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AMALGAMATED TRANSIT UNION

5025 WISCONSIN AVE., N.W. WASHINGTON, D.C. 20016-4139
(202) 537-1645 FAX (202) 244-7824

July 22, 2005

Lynn M. Fraser
Assistant Director, Alternative Dispute Resolution Office
Federal Election Commission
999 E Street, N.W. ()
Washington, D.C. 20463 g
v
b4

Re: ° ADR #244
Amalgamated Transit Union-COPE

=
Dear Ms. Fraser: - a
5.2
In compliance with the Negotiated Settiement in the above referenced matter, effective June 30, 2005,
I am submitting the documents and information required pursuant to paragraph 6 of the settlement,
which reads as follows:

6. Respondents, in an effort to avoid similar errors in the future and to update the
information received at a 2001 FEC seminar, agree to: (a) develop an FEC compliance
manual; and (b) pay a civil penalty of $5,000.

Enclosed, per this agreement and instructions received from your office, I have enclosed the Table of
Contents for our ATU-COPE Procedures and Policy Manual. This manual contains the ATU-COPE’s
internal policies and procedures, as well as all federal and state campaign finance and tax rules and
regulations governing PAC activities. The manual was revised and updated on June 22, 2005, to
incorporate recent changes in the federal campaign finance laws, including changes to the independent
expenditure reporting requirements.

Also enclosed is a check, dated July 13, 2005, payable to the FEC for $5,000 to satisfy the civil penalty.

I trust that this satisfies our obligations under the settlement. If you require any additional information
or materials, please don’t hesitate to contact me at 202-756-2702, or via e-mail at karenh@atu.org.

Thank you for your assistance in resolving this matter.

Sincgrely,

arek AvHead; Esq.
Diredtor of Political and Regulatory Affairs
kh/mrr
Enclosures
c: Ann Washenko, COPE Administrator
Oscar Owens, Treasurer
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ATU-COPE Procedures and Policy Manual
Table of Contents

1. General ATU-COPE Information and Materials

ATU-COPE Department Job Descriptions

Building ATU-COPE Campaign Kit

General Fundraising Rules and Restrictions
Five General Rules on Solicitations
Permissible Solicitation Methods
Federal Requirements for Handling Contributions
ATU International COPE Policies

2. Cash Receipts
FEC Recordkeeping Requirements
Three-Year Rule
Ten-Day Rule for Deposits
Identifying Contributions
Illegal Contributions
Other Receipts
Preparing the Deposit
Unacceptable Contributions - Sample Letters
Data Entry
Local Reports with “Glitches”
Company Code List

3. Disbursements
FEC Recordkeeping Requirements
Three-Year Rule
Recording Disbursements
General ATU-COPE Policies
Local Union Available Funds - Fifty Percent Rule
Federal Campaign Contribution Limits
State Campaign Contribution Limits
Candidate Contribution Inquiries
Cutting COPE Disbursement Checks
Entering Disbursement Information into the AS400
Checking the COPE Disbursement Entries
COPE Disbursement Receipts
Voided and Outstanding Checks

Updated July 22, 2005
Prepared by the ATU-COPE Department and the ATU Legal Department
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Prohibited Disbursements

4, ATU-COPE Monthly Report
Entering Interest and Service Charges
Preparing the Monthly Report

5. Federal Election Commission Reporting Requirements and Forms
Filing FEC Reports
Treasurer’s Duties
Filing Deadlines
Election Year Filing
Non-Election Year Filing
Independent Expenditures Reports
Electronic Filing
Special Elections
Where to File
Public Review of Reports
Completing FEC Form 3X
Reporting Forms
Itemized Receipts: Schedule A
Reporting Receipts: The Detailed Summary Page
Itemized Disbursements: Schedule B

Reporting Disbursements: The Detailed Summary Page

Investments
Reporting Independent Expenditures
Reporting Loans
Reporting Debts Other Than Loans
The Summary Page
Filing Amendments
Other Information
State Filing Waivers
Electronic Filing Software
Contacting the FEC
Updating Registration Information

6. Internal Revenue Service Reporting Requirements and Forms
7. Account Information

ATU-COPE Voluntary Fund
ATU-COPE Special Holding Account

Updated July 22, 2005
Prepared by the ATU-COPE Department and the ATU Legal Department
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ATU-COPE New York
ATU-COPE Maryland
ATU-COPE Florida
ATU-COPE Virginia
ATU-COPE Missouri

8. State Reporting

9. ATU-COPE Awards Programs
ATU-COPE Club Awards
ATU-COPE Founders Club Awards
ATU-COPE Local Union Awards
ATU-COPE Upgrade Awards
ATU-COPE Patriot Award

10. Distribution of ATU-COPE Information
In Transit Magazine
ATU Website Policy

Updated July 22, 2005
Prepared by the ATU-COPE Department and the ATU Legal Department
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