Lobbyist



As a registered
lobbyist, what do
| have to do?




When to register as a Lobbyist?

: l§1ster as a lobbyist when meeting either of the
0

owing thresholds (within a calendar quarter):

£, B
Receive $2000 or more in Make expenditures of
compensation to lobby $500 or more to lobby not
AND spend 26 hours or including personal travel
more lobbying expenses

For more detailed information on
requirements, please review § 4-8-3




[¥4 ANNUAL REGISTRATION FEE

Payment accepted by cash, check or
money order in person or by mail.
All checks should be made out to
the City of Austin.

Individual Business Non-Profit
Lobbyist Entity (if lobbyist works
($100 + $50 for for 501(c)(3) only)
each lobbyist)

When renewing registration, pay
annual fees along with an upcoming
Quarterly Activity Report




Individual v. Business Entity

While a business may choose to file as a business
entity, they must still file a report for EACH lobbyist

Individual Business
Lobbyists: Entity:
$300 $100 +
Non-profit: $50 each
$25 |
Submit quarterly Submit quarterly activity
activity reports reports for EACH lobbyist

Fees are different for individual and business
entity but NOT reporting requirements



¥4 QUARTERLY ACTIVITY REPORTS

@ Activity Reports are required every quarter
between 1-10 of January, April, July and October

e The Lobbyist Reporting Form is used to submit
Quarterly Activity Reports

e Even if you have no activity to report, you must
submit report, include "Statement of No Activity”

. Failure to submit or correct a Quarterl%l
Activity Report on time will result in late fees



% LATE FEES

Activity reports not filed by the
10th of each quarterly deadline
incur a $50 late fee

e —— e ———

' Fees accrue every 10 days until quarterly

- report is filed and all fees are paid



How do | submit
the Lobbyist
Reporting Form?



¥4 DOWNLOAD INTERACTIVE FORMS

Lobbyist reportinﬁ forms are
interactive and should be
downloaded in an Adobe product

® Interactive forms must be completed electronically

® Forms must NOT be printed or scanned

If you do not have an Adobe product, Q
download the free Adobe Reader online Adobe: PDF



ﬂ DOWNLOADING TIPS

- Don't be alarmed by a warning...

Instead:

Right click link
Please wait... ’[O save flle tO
If this message is not eventually replaced by the proper contents of the document, your PDF your deSktOp

viewer may not be bI d isplay this type of document

Yuca.n upgrade to the latest vi of Adobe Reader for Windows®_ Mac, or Linux® by
ting http://www. dbeom/go/ad ~_download.

e 2 Open file in an
Adobe product
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¥, COMPLETING FORMS

Certain fields (marked with *) are
required and must be completed
correctly for successful submission

®

e For successful submission, at least one
municipal question must be identified

e Required fields must contain valid information - N/A
will result in a rejected submission

o Complete the Declaration page by typing name, do
NOT print out to sign



[¥4 Submitting Lobbyist Reporting Form

The interactive PDF forms must be
submitted electronically either on a
USB flash drive or via email

® Do no print, scan or alter the forms in any way

e [Ihe Lobbyist Reporting Form can be submitted
either in person (on USB drive) or via email*

*Complete Contact Form to submit reports
via email and receive courtesy notices
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¥, AFTER SUBMISSION

Accepted Rejected

e The City Clerk has 30 days to review submitted
reports for completeness and send notifications

e Accepted reports are posted to the City of Austin
website within 2 business days

e Rejected reports have 14 days to correct and
resubmit otherwise they will incur late fees

Complete Contact Form to receive email
notifications of accepted or rejected reports
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u SUBMISSION TIPS

' Make sure you receive a receipt or

confirmation email for submission

Lobbyist Coordinator

Hello, S m==a 2 Receipt of Lobbyist Reporting Form
\! /) Filing Acknowledgement

This email serves as a receipt

submitted information will be

Thank you, This serves as a receipt of submission for a Lobbyist Reporting Form. Notification of acceptance or
Lobbyist Coordinator rejection of the submitted information will be sent to a designated contact within 30 days.

Pursuant to City Code, a person who meets the requirements of §4-8-3 must register as a
lobbyist within five business days of the first direct communication with a City Official.

AAAs I AnAll: A vamictavrad lalhhoicrt maict alea fla cciavtavhis actiiit ramarte cintil A LA A -

Follow up with Lobbyist Coordinator if you do not
receive receipt within 2 business days of submission

Hold on to confirmation or receipt of submission
as proof of submission
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What are the
different forms and
what do | need to
complete?




¥, FORMS

Lobbyist
Reporting Form:
Lobbyist
Registration,
Quarterly Activity
Reports,

Terminate or
update information
Lobbyist

Contact Form:

Update contact
information,
Allow for email
submission,
Receive email
notifications
Lobbyist Fee
Payment Form:
Submit with

registration fee
and/or late fees

T .
(OTAY

S ",, . Lobbyist Contact Inform
3 J

Pe OL AP, Office Use Oniy
& ”. Lobbyist Reporting Form
X | Required for Lobbyist Registration, Termination, Section 1:
or Quarterly Activity Reporting Cover Sheet

Use this form to

For detalled instructions on how to complete this form, see the Lobbyist Form:
Guide. or the Loblyist Reporting Form: Entity Reporting Guide.

1) Register a3 & lobbyist in accordence with City Code Section 4-8-5,
2) Amend or update registration Information previously provided in accordance with Gty Code Section 4-8-5.
3) Terminate regrtration as a lobbyist per Oty Code Section 4-8-5
2) Report lobbyng actrvties engaged i during the preceding Calendsr quarter in sccordance with Section
4-8-6 of the Gty Code; or
S) For entities electing to register and report as & business entity per ity Code Section 4-8-4, this form must
be filled out for each individual lobbyist employed by the entity and filed with the Entity Reporting
Cover Sheet.

Use this form to provide the City Clerk with designated contact i
e-mail in addition to postal mail. Completion of a Contact Infor
courtesy reminders of upcoming filing deadls
e-mail to the Clerk's Office. Lobbyists who do
postal mail

* Indicates a required field

20150822005 [PART €}

Lobbyist Fee Payment Form

Revized 9/20/2017

The Lobbyist Fee Payment Form is used 1o submit s fee payment for sither lobbyis

*  annual Lobby Regitration Fas: $300

Annual Lobby Registration Fee for 3 regular employee of 2 S03(c)3) nonprofit organization, whoze only Iobbying actw
forthe parson's regular.

Yot First Name*

) per Ordinance No

emploper:$25

Annual Lobby

tha City of Austin.

Maifing check or money order:

Office of the City Cierk
Attantion: LobbyistCoordinator
£.0. Box 1088

Austin, TX 78767

Last Name*

sssociation, and $50 for

Payment may be maied of hand-Selivered to the Cty Clerk's Offica by check, monsy order, or cash All chacks should be payableto

eefor s busines e 2 the elaction under §4-8-5(8)( 1): $100for the business
s errployes

Hand-dulivering check of money order:

Offica of the City Clark

Payment Type:

[ Registration Fee

Page 1§ Bt VT 20TT

O LeteFee Amount: § Invoicer

Form of Payment:

O cesh

[ Checks:

1 MoneyOrder#

Plasse indicate the name of whom the lobbyistis) payment shoud be sopFedto

Business Entity (if applicable) and Lobbyist Information

Hama of Business Entity:

Iame of Lobbytst:

Tame of Fiier (pleass print]

fyou nesd to fist additional names of iobdyist(s) whom the payment shoud be applisdts, use second page

Signature of Filer

Date Recoived
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Lobbyist Reporting Form

CI" OFwce Une Omty
’,’ Lobbyist Reporting Form
for Lobbyist Section 1:

q 9

or Quarterly Activity Reporting Cover Sheet

Use this form to

1) Reginter a3 a lobbyist in accordence with City Code Section 4-8-5,

2) Amend or update registration information previously provided in accordance with Oty Code Section 4-8-5,

3) Terminate regntration as a lobbyist per Gty Code Section 4-8-5,

4) Report lobbying activities engaged in during the preceding calendar quarter in accordance with Section
4-8-6 of the Oty Code; or

5) For entities electing to register and report s & business entity per ity Code Section 4-8-4, this form must
be filled out for each ndivdual lobbyest employed by the entity and filed wh the Entity Reporting
Cower Sheet.

For detaded mstructions on how 1o complete thes form, see the Lobbyist Reporting Form: individual Reporting
Guide, or the Lobbryist Reporting Form: Entity Reporting Guide.

| Yol First e

Last Nama

My empsoyer @ 2 W11 non proft organaiation

| a - Swest Adbens®

Report Type™ Ohach o8 thae sppiy

Updene Cumvmt | At R of

* Indicates a required field
D
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Use this form to provide the City Clerk with designated contact information to receive notices and courtesy notifications via

e-mail in addition to postal mail. Completion of a Contact Information Form allows the Clerk to send and receive e-mail notifications and
courtesy reminders of upcoming filing deadlines, and permits filers to submit Quarterly and Termination of Activity Reports electronically via
e-mail to the Clerk's Office. Lobbyists who do not complete this form will only receive the notices required by City Code Section 4-8-9 via
postal mai

* Indicates a required field New Contact Information Update Current Contact Information

Business Entity or Organization Name *

Last Name*

Apartment or Suite Number

Cry* Zip Code*
B

Contact E-mail address* Contact Phone Number (555-555-5555)
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Fee Payment Form

Lobbyist Fee Payment Form
Revised 9/20/2017

The Lobbyist Fee Payment Form is used to submitafee payment for either lobbyist registration or late fee(s) per Ordinance No.
20160922005 (PART6):

Annual Lobby Registration Fee: $300

Annual Lobby Registration Feefor aregular fa501(c)(3) ization, whose only lobbying activity is
for the person's regular employer: $25

Annual Lobby Registration Fee for 2 business association making the election under§4-8-5(B){ 1): $100for the business
association, and $50 for each employee

Payment may be maied or hand-delivered to the City Clerk’s Office by check, money order, or cash. All checks should be payableto
the City of Austin.

| Mailing check or money order:

| Office ofthe City Clerk . | Office ofthe City Clerk
Attention: Lobbyist Coordinator | Austin City Hall
P.0. Box 1088 | 301 W. Second St.
Austin, TX 78767 | Austin, TX 78701

Payment(s) Included

Payment Type: J[j Registration Fee ||:| Late Fee J Amount: $ leoiu:

Form of Payment:

[0 cash {[] Checks: | [] MoneyOrder#:

Please indicte fwhomt!

Business Entity (If

Name of Business Entity:

Name of Lobbyist:

Name of Filer [please print) Signature of Filer

ifyou need to list additional names of lobbyist(s) whom the payment should be appliedto, use second page.




Resources

You Tutorial Videos
https://goo.gl/rBT9Uz

City Clerk Website

austintexas.gov/department/
lobbyists

[ o - For more specific questions email:
lobbyists@austintexas.gov
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Questions?




