lF'AGE OF

Use separate schedule(s) (check only one)
for each category of the F
Detalled Summary Page .x @

16 [ 17

11a
13

e [
14

e
15

Any information copied from such Reports and Statements may not be sold or used by any person for the purpose of soliciting contributions
of for commercial purposes, other than using the name and address of any political 10 Sobcit from such

% NAME OF COMMITTEE (In Full)

Citizens Who Love Candy PAC

Full Name of Individual (Last, First, Middle Initial) or Full Organization Name

A Mr. Goodbar

Date of Receipt

Mailing Address
01 Cocoa Avenue

12 15 2025

City
Hershey

State Zip Code

PA 17033 Amount of Each Receipt this Period

FEC ID number of contributing
tederal political commitiee

Name of Employer (Tor Indrvidual)

The Hershey Co.

C : ~5,000.00

[Gecupation (lor Individual) Memo ltem

Candy Maker

Recaipt For:
Primary General
Other (specify) w

Aggregate Year-io-Date W

~5,000.00

Full Name of Individual (Last, First, Middle Initial) or Full Organization Name

B. Mrs. Goodbar

Date of Receipt

Mailing Address
301 Cocoa Avenue

12 15 2025

Ci
N Hershey

FEC ID number of contributing
feceral political cormmittee

State

Zip Code
PA l 17033 Amount of Each Receipt this Period

C , ~5,000.00

Name of Employer (lor Individual)
The Hershey Co.
Receipt For
Primary General
Other (specify) w

Occupation (for Individual) Memo item
Candy Maker

Aggregate Year-to-Date ¥

. 5,000.00

3. What information from the scenario do we need to disclose this correctly?
Answer: Remember, for contributions greater than $50, a committee must obtain the
identity of the contributor and the date the contribution was received. The committee
must also use “best efforts” to obtain, maintain and report the name of employer and
occupation since their aggregate year-to-date contributions total to the PAC is greater
than $200 each in the calendar year.

Tricky Issues/Points to Remember:

e [temize contributions from an individual or other person/entity on Schedule A,
Line 11(a)(i) once aggregate calendar year to date received exceeds $200.

e Required information in itemizing receipts:

Date of receipt
Amount

O O O O O O

Full name and address of contributor or source
Occupation/employer — if contributor is an individual

Aggregate year-to-date total of all receipts from the same source.
Optional, but encouraged: committee ID# where applicable

e Date used on the report is the date of receipt — not the date of deposit, or the date

on the check.

e Don’t fill in election information on Schedule A for individual contributions.
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SCENARIO #2: REPORTING ULTIMATE PAYEES

Itemizing Disbursements

Reporting Ultimate Payees
M What type of transaction is this?
I How must the committee disclose this transaction?

I What information from the scenario do we need to
disclose this correctly?

VM Tricky issues?

On December 5, 2025, Joy Almond, the treasurer for American Candy PAC, realizes that the
office is low on supplies. She runs out to the nearby Staples office supply store and uses her
personal funds to purchase $750 worth of office supplies. She is reimbursed by the PAC in full
on December 30.

1. What type of transaction is this?
Answer: Joy’s initial purchase is an advance of personal funds. When an individual
who is not acting as a vendor advances personal funds to obtain goods or services that
are used by a political committee, the committee must treat the individual’s payment
as a contribution and as an outstanding debt until reimbursed. 11 CFR 116.5.

2. How must the committee disclose the transaction(s)?
Answer: Joy advanced funds and was reimbursed in the same reporting period.
Therefore, the reimbursement made to her is itemized on Schedule B for Line 21b
(Other Federal Operating Expenses). Joy is listed as the payee, along with her
mailing address, and the date, amount and purpose of the reimbursement.

Because her payments to the vendor aggregated more than $200 in a calendar year,
the PAC must also include a memo entry that includes the name and address of the
vendor, as well as the date, amount and purpose of the repayment.

See reporting example on next page

28
Prepared by the Federal Election Commission



2025 Year-End Reporting Webinar
PACs and Party Committees

SCHEDULE B (FEC Form 3X) o o e ] FOR e noER e OF
ITEMIZED DISBURSEMENTS e o) | (eneck ony one)
Detailed Summary Page 2o H = H = H = BN
28a 280 28c 2 306
R Any information copied from such Reports and Statements may not be sold or used by any person for the purpose of soliciting contributions
e po of lor commercial purposes, other than using the name and address of any political 10 solcit from such
NAME OF COMMITTEE (In Full)
R = b t American Candy PAC
e I m u rse m e n Full Name (Last, First, Middle Initial)
A rsemen
Almond Joy m o Dispursement
Mailing Addr 12 30 2025
460 East 32 Street
City Stata Zip Code
New York | NY | 10024 FEC \dentiication Number
Year-End (YE) Report; Fiss o Bapane : : c
Reimbursement for office supplies
F Ec Fo rm 3x: Candidate Name Ca;e?gzrw Amount of Each nimrserne;:;l; P;(x;o
- Office Sought: House Desbursement For: i . .
Schedule B, Line 21(b) S prmay ] ora
President Other (specify) w Memo Hem
State: Dhstrict
Full Name (Last, First, Middle Initial)
B. Staples Date of Disbursement
Waiing Address 12 05 @ 2025
de and 600 West 79t Street
Made an City N York SﬁﬁY |Z'Pl‘:|°)ﬁ24 FEG identification Number
Reimbursed o TOTR G
. Office supplies
in Same Candidate Name Category! Amount of Each Disbursement this Period
- T
PerlOd Office Sought: House Desbursement For: = i . 750.0“
Sanate Primary General
President Other (specify] I I
State Dnstrict: f ' x ol

3. What information from the scenario do we need to disclose this correctly?
Answer: To itemize ultimate payees, the PAC needs not only Joy’s name and address,
but also the date she made the initial payment to the vendor, as well as the vendor’s
name and address. The specific purpose of the disbursement must be listed and must
meet the qualifications to be considered an “adequate” purpose.

Tricky Issues/Points to Remember:
e Disbursements are itemized when payments made to a specific payee aggregate more
than $200 in a calendar year.
e In these two situations, the political committee must provide additional information
about a vendor who was the ultimate payee:
o The committee reimburses an individual who used personal funds to pay
committee expenses aggregating more than $200 to a single vendor.
o The committee’s payment of its credit card bill includes charges of more than
$200 to a single vendor.
e Notice of Interpretive Rule (July 8, 2013) - www.fec.gov/resources/cms-
content/documents/fedreg _notice 2013-09 _EQ13892.pdf
e More information on reporting ultimate payees - www.fec.gov/updates/reporting-
ultimate-payees-for-committee-disbursements-re-draft-interpretive-rules/
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SCENARIO #3: CONTRIBUTIONS MADE TO CANDIDATES
(FEDERAL vs. NONFEDERAL)

Itemizing Disbursements

Contributions to Federal Candidates

= Disclosed on Schedule B, Line 23 |
= Include office sought, state & district (if applicable)
= Include election designation '

Contributions to Nonfederal Candidates

m Disclosed on Schedule B, Line 29

Itemizing Disbursements

Reporting Contributions Made to Federal and
Nonfederal Candidates

v What type of transaction is this?
I How must the committee disclose this transaction?

M What information from the scenario do we need to
disclose this correctly?

M Tricky issues?

Reporting Examples #3A — 3D

American Candy PAC (a multicandidate committee, quarterly filer) makes several
contributions to both federal and nonfederal candidates. In the following four examples,
let’s evaluate the proper way for the PAC to disclose these contributions.
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Example #3A: Contribution made to federal and nonfederal candidates

On November 1, 2025, the PAC makes a $5,000 contribution to Goodbar for Congress.

1. What type of transaction is this?
Answer: Contribution from the PAC to a federal candidate.

2. How must the committee disclose the transaction?

Answer: Report the contribution on Schedule B for Line 23.

3. What information from the scenario do we need to disclose this correctly?
Answer: Itemization includes office sought, state & district of the candidate as well as

election designation.

Report Contribution Made to Federal Candidate

December Monthly (M12) Report; FEC Form 3X: Schedule B, Line 23

SCHEDULE B (FEC Form 3X)
ITEMIZED DISBURSEMENTS

Use separate schedule(s)
for each category of the

FOR LINE NUMBER: PAGE OF
(check only one)
21b

Detailed Summary Page

2Ba

22 23 26 27
28b 28c 29 30b

Any information copied from such Reports and Statements may not be sold or used by any person for the purpose of soliciting contributions
or for commercial purposes, other than using the name and address ol any political committee to solicit contributions from such committee.

NAME OF COMMITTEE (in Full)

American Candy PAC

Full Name (Last, First, Middle Initial)

A. Date of Disbursement
Goodbar for Congress " O
Mailing Address . 11 01 2025
77 Sunshine Lane
City Stat Zp FEC Identification Number
Tampa L 614
Purpose of Disbursement C
Contribution 011
ca“"gﬂa‘:::é"; Goodbar Category/ Amount of Each Disbursement this Period
Type
Office Sought House Disbursement For: 5,000.00
Senate m Primary General g
President Other (specily) w
State: FI. District: 14 | Marno fern
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Example #3B: Contribution to nonfederal candidate
On December 10, the PAC makes a contribution to Re-Elect Baby Ruth for Governor,
a nonfederal campaign.

1. What type of transaction is this?
Answer: Contribution made by the PAC to a nonfederal candidate.

2. How must the committee disclose the transaction?
Answer: Contributions made to nonfederal candidates are reported on Schedule B,
Line 29.

3. What information from the scenario do we need to disclose this correctly?

Answer: Itemization includes purpose of disbursement “Nonfederal contribution,”
but candidate information is NOT needed.

Report Contribution Made to Nonfederal Candidate

Year-End (YE) Report; FEC Form 3X: Schedule B, Line 29

SCHEDULE B (FEC Form 3X)

Use separate tole) FOR LINE NUMBER: PAGE OF
ITEMIZED DISBURSEMENTS for aacf,'a category 0,"1,.,3 m“““;;:'? "”9’22 » v .
Detailed Sum P
ed Summary Fage 28a [ 280 Hzac Hz‘a Hwb

Any information copied from such Reports and Statements may not be sold or used by any person for the purpose of soliciting contributions
or for commercial purposes, other than using the name and address of any political committee to solicit contributions from such committee.

NAME OF COMMITTEE (In Full)
American Candy PAC

Full Name (Last, First, Middle Initial)

Re-Elect Baby Ruth for Governor

Date of Disbursement

Mailing Address - li 10 I 2025
873 Long Drive
o Aberdeen SIEIMD Ze 6031001 FEC Identification Number

Purpose of Disbursement . . C
Nonfederal contribution 011

Amount of Each Disbursement this Period

Not Applicable 900.00

Memo ltem
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Example #3C: Refund of contribution made
On December 12, 2025, American Candy PAC receives a refund check from the Committee to
Elect Bazooka Bubble.

The contribution was originally made on September 25, 2025, designated for the general
election and disclosed by the PAC on their October Quarterly Report. After a successful
campaign, the candidate Bazooka Bubble decided to use excess campaign funds to refund some
contributors.

1. What type of transaction is this?
Answer: The campaign is refunding a contribution made by the PAC.

2. How must the committee disclose the transaction?
Answer: When a refund check is received from another committee and deposited into
the PAC’s account, it should be disclosed as a receipt on Schedule A, Line 16.

3. What information from the scenario do we need to disclose this correctly?
Answer: Itemization includes FEC ID number of the campaign committee issuing the
refund. Also include a notation indicating on which report the PAC originally
reported/itemized the contribution, “Contribution itemized on Oct Quarterly.”

Report Refund of Contribution Made as Receipt

Year-End (YE) Report; FEC Form 3X: Schedule A, Line 16

SCHEDULE A (FEC Form 3X%) FOR LINE NUMBER: | PAGE OF
Use separale schedule(s) (check only one)
ITEMIZED RECEIPTS for each category of the
Delailed Summary Page Ma e e 12
13 14 15 [Xis [ 7

Any informalion copied from such Reporls and Stalements may nol be sold or used by any person for the purpose of soliciling centributions
or tor commerdal purposes, other than using the name and address ol any polilical commitlee lo solicit conlribulions from such committee.

NAME OF COMMITTEE (In Full)

American Candy PAC

Full Name of Indiyidual (Last, Firsl, Middle Initial) or Full OrﬁnizBIiEIName
u

A. Committee to Elect Bazooka e Dale of Receip!

Mailing Address . W (R L gy
873 Long Drive 12 12 2025

City State Zip Code
Aberdeen MD 21001 Amount of Each Receipl this Period

FEC ID number ol contributing

federal poI:'rlticaI mmmilt:e.u " C 00011011 . . 500'00

Name of Employer (for Individual) Occupation (for Individual) Memo lem

Recept For Aggregate Year-lo-Dale ¥ Contribution itemized
X Primary General ~500.00 on November Monthly

Other (specily) v
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Example #3D: Uncashed check of contribution made
On December 15, 2025, the PAC Treasurer Joy Almond realizes the $5,000 contribution it made
to Goodbar for Congress was never cashed, so she cancels the check.

1. What type of transaction is this?
Answer: Contribution made by the PAC was never cashed, resulting in the PAC
canceling the check.

2. How must the committee disclose the transaction?
Answer: Voided or returned/uncashed checks are disclosed as negative disbursement
entries on Schedule B, Line 23 — supporting the Detailed Summary Page line number
where the transaction was originally disclosed.

3. What information from the scenario do we need to disclose this correctly?
Answer: Itemization includes purpose of disbursement “Check uncashed” as well as the
applicable candidate information (office sought, state & district, election designation).
Also include a notation indicating on which report the PAC originally reported/itemized
the contribution, “Check uncashed, see Post-General.”

Report Uncashed Check as Negative Disbursement

Year-End (YE) Report; FEC Form 3X: Schedule B, Line 23

SCHEDULE B (FEC Form 3X) FOR LINE NUMBER: PAGE __ OF
ITEMIZED DISBURSEMENTS for cach category of e, | (check only one)

Detaled & b 21b 22 23 26 27
l ummai e
clalle S 28a 28b 28c 29 30

Any information copied from such Reports and Statements may not be sold or used by any person for the purpose of soliciting contributions
or for commercial purposes, other than using the name and address of any political committee to solicit contributions from such commitiee.

NAME OF COMMITTEE (In Full)

American Candy PAC

Full Name (Last, First, Middle Initial)
A. Date of Disbursement
Goodbar for Congress o R
Mailing Address . 12 15 2025
777 Sunshine Lane
City Tampa Stata 2'5%14 FEC Identification Number
Purpose ol Disbursement C
Check uncashed 011
Candidate Name - Dia . S
Category/ Amount of Each Disbursement this Period
James Goodbar Type
Office Sought: )| House Disbursement For: = 5,000.00
Senate Primary General
President x‘ Other (specily) w Check uncashed
State: FI. District: 14 Vemo M See Dec Monthlv
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SCENARIO #4: CURING EXCESSIVE CONTRIBUTIONS - REDESIGNATIONS &
REATTRIBUTIONS

Itemizing Disbursements

Redesignations

= Use memo entries to note previously reported information;
do not add to the totals

= If redesignated after the close of books, show redesignation
on next report and indicate the report on which it was
previously itemized

= Previous report should not be amended

= If redesignating for previous election to retire debts, include
year, debt and election (e.g., 2022 general debt)

Itemizing Disbursements

Reporting Redesignations
M What type of transaction is this?
I How must the committee disclose this transaction?

v What information from the scenario do we need to
disclose this correctly?

M Tricky issues?

On October 28, 2025, the American Candy PAC (a multicandidate PAC) mails off a $6,000
primary election contribution check to Committee to Elect Kit Kat. The campaign receives
the contribution check and sees that the PAC made an excessive contribution.
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The campaign treasurer sends an email thanking American Candy PAC for the contribution.
In the email, the campaign informs the PAC that the contribution is in excess of the limit by
81,000 and asks if the PAC would be willing to redesignate the excessive portion to the next
election, the 2026 general, if not, the campaign will issue a refund for the excessive amount.
The PAC knows they have 60 days to respond and waits until after the general election. On
December 3, the PAC responds to the email, agreeing to redesignate the excessive $1,000 to
Kit Kat’s 2026 general.

1. What type of transaction is this?
Answer: There are two transactions for this example. First, disclosing a contribution
made by the PAC to a federal candidate; and second, disclosing the redesignation of
the excessive portion of the original contribution made to a different election, as
agreed upon by the PAC.

2. How must the committee disclose the transaction(s)?
Answer: Disclosure consists of two transactions: first the $6,000 contribution made
on October 28 is reported by the PAC on the November Monthly Report; second, the
redesignation is reported on the PAC’s Year-End Report.
(NOTE: the redesignation isn’t complete until the PAC agrees to redesignate the
excessive portion). Both transactions are disclosed on Schedule B, Line 23.

3. What information from the scenario do we need to disclose this correctly?
Answer:
Report original contribution as disbursement: itemize the check as written — $6,000
for the primary — include purpose of disbursement “Contribution” as well as the
applicable candidate information (office sought, state & district, election designation).

To completely disclose the redesignation, itemization consists of three separate entries
on Schedule B.

Report disbursement: show reporting using two separate entries:

1.

Show original $6,000 contribution again as a MEMO entry (check “Memo Item” box);
include notation indicating on which report the PAC originally reported/itemized the
contribution and that the redesignation follows below, “As disclosed on November
Monthly, Redesignation below.”

Subtract excessive amount of contribution — $1,000 removed from primary contribution,
as a MEMO entry.

For both entries, include cross-reference notations: “redesignation below”

Report redesignation: show reporting of $1,000 contribution from the PAC as a MEMO
entry. Change designation to general and include notation indicating “Redesignation.”

See reporting examples on next page
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Report Contribution Made as Disbursement

November Monthly (M11) Report; FEC Form 3X: Schedule B, Line 23

SCHEDULE B (FEC Form 3X) FOR LINE NUMBER: PAGE OF
U b hedul

ITEMIZED DISBURSEMENTS lor sach category of e, | K oW One) L M
Detalled Summary Page 28a 28b {Z] 28¢ H 29 a0b

Any information copied from such Reports and Statements may not be sold or used by any person for the purpose of soliciting contributions
or for commercial purposes, other than using the name and address of any political committee to solicit butions from such cc i

NAME OF COMMITTEE (In Ful)

American Candy PAC

Full Name (Last, First, Middle Initial)
- - Date of Disbursement
Committee to Elect Kit Kat o _ .
Mailing Address 10 28 2025
i t
City - S Zip
Chlcago lf[ %13 FEC Identification Number
Purpose of Dusb_ursnmpl C 00011011
Contribution 011
Candidate Name _
- Cat ; Amount of Each Disbursement this Period
Kit Kat e
Office Sought X House Disbursement For: 6,000.00
Senate X/ Primary General ! R ‘d = il
President Other (specity) & edesignation
State: IL District: 9 Memo ltem PEI‘IdIng

SCHEDULE B (FEC Form 3X)
ITEMIZED DISBURSEMENTS l -

Re port ’} o Amueur;élan ‘Clandv PAC

* Committee to Elect Kit Kat

Redesignation of 7060 West Addison et 10 3 s

- - m——y l| .‘.IL [” .-6”13 4 S
Contribution Made niition o
o TeimeTa — 6,000.00
el x::-".-“..-». ) Sone XIAsdbcluRe.;du_l;N;\_! Mzntlhl\r
se JL  Gesa O dwrs e esignation below
Year-End (YE) Report; ® " Committee to Elect Kit Kat e
. “1060 West Addison Street
FEC Form 3x-- C']jcagfw ’.MIL "60§13 ‘ C [ v
Schedule B, Line 23 . Contribution T e
L3 L— T L - 1,000.00
Pressios X Redesignated
wwe JL G O e below
¢ .Committeeto Elect Kit Kat e —
“1060"West Addison Street | 205 (9%
“Chicago 1L " 60613 | ey
“Contribution | o1 | ©
-wKi-tl)(.at 'x!:.... T Toein - " .‘-:‘;' 1 - — ;600:{;(}‘
I .11'% q,..,c X wee e Redesignation
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LOOKING AHEAD:
REPORTING INDEPENDENT EXPENDITURES

Independent Expenditures

Communications that: " Elect Wonka!
Expressly advocate the election ——
or defeat of a clearly identified .

candidate; and

Are made without cooperation,
consultation, request or suggestion e e
Of Candidate Or par_ty Commlttee candidate or candidate’'s committee

Independent expenditures — definition

Expenditure for communication that “expressly advocates™ the election or defeat of a clearly
identified candidate and that is not made in cooperation with, or at the suggestion of, the
candidate or his/her campaign or its agents, or a political party or its agents.

Independent Expenditures

M PACs and party committees report
independent expenditures on
Schedule E of FEC Form 3X

M Date made is date communication
is disseminated

I Independent expenditures
aggregated on a per calendar year,
per election, per office sought basis
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Independent expenditures — disclosure
e Report using FEC Form 3X, Schedule E during appropriate reporting period.
e Date made = date disseminated
o An independent expenditure is considered made when it is publicly distributed or
otherwise publicly disseminated.
o Interpretive rule (October 4, 2011) - www.fec.gov/resources/cms-
content/documents/fedreg _notice 2011-13_EQ13892.pdf
e Aggregation on per calendar year, per election, per office sought (race) basis.

Additional reporting of independent expenditures on 24- and 48-hour basis

e 24- and 48-Hour Report is filed using stand-alone Schedule E; check appropriate
box to note type of report.

e Disclose last-minute expenditure again on next regularly scheduled report.

48-Hour Reports

IEs aggregate >$10,000
made >20 days before election

Reporting
Independent T
Expenditures

* Qur Dates and deadlines page will be updated with all the dates
for the 2026 cycle as they become available

e 48-Hour reporting (11 CFR 104.5(g)(1))

o Must file 48-Hour Report for independent expenditures that aggregate $10,000
or more, anytime during a calendar year up to and including the 20th day before
an election.

o 48-Hour Report is required each time an additional $10,000 is aggregated in
independent expenditures.
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24-Hour Reports

IEs aggregate >$1,000 made
<20 days but >24 hours before election

schminE
=

Reporting
Independent

e Expenditures

* Our Dates and deadlines page will be updated with all the dates
for the 2026 cycle as they become available

e 24-Hour reporting (11 CFR 104.5(g)(2))
o Must file a 24-Hour Report for independent expenditures aggregating $1,000 or
more made less than 20 days but more than 24 hours before the day of an election.
o 24-Hour Report is required each time an additional $1,000 is aggregated in
independent expenditures.
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Questions on IE Reporting?

More on making and reporting
independent expenditures:
www. fec.gov/help-candidates-and-
committees/making-independent-
expenditures/

Contact RAD:
www. fec.gov/help-candidates-and-
committees/question-rad/

More: Time frames for independent expenditures reporting for the current year -
www.fec.gov/help-candidates-and-committees/dates-and-deadlines/

Making independent expenditures - www.fec.gov/help-candidates-and-
committees/making-independent-expenditures/

Reporting independent expenditures on FEC Form 3X - www.fec.gov/help-
candidates-and-committees/making-independent-expenditures/reporting-independent-
expenditures-form-3x/
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Avoid Common Mistakes

v Check for math errors

v" Include all required schedules, provide all required information

v Consult form instructions available on FEC.gov

v" Designate contributions

v" Only enter contributors into reporting software once to avoid
aggregation problems

v" Ensure correct committee name disclosed for contributions
made/received

Avoiding common errors

e Check for math errors.

e Include all appropriate schedules.

e Provide all information required by schedule. Form instructions are available on FEC
website - www.fec.gov/help-candidates-and-committees/forms/

e Designate all contributions made to Federal candidate committees. If not designated,
contribution is applied towards next election and may result in excessive contribution.
Also indicate year of election and check primary or general. For special, runoff,
convention or recount election, check “other” and also include election type and year
(e.g., “Special General 2023”).

e Avoid accidentally entering contributors multiple times into the committee’s
reporting software program. This causes aggregation problems as well as excessive
contributions to be reported.

e Ensure the correct committee name is disclosed for contributions made. Using an
incorrect committee name creates data entry problems and errors on the public record.
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REPORTS ANALYSIS DIVISION REVIEW AND REFERRAL POLICY
Reports Analysis Division (RAD)
A. Organization of RAD — four branches

RAD is divided into four branches — Authorized, Party/Non-Party, Compliance
and Reports Processing.

Reports
Analysis
Division
|
| | | |
Authorized Party/Non- Compliance PRepor‘l_:s
Branch Party Branch Branch rg?:ﬁg;?g
Four Branches
Of RAD 16 Campaign Finance Analysts

Review all party and PAC reports

Four/five-month training program;
mentored for 6-12 months

PAC/Party Branch Analysts

Each analyst assigned 400-500 committees

State party committees assigned
by state; local party committees
assigned randomly

More senior analysts assigned to:
= |arger PACs
= National party committees
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Analysts Responsibilities

Review assigned committees’ reports
by established deadlines

Assist committees by phone, log calls
Respond to inquiries via email
Meet with committees upon request

Participate in FEC outreach programs

Work on special projects

Find Your Campaign Finance Analyst

Submit a question to the Reports Analysis
Division (RAD)

Authorized representatives 0 General information
1-800-424-9530

If you represent a committee or another entity registered with the FEC, RAD staff can Bl amros30pm
Relp answer your Teporting questions. Eastern Time
Submir this fon d your commirtee's RAD analyst will email you, usually within 3

business days. umediate assistance, use your designated analyst's provided

contact information to call the analyst by phone during business hours.

Find your committes's analyst -]

COMMITTEE NAME OR ID

Search for your committae to lind your campaign finance analyst,

www.fec.gov/help-candidates-and-committees/question-rad/
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I1. RAD Review of Reports and Referral Policy

Review and schedules
Referral POIIcy contributions from individuals

30 categories of review:

= Mathematical discrepancies
= Failure to provide supporting

= Failure to properly itemize

= Prohibited excessive and
impermissible contributions

= Improper itemization of
disbursements

A. RAD policy

1.

Policy is reassessed every election cycle and revisions/changes made
based on input from RAD and other offices (such as Office of General
Counsel (OGC)), and Commissioners.

A redacted version of the RAD review and referral policy can be found
on the FEC website.

B. Categories of RAD review

1.
2.

3.

Internal policy contains categories of review checked by the Analyst.
Policy has established thresholds for making determinations on
whether to send a RFAI

Thresholds are confidential.
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RFAI Thresholds

Thresholds are confidential;
Policy is approved by Commission

rem -
REPORTS ANALYSIS DIVISION Rev‘ ew a nd
REVIEW AND REFERRAL
PROCEDURES

2025-2026 ELJH?'(I'ION CYCLE Refe rra I Po I i cy

UNAUTHORIZED COMMITTEES,
TITLE 52 AUTHORIZED
COMMITTEES axp
TITLE 26 AUTHORIZED COMMITTEES

https://www.fec.gov/resources/cms-content/documents/Final-Redacted-2025-2026-RAD-
Review-Referral-Procedures.pdf

Review of Reports

Thresholds applied on per report basis

= If a reporting issue appears on multiple
reports, committee may receive multiple
RFAIs on same issue

= Analyst does not consider previous
responses to RFAIs, except:

» Best efforts procedures; and
» Foreign address safe harbor guidelines

It's possible to see an issue questioned
on one report, but not on another

4. Review is conducted on a per report basis, meaning the thresholds are
applied to each report reviewed.
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(a) This means a committee may receive a RFAI which includes
the same issue already addressed in response to a RFAI
referencing a different report.

(b) Exceptions include outlining best efforts procedures which
would apply to the two-year cycle and responses relating to
foreign address inquiries that indicate safe harbor guidelines
are followed for all contributions apply for the two-year
election cycle.

(©) There may be several issues that are aggregated together to meet
a single threshold, so it’s possible to see an issue questioned on
one report that isn’t included in an RFAI on for another report.

Request for
Additional Info

If internal thresholds are met:

= Analyst sends RFAI with response
due date in upper right corner

No extensions

Responses assessed by analysts and
team leaders

Analysts do not reply to committee
responses

C. Request for Additional Information (RFAI)
1. If internal thresholds are met, an RFAI is sent, with a “Response Due
Date” in the upper right hand corner of the letter, extensions are not
granted. The committee analyst’s name and contact telephone number
are also provided in the letter.

Tip:  You can find out who your analyst is by visiting: www.fec.gov/help-
candidates-and-committees/question-rad/
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RFAIs sent

(FEC Form 1)

STATEMENT OF
'ORGANIZATION

FEC Form 1

RAD emails RFAIs to email address(es)
on Statement of Organization

List up to two email addresses on

Ensure current contact information
appears on FEC Form 1

2. Committees should ensure they provide the most current mailing/email
addresses on their Statement of Organization (FEC Form 1). Often RFAIs
are returned by the Post Office due to an incorrect mailing address.

3. RAD sends RFAIs via email to the committee’s official email address, as
disclosed on the FEC Form 1. Up to two email addresses can be provided
(both will be used for emailing RFAIs). Committees will have the option
to continue to receive RFAIs on paper through the mail.

RFAIs sent K‘*%m

GRE(
1050 FIRST 8
WASHINGTON, DC 20463

by email ———

REFERENCE: YEAR-END REFORT

Dear Treasuzer

STATEMENT OF datenoted above could

fec ORGANIZATION ‘

FORM 1

S?IEA&iﬂmRrrnmk

will not be considersd

This letter is prompted by the Commission's preliminary review of the report referenced
sbove Thit nofics requests information sssential to full public disclosure of your faderal
dlection campaign fnances Fallure to adequately respond by the respamse
result in an andit or enforcement action Addtional
mﬁmmnmsvn—dnifvrﬂrfullm\glll’m‘f
Lie 16 of the Detuled Summry Page of your report dcloses ¢ total of
¢ Conmbuhons Made to Federal Candidabes and
Other Poliical Comamttees Tk agn of the emmes iemured om Schedule A
bowever, indicates the total to be §29,14346583. Please amend your report fo
(I.anf_\'dkd.lsnfpmq‘ (52U5.C. §301040b) amd 11 CFR. §1043)
Please note, you will not receive an addifional nefice from the Commission on this
matter, Adequate Tespomses must be received by the Commmission on or before the duc
date noted above fo be faken oty comsideration in determuzmng whether audit action will
be initiated Failwe to comply with the provisions of the Act may abo result in
enforcement action agamst the commifte Ay Tespomse submutied by your commiftee
will be placed on the public record and will be considessd by the Commission prior to
wking enforcement action Requests for eviemsions of time in which to respond

Apail 15, 2015

Response Due Date
o Response Due

www.fec gov/help-candidgtes-and-committees/request-additional-information.  Should you
g this matter or wish to verify the adequacy of your
gur toll-free number (800) 424-9530 (at the prompt press 5 to

contact Info 1) or my local number(202) 694-1172,

Smn.eteh

;jrzf = P

Jack Baisden
Sr. Campaign Finance & Reviewing Analyst
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Responding to RFAIs

Analysts do not always contact committees "
when a response is insufficient :

Committee should contact its analyst before
and/or after filing a response

Responding to RFAIs

Analysts do not make legal conclusions
Analysts cannot categorize your activity

In some cases, RAD consults OGC before sending an
RFAI and when assessing a committee’s response

4. Responses are assessed by the analysts and in some cases, team leaders.
a) Analysts do not reply to responses.
b) Contact is not made with committees in every case when a

response is not sufficient. Further explanation below.
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C) Committees are encouraged to contact their assigned analyst
prior to responding if unsure about how to respond or after a
response is filed to ensure an adequate response is received.

d) Keep in mind that analysts can’t make legal conclusions or
give guidance on a legal conclusion being made by a
committee. In addition, they cannot determine what category
your activity falls under (i.e., independent expenditures or
coordinated party expenditures).

e) In some cases, RAD consults with OGC before sending a RFAI
and when making a response assessment.

IS THIS NEW AMENDED
REPORT (Ny OR X (A)

FEDERAL ELECTION COMMISSION

Responding to

RFAIs

Miscellaneous Report To FEC (Form 99)

Sign-In For Registered Committees
(Requires Committee 1D and Electronic Filing Password)
# Indicates required fields
Committtes D (COOD00O00 |+
Password: [ewesseseses

E-mail: :heasurer@pac.mrri

(A receipt will be emailed to this address)

LOGIN CLEAR HELP

5. Must amend report when changing information that affects entries
on a report. This would include additions, changes or deletions.

6. Miscellaneous text submission (Form 99)

Used for narrative responses that do not affect actual entries within a
report. (For example, when outlining procedures for “best efforts” in
obtaining contributor information.)
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Audit Consideration Factors

Level of financial activity

Election results

Responses to RFAIs
v" Late or no response
v" Inadequate response

D. Referrals to the Audit Division
1. Factors for making referrals to the Audit Division
a) Level of financial activity
b) Responses to RFAISs:
(1) Late or no response,
(2) Inadequate response.
The number of amendments filed is not a factor.
3. The number of RFAISs is not a factor if responded to adequately and
on time.

N
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OGC & ADRO Referrals

Policy includes referral thresholds

RAD calls committee before
referring matter to explain RFAI
and request response

Committee’s adequate and timely
response may prevent referral

E. Referrals to Office of General Counsel (OGC) and Alternative Dispute
Resolution Office (ADRO)

1. Internal policy includes thresholds for determining whether a matter
should be referred to OGC or ADRO.

2. Committee will receive a phone call from RAD prior to a referral to
ADRO or OGC to explain RFAI and request a response.

3. An adequate response is required by the timeframe given to prevent the

matter from being referred.
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Action initiated by:

m FEC Audit and review
= Sworn and notarized complaint
= Referral from another office

Agency actions:

= Administrative Fines
= Alternative Dispute Resolution
m  Matters Under Review (MURs)

Internal Controls

A process desighed to ensure:

®  Effective and efficient operations
Reliable financial reporting
Compliance with laws and regulations
Protection of the organization’s assets

Formalize in writing

Educate committee staff

Verify that professional compliance firms use internal controls
and best practices
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Minimum
Safeguards:

Most banks offer fraud prevention services

Check and ACH debit Positive Pay

m Verify that checks and ACH debits Fraud Controls
presented to the bank are authorized
committee expenses

Contact your bank for more information
on Positive Pay programs

= Some banks may charge a fee for these
services, but others offer them for free

F. Fraud controls
1. Most banks offer services to prevent check and ACH fraud.
2. Fraud prevention programs (often referred to as Positive Pay

systems) allow your bank to work more closely with your committee

to verify that:

a) The checks presented to the bank for payment on your
account are authorized; and

b) The ACH debits made against your committee’s account are
approved committee expenses.

3. Some banks may charge a fee for these services, but others offer
them for free. Contact your financial institution for more
information.

More: Internal controls resources - www.fec.cov/help-candidates-and-
committees/keeping-records/misappropriated-funds/
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Best Practices: Reporting

v" Respond completely to RFAIs by specified deadline

v Contact your analyst with any questions, especially if
you are not sure what's wrong. The analyst can assist
prior to the report being amended

v Consult most recent “inadequate purpose” list

v Be sure all purposes of disbursements disclosed are
on “acceptable” list or would meet rule of thumb

Best practices:
e Consult most recent copy of inadequate purpose list.
e Make sure all purposes of disbursements disclosed are on the “acceptable” list or would
meet the rule of thumb.
e Respond completely to all RFAIs by the deadline specified.
e Contact your analyst to clarify questions and issues. Please contact the analyst if you
are unsure of what is wrong. The analyst can assist prior to the report being amended.
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Compliance Help

deral Election Commi T
T ATUS —of- AM

Submit a question to the Reports Analysis
Division (RAD)

Authorized representatives

If you represent a committee or another entity registered with the FEC. RAD staff can

help answer y

Reports Analysis Division information:
www.fec.gov/help-candidates-and-committees/question-rad/

More Reporting Help

Guides for campaigns and committees
www. fec.gov/help-candidates-and-committees/guides/

FECTube YouTube channel (including “Help with FECFile”)

www. youtube.comyuser/FECTube
Extended phone coverage

Call your analyst! 800-424-9530, press 5
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2025 Year-End PAC/Party Reporting Help Us Help Youl!

Webinar

. How would you rate the Ple.ase comPIete an
C e evaluation of this workshop.

How would you rate the j

speakers’ knowledge of the
subject matter?

. How would you rate the
speakers’ delivery of the
workshop content?

How would you rate the

) speakers’ responses to
questions from the
sudience?

https://fec.ethn.io/173324

Evaluation Link: https://fec.ethn.io/173324
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