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During today’s presentation, staff members from the Reports Analysis Division will assist you
with filing your Year-End Reports (due January 31) via FECFile. Our presenters will provide you
with an overview of the program’s fundamentals and show you how to effectively navigate the
software, create reports, enter different types of transactions, and provide all of the necessary
information for your FEC filings.

This presentation is designed to be as interactive and helpful as possible, so if you have any
guestions at any time during the presentation, please type them into the chat box.
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WORKSHOP OUTLINE

Part I: FECFile Basics (Getting Started Manual, pp. 5-8)

A.  Getting started with FECFile

e Database layout
e Tab names and purposes
e Data location, importance of backups
e Avoiding duplicate committee files

B. Setting up your database

C. Creating individual reports
e Types of reports

Part Il: FEC Form 1 — Statement of Organization (pp. 9-11)

A. Treasurer designation
e Assistant Treasurer

B. Affiliated committees
e Joint fundraisers

O Supports/Opposes only one Candidate (unauthorized) || Closed on Signed by Election cycle
Timmie, Jamie -

® Separate Segregated Fund

) Corporation " Labor Organization € Trade Association Affiliations, Agents & Banks Related to the Committee
" Corp. w/o Stock " Membership Organization " Cor Name [ Type [ Title/Position
] Lobbyist/Registrant PAC Pet Lovers Association Connected Organiza...
) Dog PAC Affiliated Committee
O Not SSF or Party, supports/opposes more than one candidate Ray, Terez Designated Agent Assistant Treasurer
(m] e m| Bank of America Bank
O Party Committee
C N (o] c

QO Joint Fundraising Representative (Authorized: g)
O Joint Fundraising Representative (Unauthorized: h) Qomﬁ%ﬁe’:sgﬁs:ggzs?ng 5 C I IC k on th e ag e nts b Utto n
_ to add a connected
Custodian of Records s r -
" = organization, affiliated
Treasurer committee, bank, and
ITm'm'ne, Jamie/Treasurer Edit Agents... des|gnated agent

Website Address (URL)

Type of Committee =
Party code Y g
O Principal Candidate Committee li -
O Authorized Committee (Not Principal) Ition \ Receipts X Disbursements ] Loans, Debts and Obligations |
Opening Cash

Add new

Designated....

Bank....

Edi....
Delete
OK
Cancel

I ] URL has changed <
Primary e-mail Secondary e-mail O E-mail has
Iiamie@pellovers.org Ilevez@pellovev&olg changed
Signed by
ﬁﬁ-\nmie,Jamie O Committee name
— 5 5 has changed
Timmie, Jamie - 1050 First StNE... A
Timmie, Jamie - 1050 First StNE... ] Address has
b changed

Submission Date

12/28/2020 v 0K | Cancel
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0

Bank depositories
D. Multiple email addresses
e Amend Form 1 to update email address
E. Changing committee address
F. Report changes to registration information within 10 days

Part lll: Reporting Receipts (pp. 14-17)

A. Summary page, types of receipts reported on Schedule A

e |temization thresholds
e "This P.I" (This Period Itemized) and "This P.U" (This Period Unitemized)
B. Individual and candidate contributions
o (Creating a new contact vs. using existing contact
e Partnership contributions (introduction to transaction splits)
Individuals/Organizations and Events - \ Reports | All Transactions | Summary Page - Form 3X X  Disb ts | Loans, Debts and Obligations
#Line | Name Date Amount | Aggregate | I.., P..
11(a) Water Bowl LLC 12/06/2020
[S]11(a) Leone, lan 12/06/2020
[S111(a) Lynx, Alice 12/06/2020

Transaction splits X

Name [ Amount ] Date

Leone, lan 2500.00 12/06/2020

Lynx, Alice 2500.00 12/06/2020 Edi....
Delete
Close

< >

C. In-kind contributions

e Automatically creates corresponding entry on Schedule B
D. PAC and political committee contributions

e Using the PAC look-up function
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Part IV: Reporting Disbursements (pp. 18-21)

A. Types of disbursements reported on Schedule B
e [temization thresholds
Operating expenditures
C. Staff reimbursements/credit card payments
e Transaction splits (itemization)
D. Contributions to other federal candidate committees

@

: g : 172 e e ] | 5
Na=lE 54 Ao 8885z L 0
rganizations and Events - Reports. Al'v‘mndmn = ﬁ—yw-f-!ﬂ X Receipts Disbursements. Loans, Debts and Obligations. Reqycle Bin -

TPl | Th®U | CDI | CDU

5000 575000 5000

indrachusl/Organization Information
S5ios Indridual/Org: b x

Iype r ™ MutiCanddste ,
T N - |
Commttoe ID feg C12345676)

Leokwp. |

1f Conmttee/Drganization

Be sure to choose Campaign
Committee under type of report when
et disclosing a contribution to a federal
= candidate.

1t Prosidential Vice Presdert Infomation)
Last Name Midde Name

jon Actwvty (from Schedule HE)

2id Entirely With Feders! Fund

Fist namme. Pref Sulf

oF. Concel |

Resdy 000000000 bytes YE1124/2020 - 12312020

E. Refund of individual contribution
F. Nonfederal contributions
Part V: Providing Additional Information
A. Miscellaneous electronic submission (Form 99)

B. Memo text on report, transactions
C. Memo text vs. memo item
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Part VI: Filing Reports (pp. 37-40)

A. Close

B o v s [EXELI A= R D o B | S
N=1F%FiE; n A 88850 L0

e e SummaryPage -Form3X | Receipts | Disbursements | Loans, Debts and Obligations |  Recycle Bin -
e Covaoge Bection0u..| Closedon | Sgnedby | oBiecioncy | Optning) . Closig

Tirnrmie, Jarni

2l amie
| T Y e I e, e (v [ R T [T

In the reports tab, a closed report is indicated by turning pink while an
open report remains black

Ready 000000000 bytes V117242020 - 127317202

B. Validate
Preview, Print
D. Upload
e Electronic filing password

E. Amend

0
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HELPFUL LINKS

Electronic Filing Resources:

e Help for Electronic Filers: manuals, tutorial videos, and links. https://www.fec.gov/help-
candidates-and-committees/filing-reports/electronic-filing/

e Getting Started Guide: Getting Started With FECFile (For PAC and Party Committees)

e Full FECFile User Manual: http://efilingapps.fec.gov/fecfiledoc/fecfiledoc.pdf

e Electronic Filing Password: https://webforms.fec.gov/psa/getstarted.htm

e Electronic Filing Password Help: https://webforms.fec.gov/psa/help.htm

e Validation Errors Explained: https://www.fec.gov/help-candidates-and-
committees/filing-reports/validation-errors-explained/

e Upload Errors Explained: https://www.fec.gov/help-candidates-and-committees/filing-
reports/upload-errors/
e Common E-filing Mistakes: https://transition.fec.gov/elecfil/mistakes.shtml

FECFile Video Tutorials:

e FECFile video tutorial: "Setting Up a FECFile Database for a Political Action Committee or
Political Party Committee"

e FECFile video tutorial: "Entering Contributions from Individuals and PACs"

e FECFile video tutorial: "Entering Operating Expenditures and Contributions to Candidates"

Online Webforms:  https://webforms.fec.gov/

Reporting Resources:
e Campaign Guidebooks: https://www.fec.gov/help-candidates-and-committees/guides/

e Reporting Dates: https://www.fec.gov/help-candidates-and-committees/dates-and-
deadlines/
e FAQs Page: http://www.fec.gov/ans/answers.shtml
o FAQs for PACs:
http://www.fec.gov/rad/pacs/FederalElectionCommission-RAD-PACs.shtml
o FAQs for Party Committees:
http://www.fec.gov/rad/parties/FederalElectionCommission-RAD-Parties.shtml
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