ATTACHMENT 2

Campaign Statements

Electronic Filing Online System
Vendor:  NetFile
Cost: $10,000 per year.
Services include:

· Hosted service – the Filing website is created and maintained by NetFile without City responsibility

· Easy integration with the City’s website for staff/public ease of viewing
· On-site training and new employee training/re-training if necessary
· Continuous updates without City IS staff resources required
· Technical support by phone 9 a.m. – 5 p.m. or anytime by e-mail
· Migration of data
· Automatic data backup

· Pass/fail module checks for errors, significantly reducing the amount of amendments that could possibly need to be filed
The system is very simple to use, and is easily accessible via the City’s website. Officials and candidates submit financial information on an ongoing basis via the City’s website.  Attached is a copy of the process officials and candidates would follow to create and submit campaign statements.
Campaign Statements

Electronic Filing Process
Log In

The City Clerk’s Office provides filers with a user ID and password.  Filers access the NetFile campaign filing system via the City’s website.  
Once logged into the system, filers will be on the Filer Home Page.  From here, filers have the choice to “Enter Data” or go to their “Document Index.”
Enter Data
For each of the categories below, filers will be provided with a dialogue box to enter transactions.  When entering individuals or organizations, the system will allow you to add new “people” or “organizations” to your database.  The system will also allow you to do a search by name (ex: Smith) and will provide you with a list of all entries matching.  This option allows you to use contact information previously added under “people” or “organizations” without having to re-enter the information.  

· Money In

- Monetary Contributions

- Non-Monetary Contributions

- Misc. Increase to Cash

- Receive a Loan

- Receive a Loan Payment

· Money Out

- Disbursements

- Enter bills

- Pay a bill

- Pay a loan

- Make a loan

· Add

- Elections – Enter the specific election cycle (ex: General 2007) and election date (ex: 11/6/2007).
- People – Enter individuals (ex: name, address, city, zip, employer and occupation) in the appropriate fields.  
- Organizations – Enter organizations (ex: name, address, city, state and zip).  If the organization is a committee, add the type of committee and the FPPC ID number in the appropriate field.

Document Index

The Document Index is where filers will be able to create, view and e-file all disclosure statements from your account. Once all transactions are entered into your account, click on “Document Index” to create a new disclosure statement for review and e-filing. A paper copy that will be filed with your filing authority can be printed from here as well.

Each section of “Document Index” is outlined below:
· Create Disclosure Statements – This link allows you to create a new disclosure statement based on all the information entered into your account at the time the report was created.  A dialogue box will appear and you will  enter the following information:  

-FPPC Form 460

-Start Date (ex:  1/1/2007)

-End Date (ex:  6/30/2007)

-Disclosure Statement Filing Date (ex:  7/31/2007)

-Type of filing (ex: semi-annual, amendment or pre-election)

The statement created will be a snapshot of the transactions in your account at the time.  Once created, the statement will be placed into your “View Draft Disclosure Statements” section for review and e-filing.
· View Draft Disclosure Statements – This link will allow you to view created disclosure statements.  The statements will be available in the following formats:

-Redacted (The system automatically redacts the addresses in the statement)
-Non-Redacted (Filers should review the non-redacted document prior to e-filing)
If the statement is correct and you wish to e-file/paper file it, follow the steps below:  

Step 1:  Enter your password (same password used to log into the system) and enter a valid email address.  The filing results will be sent to this email address confirming acceptance or rejection of the e-filing system.  Click “next.”
Step 2:  Enter the date of this filing.  Enter the first name and last name of the person signing this filing (up to four).  Select the position of the signer.  Do the same for each person signing the disclosure statement.  Click “e-file statement” to submit e-filing.

An email will be sent to the email address entered in the previous step, confirming the acceptance or rejection of this e-filing.  If the filing was rejected, make the appropriate corrections in your account, create a new draft document and attempt your e-filing again.  If the filing was accepted, a copy will be placed into the “View E-Filed Disclosure Statements” section of your account.  

To e-file the statement, click on the lightening bolt icon next to the document to be e-filed.  It should be noted that the e-filed statement does not meet the official filing requirement.  The paper copy must be physically filed in the City Clerk’s Office in order to meet the filing requirement.  

The system will automatically upload your redacted statement to the City’s website for public viewing.

· View E-Filed Disclosure Statements – Once a disclosure statement has been e-filed correctly, it will be placed into the “View E-Filed Disclosure Statements” section of the “Document Index.”  After clicking on this link, the statements will be available in the following formats:
-Redacted

-Non-Redacted

Print a copy of the non-redacted statement and submit the signed statement to the City Clerk’s Office for official filing prior to the deadline.  

Log Out

To log out, simply click the “Logout” link which is always on the left side of the page you are viewing under Links.  It is recommended that you log out when you are done using the e-filing system. 
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