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The visual aids used in these slides are 
guides for seminars only and contain only 
highlights of selected provisions of the law; 

they do not carry the weight of the law. 
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What Will You Learn?  
 
• General rules regarding campaign requirements and 

prohibitions 

• Information regarding San Bernardino County’s 
campaign ordinance 

• How to complete and file campaign reports 
 

 
 
 
 
 



• One bank account per election 
• May be opened as a personal account (if bank requires tax 

ID# use the IRS website or call  
877-829-5500) 

• No commingling of funds (with personal or other committee 
funds)   

• All campaign contributions must be deposited into 
campaign account 

• All campaign expenditures must be made from campaign 
account 
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Exceptions: Filing and ballot statement fees 
This rule does not apply to others, including campaign workers/volunteers  



• Keep copies of all receipts and contribution 
documentation for at least four years. 

• Get the names and addresses of contributors of 
$25 or more and the occupation/employer of 
individuals who contribute $100 or more. 

• Candidates – don’t pay out of pocket! Deposit 
your personal funds in your campaign bank 
account first. 
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Candidate Sue paid her filing fee with her 
personal funds. Treasurer Ben bought a 
mailing list with his personal funds.   
 
Are these payments permitted?  

Yes 

No 



You must send the contributor a notice that they 
may need to file as a major donor.                      
A sample notice is provided in Candidate’s Manual 2. 

The donor may need to file: 
• Form 461 Major Donor Statement  
• Form 497 24-Hour Contribution Report 

 
Major Donor committees use Campaign Disclosure Manual 5. 
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• No anonymous contributions of $100 
or more may be received 

• No contributions of $100 or more 
made by money order or cashier’s 
check may be received 

• Never accept or spend $100 or more 
in cash 
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Campaign Money 
 Laundering  

This occurs when the true source of a 
contribution is not reported.   

Campaign money laundering is a 
serious violation of the law. 

A laundered contribution must be surrendered to the 
state general fund. 



 
   You received in the mail five contribution checks of 

$99. Each individual works for the same employer.  
A $99 contribution from the employer had been 
received earlier.    

 
   You received two $99 checks with the same names 

printed on the checks. Each check was signed by a 
different spouse.  
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A  

b 



If:   
More than 200 similar pieces are sent in a calendar 
month 
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Then: 
“Paid for by” and committee name and address must be 
on the outside of the mailing in no less than 6-point type 
and in a contrasting color. 

Paid for by Hernandez for Supervisor 20XX 
100 Sandburg Street 
San Bernardino, CA 92404 
  Jenny Smith 
  1034 Vista Avenue 
  San Bernardino, CA 92404 
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Keep in your records: 
 

• Date 
• Method of postage 
• Number of pieces 

Mass Mailings 
Recordkeeping Requirement 
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Contribution Limits Apply! 

• Payment received by candidate 

• Payment made at the behest of candidate 

• Candidate’s personal funds 

• Loans 

• Fundraiser tickets (full ticket price) 
• Non-monetary goods/services, including 

food/beverages 
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• $4,200 per source, per election 

• Adjusted each odd-numbered year by FPPC 
• Each Primary and General are considered 

separate elections 
• Also applies to non-monetary contributions 

and loans received 
• Does not apply to candidate’s personal funds 
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• Candidates may fundraise for the General 
Election during the Primary Election 

• Such funds must be used for the General 
Election only 

• Candidates who are elected or defeated in 
the Primary or who withdraw from the 
General must return General contributions to 
the contributors 
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Contributions may be received by credit 
card, wire transfer, debit account 

transaction, text message, or similar 
electronic payment options (including 

contributions received via the Internet or 
telephone). 



• Report donated items at fair market value: Use 
Schedule C - Non-monetary (In-kind) Contributions. 

• FMV: The amount it would cost any member of the 
public to purchase the item, not necessarily the 
amount the donor paid. 

• Free tickets: You may give another official two free 
tickets to each fundraiser.  
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A spouse or domestic partner of an elected officer or a candidate  
may not receive compensation from campaign funds for services 
rendered, including fundraising services for the candidate’s campaign. 
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These are not reportable: 

• Volunteer personal services 
 

• Certain communications from 
an organization to its members 
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REPORTING? 

The public safety union in 
your city has sent a letter to 
all its members supporting 

your candidacy. 

CONTRIBUTION? 
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REPORTING     CONTRIBUTION   

A healthcare trade association 
places an ad in the newspaper to 

support your candidacy in 
cooperation, consultation, and 

coordination with you.  

The amount the association spent on the ad is a non-monetary 
contribution to your committee.  Report this on Form 460, 

Schedule C. 



If the total cost of the event is $500 or less, the 
occupant has not made a contribution. 
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Food, beverages, and other items donated 
by someone other than the occupant, count 
toward the $500 threshold and are 
reportable as non-monetary contributions. 



Nothing 
$75 from Tina 

$450 from Bob and $75 from Tina 
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a 

b 

c 

Bob has a fundraiser at his house for 
candidate Sue and keeps the total cost at 
$450. Neighbor Tina brings $75 worth of 
wine.   
 
What does Sue report? 
 



  
• that contains express advocacy (for 

example, “vote for”) 

• and is not made at the behest of 
candidate 
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An I.E. is a payment for a communication 



• 501 - First form filed 
• 410 - ID number for committee 
• $50 fee to Secretary of State’s Office 
• 460 - On-going disclosure reports 
• 497 - 90-day period before and on the day of the election  
San Bernardino County requires electronic filing at the 
$10,000 threshold and all subsequent statements must 
be filed electronically. 

 FPPC Campaign Forms 

Important:  Complete required fields on the Form 410 or it will 
be rejected! 
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File before 
spending or 
receiving money, 
including personal 
funds 
 
Must file a new 501 
if running for re-
election 
 
File with the San 
Bernardino County 
ROV 
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Sue Hernandez 
 



Statement of Organization - Form 410 
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Ben Marks         Sue Hernandez 

SOS will 
reject if e-mail 

is not 
provided 

Amend when 
any change 

occurs! 



Statement of Organization - Form 410 
Second page 
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Committee Identification Number 
Upon receipt of the Form 
410, the Secretary of State’s 
Office will assign your 
committee an ID number. 
 
The ID will be posted on their 
website at www.sos.ca.gov. 
 
This number is used on all 
FPPC reporting forms. 

 
Note: If your bank requires a 

taxpayer ID, contact the 
IRS at (800) 829-4933 or 
go to their website at 
www.irs.gov. 

Click “GO” 



What to Report 
• Contributions received (money & assets in) 
• Expenditures made (money & assets out) 

Fast Facts 
• A public document 

• Reviewed by the County and FPPC 

• Use Form 460 to amend 

• Generally, postmark is date filed 

• Subject to $10/day late fine and other enforcement 
penalties 

29 



Where to File 

Registrar of Voters Office 

 

Multiple Committees 
Holding one office and running for another?  File 
for both in both locations.  
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After the election, most candidates file Form 460 semi-annually until the committee is closed. 

June Election Filing Schedule 
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Campaign Statement 
Form 460 Cover Page 

Deadline: Obtain a filing schedule! 
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Check filing 
schedule for type of 

statement 
 

Check filing 
schedule for dates 

 

Ben Marks 
Sue Hernandez 

The candidate and  
treasurer must both sign 

If you’re both  
candidate  

and treasurer,  
sign twice! 
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Date received  = possession of check (not date 
deposited) or possession of payment information 
for credit cards.  
Itemize = disclose details about the contributor -  
the names and addresses of contributors of $100 
or more in a calendar year. 

For contributors who are individuals, also report 
the occupation and employer.  
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34 34 

2/10/14 

Sue Morgan 
Jeffery Morgan 
123 S. 10th Street 
Oceanside, CA  93291 

3410 

Jane Jones for San Bernardino County Supervisor  200 00 

Two Hundred Dollars -------- 

Sue Morgan Memo:  Civil Engineer, ABC Consulting Inc. 

PAY TO THE 
ORDER OF 

$ 

DOLLARS 

Committee may stamp the 
date received on each 

contribution check 

Committee may have contributors 
write their occupation/employer 

information their contribution check 

 Received 2/12/14 
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Contributions of 
$100 or more must 
be returned within 

60 days if 
individual’s name, 

street address, 
occupation, and 
employer are not 

obtained. 

Complete   
• Retired 
• Consultant, A Better 

Business Agency 
• Self-Employed, No 

Separate Business 
Name 

• Homemaker or 
Student 

• Private Investor: 
stocks & bonds 

• Lawyer, Ortiz & 
Smith 

Incomplete  
• Manager 
• Next Door 

Neighbor 
• Friend 
• ABBA (no 

acronyms) 
• Business 

Person 
• Entrepreneur 
• Investor  

35 
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Sue has no occupation/employer information 
for one of her contributors of $100.  How long 
until she must refund the contribution? 
 

24 hours 
 
6 months 
 
 60 days 

Question: 

a 

b 

c 



Form 460  -  Schedule A 
Reporting Monetary Contributions 

IND= Individual 
COM= Committee 
OTH= Business 

You must include 
individuals’ occupation 

& employer 

Amount less than 
$100 this period  is 
added to  previous 

contribution 

Lump sum - report 
contributions  
less than $100 
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2/10/11 
Sally Morgan 
James Morgan 
804 S. 14th Street 
Oceanside, CA  93291 

3317 

Sue Hernandez 200 00 

Two Hundred Dollars -------- 

Sally Morgan Contribution 

PAY TO THE 
ORDER OF $ 

DOLLARS 

If one signer on a joint 
checking account, the 

signer is the contributor Schedule A 
Reporting Monetary 

Contributions 
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Donor made contribution 
from her business account 

and another from her 
personal account   
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Reporting Contributions Received Through 
Intermediaries  

If name on check is different than the true source, disclose 
both intermediary and true source. 
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 Funds are reported under the true source 



• Candidate’s personal funds may be 
reported as a loan. 

• Report bank even if personal assets 
secure loan. 

• Each loan from the same person is 
reported as a separate loan. 

• Loans may be subject to contribution 
limits 
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Schedule B 
Reporting Loans Received 

May be 
 negative number 

Report loans until paid. 
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Examples: 
• food/beverages 
• rental space 
• polls 
• discounts 

Schedule C 
Reporting Non-Monetary Contributions 
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All expenditures must have a 
• Political 

• Legislative 

• Governmental purpose 

No personal use of campaign funds! 
 

Candidate Fined for Use  
of Campaign Funds  

for Pleasure Trip! 
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• No cash expenditures of $100 or more 
 
• May establish credit card account 
 
• May establish petty cash fund ($100 or less) 
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If goods or services have been received but 
payments have not yet been made, use Schedule F. 



Schedule E Reporting Payments Made 

Credit card payment 
Itemize at $100 

An expenditure of $100 or more for a gift, 
meal, or travel must include certain details.  

  

Date, number of attendees, whether  
candidate &/or any individual with  
authority to make expenditures   
attended, and purpose 

Reimburse candidate for filing fee 
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900 



• Report subvendors of campaign agents and 
consultants. 

• Itemize payments of $500 or more. 

• Reimburse campaign workers within 45 days. 

46 

or 
46 



Don’t carry over  
to summary! 
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• Report goods or services received, but not yet paid, during 
reporting period. 

• Continue to report as accrued expense until paid. 
 

Schedule F 
Reporting Accrued Expenses 
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• Subtract to get a negative number 



  Examples 
•  Interest 
•  Refunds 
•  Sale of donated items  

    (up to fair market value) 

49 49 
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N/A 

N/A 



    File if you receive $1,000 or more from a single source 
(including candidate’s personal funds) within 90 days before 

and on the date of the election 

May be filed by fax, personal delivery, guaranteed overnight 
mail, e-mail or online. 
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   If you make payments of $1,000 or 
more on behalf of your own committee, 

no additional late report is required!  
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Disclose payment on the 
next regular 460 filed. 
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Sue lends her own committee $600 twenty five days before 
the election and $500 four days before the election.  Must 
her committee file a Form 497 (Contribution Report)? 

 
Yes 
No 
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Questions 

a 
b 

 
Form 460 – After the election 
Form 496 – Independent Expenditure Report 
Form 497 – 24-Hour Contribution Report 

a 

b 
c 

Three days before the election, her committee pays a 
vendor to make robocalls.  This is reported on: 

53 
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If the candidate is an official who holds an appointed position 
and receives contributions for an elective office, he/she may be 
subject to the provisions of GC 84308. 

Disqualification 
and Campaign Contributions 

Who is Covered? 
• Planning Commissioners 
• Local Agency Formation Commission members (LAFCO) 
• Transportation Authority members 
• Air Quality Management District members 
• Waste Management Authority members 
• California Coastal Commissioners 
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Successful Candidates 
May use campaign funds for officeholder expenses. 

 
Defeated Candidates 
See Manual 2 for rules on the use of funds. Funds become 
surplus 90 days following the end of the semi-annual 
reporting period (June 30) or upon leaving office (for 
incumbent candidates), whichever is later. 

You may not use your committee for a future election. 
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• Candidates may receive contributions after an 

election only to pay net debts outstanding from the 
election. 
 

• The primary and general elections are separate 
elections for purposes of calculating net debt. 
 

• The contribution limits applicable to the election apply 
to any new contributions received to pay debt. 
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• For personal use, you must purchase 
the item at fair market value. 
 

• Proceeds from the sale of items are 
shown as miscellaneous increases to 
cash on Schedule I. 
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After the Election 
Leftover Assets 
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• Both must take appropriate steps to ensure 
compliance with reporting/recordkeeping rules. 
 

• Stay informed and aware of bank deposits and 
proper expenditures of campaign funds. 
 

• Both are equally liable in audits or Enforcement 
cases for non-disclosure on campaign reports or 
lack of records. 
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San Bernardino County 

March 23, 2016 



 
Who is Audited? 

 
 

 
 Per the FPPC & SB County Contract, 
   all San Bernardino  County candidates are audited. 

 
 
 SB County controlled committees not terminated - 

we will scan campaign filings and refer them to 
Trish Mayer as needed. 

 
 
 
 
 
 
 
 

 
 

 
 
 
 
 



 
Audit Process 

     
 Initial Audit Contact Letter 
       Committee Treasurer  and/or candidate  will receive a letter  explaining the authority for   
       audit, the audit period, and to request records. 
 

 Communication During Audit 
       If we need additional information or have questions.   
       Please call or email the auditor, if you have questions regarding the audit. 
 
 Post-Audit Conference  
       The auditor will call to explain the audit findings.   
 
 Audit Report - Public Document  
       Candidate, committee and SB County will receive a copy of the audit report. 
       Audit reports include material findings and filer’s comment /explanation.  
       Audit reports are public documents. 
 
 Referred to Attorney 
       Auditor refers case to attorney for resolution. 
 
 Records 
       Original records are returned after the case if closed. 
       Copies of records are returned upon request. 



Recordkeeping 
Section 84104, Regulation 18401 

Information and Original Source Documentation 
  
 
A candidate, treasurer, and elected officer has a duty to maintain detailed accounts, 
records, bills, and receipts as necessary to prepare campaign statements and 
comply with the Act. Records must be maintained for 4 years following the date the 
campaign statement to which they relate is filed. 
 
 
The duty includes the maintenance of detailed information and original source 
documentation. 
  
Internally and externally generated records must be maintained and used to prepare 
the campaign statements and reports. 
 
• Internally generated documents  – records created and maintained by you 
• Externally generated documents – records created by others 
  



Campaign Statements & Reports 
Filed 

 
 
The FPPC obtains stamp received copies from the 
local filing officer for audit purposes.  
 
 
Therefore, there is no need to provide copies of 
campaigns statements & reports for the audit. 



GUIDE FOR WHAT TO KEEP FOR YOUR RECORDS 
Hand-out & SB County Webpage 

  
CONTRIBUTIONS RECEIVED 
• Copies of all contributor checks and deposit slips 
• Records of all contributions received online  

Showing date received, contributor name, amount, occupation, and employer information 
• Receipts journal, contributor card file, and/or database supporting the contributions received 
• Contributor correspondence  

Response cards to fundraising events, contribution transmittal letters, correspondence 
to/from contributions, and any worksheets used in computing the contribution received. 

• Daily lists of contributions received 
• Fundraising literature 
• Copies of notices sent to contributors who contributed $5,000 or more in a calendar year 
 
NONMONETARY CONTRIBUTIONS 
• Letters from contributors showing the date contributed, the items donated, and the fair 

market value 
• Committee prepared documentation of nonmonetary contributions 
 
LOANS RECEIVED 
• See hand-out for type of records to maintain 
• Remember that loans from you personally to help with your campaign is a contribution 

(report on campaign statement, deposit into campaign bank acct. prior to spending) 
 



 
GUIDE FOR WHAT TO KEEP FOR YOUR RECORDS 

Hand-out & SB County Webpage 
Continued 

 

 
EXPENDITURES 
• Canceled checks or image of cancelled checks received from banks 
• Invoices and receipts 
• Credit card statements and charge slips 
• Contracts with consultants and vendors 
• Original samples of each mass mailing sent out 
• Disbursement journal 
• Canceled checks written on personal, business or other bank accounts to pay 

for campaign expenditures 
• Journal or other record of personal funds used to pay campaign expenditures 
 
 
CAMPAIGN BANK ACCOUNT AND FILINGS 
• Original bank statements 
• Original check register 
• Copies of the campaign statements and reports 
 









 
 
 

Have a Question? 

• Please email questions to sbcadvice@fppc.ca.gov             
     
 
• If you have a question, please ask before receiving the 

contribution, making the expenditure, holding the 
fundraiser, etc.  

mailto:sbcadvice@fppc.ca.gov


COUNTY OF SAN 
BERNARDINO CAMPAIGN 
FINANCE REFORM 
ORDINANCE 

• Passed in 2012, Revised in 2014 

• Additional requirements to 
those under the Political 
Reform Act 

• Contribution limits, electronic 
filing, no redesignation  

 



COUNTY OF SAN BERNARDINO  
CAMPAIGN LAW ENFORCEMENT 
AGREEMENT 
• Agreement between County and FPPC 
• Result of special legislation 
• Entered into in 2012, renewed 2014. 

Legislation to allow for indefinite 
contracting period  

• A Legislative Report will be completed 
this year to summarize findings and 
make recommendations.  Will be a 
public report. 



COUNTY OF SAN BERNARDINO  
CAMPAIGN LAW ENFORCEMENT 
AGREEMENT 

• Education and outreach  
• Contact the FPPC if you have questions 

about requirements under the Political 
Reform Act or local ordinance 

• Auditing 
•  Every San Bernardino County 

candidate/controlled committee  
• Enforcement 

 
 
 



COUNTY OF SAN BERNARDINO 
CAMPAIGN LAW 
ENFORCEMENT AGREEMENT 

• Enforcement: 
• Attorney review of all audit findings 
• Consistency in case resolutions and penalties  
• Closure letter: No Action, Advisory, or Warning 
• Stipulation: Streamline or Mainline 
• Approved by the Commission and public 

documents  
 
 
 



COUNTY OF SAN BERNARDINO 
CAMPAIGN LAW 
ENFORCEMENT AGREEMENT 

• Prevent public harm 
• Disclosure before the election 
• Patterns of campaign money 

laundering 
• Keep voters informed 
• Level playing field 
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