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NOTICES

This instruction handbook is intended to be a useful guide to campaign finance reports.
Every effort has been made to present accurate and reliable information; however, this
handbook may contain some inadvertent errors. The League would appreciate your
kindness in notifying our office of any inaccuracies by calling us at 602-258-5786, or by
sending an e-mail to us at league@mg.state.az.us.

Users should take note that the information in this handbook should not be considered
as having the same weight and authority as Arizona Revised Statutes and established
court decisions or attorney general opinions. In the event any information confiicts, this
handbook is not controlling, and users must instead follow relevant legal authority.

Additionally, the information contained in this handbook is not a satisfactory substitute
for legal counsel. If you believe that you or your organization could be adversely
affected in any matter relating to the subject matter contained herein, you should seek
the professional assistance of an attorney.

Please Note: The forms contained in this manual will appear different than the forms
printed by the Campaign Finance Software. This was an intentional feature of the
Campaign Finance Software program for the purpose of saving space and maximizing
the efficiency of the program.



Quick Alphabetical Index to Campaign Finance Forms by Subject

Subject Heading Secondary Subject Heading Form
Cash on hand, total Front, Detailed Summary
Contributions Contributions, $25 or less Schedule A-1
Contributions, from political committees Schedule B
Contributions, over $25 Schedule A
Contributions, refunds Schedule F-2
- Contributions to other political committee Schedule D-7
Contributions, total Front, Detailed Summary
Cumulative contributions, over $25 Schedule A
Cumulative contributions, $25 or less Schedule A-1
Debts Debt forgiven Schedule A, Schedule B, or
: Schedule E
Debts from a previous campaign Front, Detailed Summary
Debts, unpaid Schedule F-3
Disbursements Disbursements, Miscellaneous Schedule D-7

Disbursements, total

Front, Detailed Summary

Discounted or reduced price for

Schedule E, Scheduie D

| goods
Dividends and interest receipts Schedule F-1
Expenditures For operating expenses Schedule D
Independent expenditures Schedule D-1

Forgiven loans

Schedule F-2, Schedule A or
Schedule B

Independent expenditures

D-1, Detailed Summary

In-Kind contributions and

Schedule E

expenditures
Joint fundraising Schedule D-6
Loans Forgiven by contributor Schedule F-2, Schedule A or

Schedule B

committees

Loans by a candidate/family Schedule C
Other loans received from individuals/political | Schedule C-1
committees :
Repayment of all other loans Schedule D-5
Repayment of loans by candidate Schedule D4
Offsets to contributions Schedule F-2
received
Operating expenses Schedule D
Outstanding debts owed by Schedule F-3
committee
Personai monies Personal monies, Loans of received from Schedule C
candidate/family
Political Committees Contributions from Schedule B
Political Committees, Loans from Schedule C-1
Receipts Front, Detailed Summary
Rebates and other offsets Schedule D-3
Refunds to contributors Schedule F-2
Repayment of loans by Schedule D4
candidate
Repayment of all other loans Schedule D-5
Retumning in-kind goods Schedule F-2
Surpius from a previous Schedule D-6
campaign
Surplus funds to charity Schedule D-7
Transfers to other political Schedule D-6




Questions & Answers

Who must file Campaign Finance Reports?

Once you file a Statement of Organization to register a political committee, the committee must file
Campaign Finance Reports. In some situations, the committee may file a No Activity Statement. (See
related question.)

What is a political committee?

Any time two or more people work together to try to get an issue on the ballot, to recall a public official, or
to influence the result of an election, they are a “political committee” under Arizona law. In addition, a
candidate is considered a political committee. All committees must register with each jurisdiction in which
they are active.

How do | register my committee?

Each political committee must file either a Statement of Organization or a $500 Threshold Exemption
Statement with the filing officer (for cities and towns, the city or town clerk) in each jurisdiction in which
the committee will be active before accepting contributions, making expenditures, distributing any
campaign literature or circulating petitions. If the committee intends to accept contributions or make
expenditures of more than five hundred dollars, the committee must file a Statement of Organization and
file campaign finance reports; if the committee does not intend to accept contributions or make
expenditures in excess of $500, the committee may file the $500 Threshold Exemption Statement. If you
file the $500 Threshold Exemption Statement, you do not need to file any Campaign Finance Reports
unless you later receive or spend more than $500. If you do receive or spend more than $500, you must
file a Statement of Organization within 5 business days of the day you first received or spent more than
$500, and you will have to start filing Campaign Finance Reports.

Committees active in more than one jurisdiction in this state that meet the requirements of AR.S. §16-
901 and §16-802.01 may file a Statement of Organization with the Secretary of State and apply for status
as a standing political committee. Standing political committees file campaign finance reports only with
the Secretary of State’s office.

Does a candidate who does not raise any money have to file a campaign finance report?

A candidate who raises or spends more than $500 must designate a political committee. A.R.S. §16-
903(A). Each political committee must file campaign finance reports, setting forth receipts and
disbursements. A.R.S. §16-913(A). If a candidate does not intend to raise or spend more than $500, the
candidate may file a $500 Threshold Exemption Statement (see related question).

When must | start filing Campaign Finance Reports? When can | stop?

When you have to begin filing reports depends on when you file your Statement of Organization. Your
first Campaign Finance Report will be the required report for the reporting period during which you filed
your Statement of Organization. The filing officer can provide you with the reporting and filing periods
that are applicable for your jurisdiction. Also, the schedule of reporting periods is on the front page of the
Campaign Finance Report form. Even if your committee was only in existence for a few days in a
reporting period you still must file the next report. The law sets the time periods—you cannot change them
for your own convenience. A.R.S. §16-913.

When you can stop filing Campaign Finance Reports depends on the date you file your Termination
Statement. You must file Campaign Finance Reports that cover every day between the date your
Statement of Organization was filed and the date your Termination Statement is filed. Your committee is
not terminated by filing a report with a zero balance or by losing an election.



Who has to fill out the Campaign Finance Report? Who can sign it?

Anybody can fill out the Campaign Finance Report, but the treasurer is responsible for making sure it is
filled out correctly, and the treasurer must sign it. For a candidate’s campaign committee or an
exploratory committee, the candidate or the designating individual is also responsible for making sure the
report is filled out correctly, and can sign instead of the treasurer. The treasurer who signs must be the
treasurer you listed on the most recent Statement of Organization. Filing an unsigned report, or a
report signed by the wrong person, is considered a failure to file, according to Arizona law.

Do | have to file ali of the schedules?

If you have a report to file, but nothing to report on a particular schedule, do not inciude that schedule with
your report. The detailed summary page tells the filing officer that nothing has changed on that schedule
since your last report, and it's a waste of paper and filing space to send in blank schedules.

What if | have nothing to report?

The law allows the following statements to be filed in place of Campaign Finance Reports, in limited
situations.

* No Activity Statement: If you filed a Statement of Organization for your political committee, but you
did not receive any contributions and did not spend any money (not even your own) during the
reporting period, you can file a No Activity Statement instead of the Campaign Finance Report. But
you still have to file one for every reporting period — by the deadline — just as if you were filing
Campaign Finance Reports. And you have to keep filing those No Activity Statements, if they are
applicable, until you file your Termination Statement. A.R.S. §16-913(D).

» Annual No Activity Report: This report is only for candidate campaign committees. f you have a
candidate’s campaign committee that remains open after an election because of outstanding debts,
you can file an Annual No Activity Report stating that your committee does not intend to receive any
contributions or make any expenditures during the coming year. The Report must be filed by January
31 of each year for which it applies. If you receive any contributions or make any expenditures during
the year, you must file Campaign Finance Reports. A.R.S. §16-913(E).

What is a contribution?'

A contribution is anything of value that your committee receives. When you report contributions, they fall
in the following categories.

s Monetary: This category includes cash, checks, money orders, and payroll deduction contributions.
The money can be given under any circumstance, including as part of a fundraising event, such as a
pancake breakfast, ice cream social, or cocktail party, or in return for a campaign memento, such as
a tee shirt or coffee mug. When your committee receives a monetary contribution, you report
receiving it on Schedule A, A-1 or B. When your committee gives a monetary contribution to another
committee, you report giving it on Schedule D-7.

e Loans: This category includes loans of money, credit or advances that are contributed to your
committee, and your committee has agreed to pay back to the contributor. Only the unpaid balance
of a loan is considered a contribution, so as you pay the loans back, make sure you report the
payments made. When your committee receives a loan, you report it on Schedule C or C-1
(depending on who gave you the loan). When you pay back all or part of the loan, you report it on
Schedule D4 or D-5. When your committee makes a loan to another committee, you report that on
Schedule D-2.

» In-kind goods and services: This category includes such things as wood for signs, printing, paper
products, mailing lists, or designing your campaign logo. In-kind contributions must be reported at
their fair market value — the price it would cost someone else (like your opponent) to purchase the
same thing. If, instead of getting the whole thing, you get a special discount (a discount no one else
gets), the amount you saved is an in-kind contribution. When your committee receives an in-kind
contribution, report it on Schedule E. When your committee gives an in-kind contribution (such as
giving a candidate a mailing list), report it on Schedule D-7.




Can a candidate accept contributions from foreign nationais?

Federal law prohibits the acceptance of campaign contributions made by foreign nationals. It also
prohibits acceptance of contributions in the name of another. 2 U.S.C. §§441e and 441f.

Can a candidate accept contributions from a corporation or labor organization?

It is unlawful for a corporation, limited liability company, or a labor organization to make any contribution
of money or anything of value to a candidate’'s campaign committee or exploratory committee. In
addition, candidate campaign and exploratory committees are prohibited from accepting money from
corporations, limited liability companies or labor organizations.

Is everything my committee receives considered a contribution?

If you are a candidate’'s campaign committee or an exploratory committee, some of the money, loans, or
in-kind goods and services you receive are not considered contributions, and do not have to be reported.
The following are the most common examples. For a complete listing, please look at A.R.S. §16-
901(5)(b).

» The professional services of an accountant or lawyer that are donated to a political committee are
exempt from reporting only if the services are paid for by the regular employer of the individual
rendering the services (i.e. the law firm or accounting firm; a client is not an “employer”) and the
services are given solely for the purpose of compliance with Arizona election law (all of Title 16
“Elections and Electors,” not just campaign finance).

o The time your volunteers spend working on your campaign — stuffing envelopes, knocking on doors,
calling voters, etc.

The use of meeting places that are usually used for free, such as church recreation halls

e Up to $100 of expenses for invitations, food and beverages, spent by an adult having a fundraiser for
you only if the fundraiser is held at the person’'s home or in a church or community room. If two
adults who live in the same house host a fundraiser, each can spend up to $100 for invitations, food
and beverages. :

o Bank loans made in the ordinary course of business, such as overdrafts or credit reserve on your
committee account

How do | know if contribution limits apply to my committee?

Limits on the contributions your committee can receive only apply to candidate campaign committees and
exploratory committees. In other words, Arizona law sets a maximum amount that individuals and
political action committees (PACs) can give to candidates and people exploring whether to run for office.
The law sets one amount for local offices, which includes municipal, county, school and special district,
and legislative offices, and a different amount for statewide offices. The limits are changed by the
Secretary of State every two years, usually early in the odd-numbered years. The current Election Cycle
Campaign Contribution Limits chart is included in this packet.

Contributions given by a minor are considered made by the child’s parents.

Who has access to campaign finance reports?

All filings are public records and are open to examination once they are filed.

So, if contribution limits apply to my committee, what does that mean?

First of all, it means that your committee can only receive contributions from individuals (who are U.S.
citizens) and from other PACs. For example, you can receive contributions from your next-door neighbor,
from people at your child’s school, from people you don’t even know. And you can receive contributions
from other PACs, such as a committee organized to support “good government,” a committee formed for
“clean air,” District 25 Republicans — the possibilities are endless.



Second, it means that the amount you receive from individuals and other PACs is limited. The current
Election Cycle Campaign Contribution Limits chart lists who can contribute to your committee (the column
on the left) and how much (the second column from the left — “Local’). How much depends on whether
your commitiee is about getting someone elected to a local office or a statewide office. The first three
rows show you how much you can receive from an individual, another PAC, or an “upper limit” political
committee (often called a SuperPAC). If you are not sure who the SuperPACs are, you can check the
list on the Secretary of State’s Internet website (www.sosaz.com).

Third, it means that the total amount you can receive from some categories of contributors is limited. Look
again at the current Contribution Limits chart. The fourth row down sets a limit on how much, overall, your
committee can receive from all PACs except political parties. Once you have received that much, you
can't take another dollar from another PAC. Also see line 5 of the chart for limits if you become the
nominee of your political party (by primary election).

This can get complicated, because contributions from political organizations [defined in A.R.S. §16-
901(20)] - which are registered political committees ~ count toward both the total that all PACs can give
at any time during the campaign, and the total that political parties and organizations can give after the
primary. Consult your party’s attorney for guidance in this area.

There is no limit on the total amount, overall, you can receive from all individuals combined.

But what about using my own or my family’s money?

If you are a candidate, or a member of the candidate’s family, there is no limit on the contributions of
money, loans or in-kind goods and services that you can make to your candidate’s campaign committee.
The same thing is true for a designating individual and his or her family, making contributions to his or her
exploratory committee — no limits on their contributions.

If you are going to contribute your own or your family’'s money, watch out for two things. First, the law
limits which family members can give contributions without limit. For campaign finance purposes, the law
considers your “family members” to be your parents, your grandparents, your spouse, your children, your
siblings, and the parents and spouses of those people.

Second, keep track of the total amount of the contributions that come from you and the specified family
members. (And remember — a loan is a contribution!) This is important because even though there is no
limit on the amount that can be given, notices to the other candidates and their committees, as well as the
filing officer, are required when certain limits have been reached. The current Election Cycle Campaign
Contribution Limits chart identifies these amounts in the “Personal Monies Notification” section at the
bottom of the chart.

Okay! My campaign finance report is done! Where do | file it?

City or town candidates and political committees file with the city or town clerk in each jurisdiction in which
the committee is registered. County candidates and political committees, as well as school board and
special district candidates, file with the county elections officer. Standing Political Committees file only
with the Secretary of State.

If you are using the Secretary of State's software program, print the report for the treasurer to sign, and
then submit the signed report.

What are the deadlines for filing my report?

The filing officer can provide you with the filing deadlines. The deadlines for filing your Campaign
Finance Report also are listed on the Front Summary Page of the Report form and on the Secretary of
State’s web page on the Internet (www.sosaz.com). The filing officer is not required to send reminder
notices before the deadlines.
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