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SENSITIVE
Referral to ADRO:
Referral to OGC:

A referral will be made to OGC when an entity does not respond to an RFAI regarding the non-
filing of an electioneering communication, when the communication in question is in excess of

- and no adequate explanation has been provided for the public record.

A referral to OGC will be made when an entity files a report(s) that was due prior to an election,

after the election, and the report(s) discloses in excess of - in activity.
A referral will be made to OGC if an entity files an amendment(s)- or more days after the

filing date of the original report, which discloses an increase or decrease in donations or
disbursements/obligations of - or more and is in excess of _
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Standard 23: Bundling Reporting Problems (Form 3L)

(This Standard applies to Authorized Committees, Leadership PACs and Party Committees)

Notices Sent:

An RFAI will be sent for failure to properly disclose bundled contributions received within the

covered period for_ but not less than. entries per report.

Applying This Standard
Schedule A

¢ the name of the lobbyist/registrant or lobbyist/registrant PAC;
¢ the address of the lobbyist/registrant or lobbyist/registrant PAC;
o the lobbyist/registrant’s employer (for individuals); and

o the aggregate amount of bundied contributions received during the covered period
In determining the adequacy of a contributor’s address, the following must be supplied:
o The street address, PO Box, or Rural Route #

o The city, state, and zip code.

Assessment of Audit Points:

_ will be assessed per report if a committee does not respond or responds inadequately
to an RFAL

Referral to ADRO:

A committee will be referred to ADRO if it meets both of the following criteria:

o The committee failed to correct the itemization information for entries that total -

in number for the— and

¢ The committee failed to correct the itemization information for- or more of the total

entries requiring itemization for the-.
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Referral to OGC:

A committee will be referred to OGC in lieu of ADRO if it meets the following criteria:

o The committee failed to correct the itemization information for entries that total - or

more in number for the _, and

e The committee failed to correct the itemization information for- or more of the total

entries requiring itemization for the —

Standard 24: Continuation of Reporting Problems Noted in a Previous
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Audit

(This Standard does not apply to Title 26 Authorized Committees)

Notices Sent:

There will be no notices sent under this Standard.

Applying This Standard:
Only violations verified by the Audit Division in final audit reports will be used to determine

which reporting problems this section applies to. Problems cited in final audit reports from
previous election cycles will be limited to the _ for Unauthorized and House
committees and_ for Senate committees and Title 2 Presidential committees.

Assessment of Audit Points:

_ will be assessed for each problem cited in a final audit report as a finding relating to a

previous election cycle, where that problem continues in reports filed subsequent to the
committee's receipt of the final audit report. Points under this Standard will only be assessed if

the committee inadequately responds to or does not respond to a problem noted in an RFAIL

Referral to ADRO:

Referral to OGC:
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Standard 25: Problems with Reporting Financial Activity/FEC Database

Notices Sent/Applying this Standard::
If an analyst believes that a discrepancy, error or omission may have a significant impact on the

Commission's Reports on Financial Activity, an RFAI will be sent subject to the approval of the

Branch Chief and without regard to the aforementioned Standards.

On a case-by-case basis, the Information Technology Division will notify RAD if a committee’s
format for the reporting of reattributions, redesignations, earmarked contributions, joint
fundraising memos, staff advances and conduit contributions causes document-processing
problems. For example, if a committee is involved in a convention or caucus and the
contributions received are designated for a primary election by the committee, an RFAI will be
sent notifying the committee of the proper reporting format. If the problems continue on

subsequent reports, additional RFAIs will be sent.

In addition, if the analyst believes a committee’s format for the above transactions is causing

document-processing problems or will cause document processing problems in the future, an
RFAI will be sent notifying the committee of the proper reporting format when the amount(s) in
question is in excess of - If the problems continue on subsequent reports, additional

RFAIs will be sent.

Assessment of Audit Points:
_ will be assessed for the first RFAI sent to a committee for an apparent violation.
On subsequent reports, _ will be assessed per reporting period if the committee does not

respond or inadequately responds to an RFAIL

Referral to ADRO:

Referral to OGC:
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Standard 26: Personal Use of Campaign Funds

(This Standard does not apply to Unauthorized and Title 26 Authorized Committees)

Notices Sent:
An RFAI will be sent if a report contains one or more entries in excess of - each that are
apparent Per Se Personal Use of campaign funds, as defined at 11 CFR §113.1(g), with the

exception of item “f below,

An RFAT will be sent for salary payments made to an apparent member of the candidate's family

(as described in item “f” below) totaling in excess of - per report.

Applving This Standard:

This Standard is designed to monitor the personal use regulations. —

Examples of Per Se Personal Use include but are not limited to:

a. Mortgage payments;

b. Clothing, except articles of de minimus value such as T-shirts or caps imprinted with

a campaign slogan;

c. Tuition payments, unless specifically stated as training of campaign staff to perform

campaign tasks;

d. Funeral, cremation and burial expenses unless the expenses are used for a candidate,
employee, or volunteer of an authorized committee whose death arises out of, or in the

course of, campaign activity;
e. Rent and utility payments which are specifically disclosed as payments for the
candidate's personal residence (e.g., "electric bill for candidate's home"), even if part of

the residence is being used by the campaign;
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f.  Salary payments which are made to apparent members of the candidate's family (i.e.,

individuals sharing the candidate's surname) or salary payments expressly reported as
being to members of the candidate's family (e.g., "salary to the candidate's sister") and, as
reported, evidently exceed the fair market value of bona fide services rendered to the

campaign.

g. Food items for day-to-day consumption in the home and supplies purchased to
maintain the household that are specifically reported for a purpose other than fundraising
activities and/or refreshments for campaign meetings (e.g., "groceries for candidate's

family", "supplies for candidate's home™);

h. Entertainment, such as sporting events, concerts and theater, which are specifically
reported as being for a purpose other than campaign or office holder activity (e.g.,

"football tickets for candidate and his son"); and

i.  Dues, fees, and gratuities, such as payments to a country club, health club,
recreational facility or other nonpolitical organization, which are not reported as being
associated with fundraising or a fundraising event. Thus, "health club membership for
candidate” is not acceptable, whereas "fundraiser at health club” is acceptable. This
excludes any payments to an organization that may offer political contacts, such as a
community or civic organization. Thus, "Rotary Club dues for candidate" or "Lion's

Club dues for candidate" are acceptable.

j. Salaries paid to the candidate by the PCC become personal use of campaign funds
when

o The salary exceeds the annual salary for the federal office sought.

e Salary is not made on a pro-rata basis. If a candidate loses the primary election or
withdraws prior to the general election, he or she must not continue to receive
salary payments.

e Payments are made to incumbent federal officeholders.

e Payments are made before the filing deadline for access to the primary election
ballot.
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k. Contributions received on or before the day of election can be used to repay all
candidate personal fund loans provided the loans are repaid within 20 days of the
appropriate election. Contributions received after the applicable election may only be
used to repay candidate personal fund loans up to $250,000. Attempts to repay candidate
loans that aggregate in excess of $250,000 past the 20 day deadline; will result in an

impermissible personal use of campaign funds by the candidate.

Legal, meal, travel, vehicle and mixed-use expenses will not be questioned under this standard,

unless specifically reported for a use that is personal.

Any other RFAI regarding Per Se Personal Use will be sent in consultation with the Authorized

Branch Chief.

Assessment of Audit Points:

_ will be assessed per reporting period if the committee does not respond or responds
inadequately to an RFAI

Referral to ADRO:

A committee may be referred to ADRO in cases where the committee does not respond or

inadequately responds to an RFAI and the entries which include Per Se Personal Use, exceed
- per report and the matter(s) in question has been subject to the OGC Review and

Concurrence Process.

Referral to OGC:

Referrals will be handled by OGC for the apparent violations noted above in “Referral to

ADRO” when a determination has been made during the OGC Review and Concurrence Process

that the matter(s) in question is better suited for standard processing in OGC.

There will be no referrals made to OGC under this Standard for Title 26 Committees.

Standard 27: Expenditures in Excess of the Overall and/or State Limits
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(This Standard does not apply to Title 2 Authorized or Unauthorized Committees)

Notices Sent:

An RFAI will be sent when a state limit or the overall limit has been exceeded by an amount in

excess of| -

Applying This Standard:
A statement regarding refunds, rebates, or returns of deposit owed to the committee relevant to

the state(s) in question will be considered adequate.

Assessment of Audit Points:
_ are assessed under this standard.

Referral to ADRO:

Referral to OGC:
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Standard 28: Administrative Expenses

(This Standard does not apply to Title 2 Authorized or Title 26 Authorized Committees)

Notices Sent:
A notice will not be sent to a Separate Segregated Fund, since such costs can be paid by its

connected organization.

A notice will not be sent to Nonconnected PACs due to the EMILY’s List decision. A

reassessment will be made subsequent to a rulemaking in response to this decision.

An RFAI will be sent if a report discloses in excess of - in total disbursements during a
reporting period, and no/limited administrative expenses (utilities, rent and salaries) have been
itemized. If a report does not disclose payments for rent, salary and utilities, reports filed to date
by the committee for the calendar year will be analyzed to determine if there is sufficient
disclosure of administrative expenses. Payments to a consulting, law or accounting firms will be

considered acceptable for salary.

For Monthly filers, the assessment of Administrative Expenses will be based on the activity of
— reports filed, beginning with the - Monthly Report. During an election

year, the assessment will be based on the combined activity on the _
I - o

If debts are incurred during the period for administrative expenses, this will negate the sending
of

a notice. However, if debts are incurred to the non-federal account for administrative expenses,

this will be handled in accordance with Standard 13. If debts are incurred to a Levin account

for Administrative expenses, this will be handled under Standard 12.
A committee whose response to an RFAI indicates that it operates on a volunteer basis, operates

out of a home and/or its administrative expense payments are minimal, will not be questioned for

the remainder of the election cycle.
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If a committee with Allocated Federal and Non-Federal activity provides limited or no

administrative expenses, it will be handled under Standard 13. The lack of salary payments on
Schedule B for Line 30(b) for State, District & Local Party Committees will be addressed under
Standard 12.

Audit Point Assessment:

- will be assessed per reporting period if a committee does not respond or
inadequately responds to an RFAL

Referral to ADRO:

A referral to ADRO will be prepared if a committee does not respond or inadequately responds

and the total disbursements (Line 31, Column A) aggregate in excess o- and less than

ey T ——

Referral to OGC:

A referral to OGC will be prepared if a committee does not respond or inadequately

responds to an RFAI and the total disbursements (Line 31, Column A) aggregate in excess of
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Standard 29: Terminating Committees

Notices Sent/ Applying this Standard;:
Committees that file a Termination Report will be subject to a termination review as noted

below. If a committee files a Termination Report and has other reports that have not yet been

reviewed, the analyst’s review of prior reports will be limited to the termination review criteria.

An RFAI will be sent if a termination report discloses outstanding debts/loans or residual funds
(without a statement concerning the disposition of residual funds) in excess of - The
RFAI will advise the committee that they must continue to file reports until the requirements of
11 CFR §102.3 have been satisfied. If there are no other outstanding issues, the committee could

be subject to the Administration Termination policy and procedures.

If a committee attempts to terminate with residual funds or outstanding debts/loans (excluding
those made from the candidate’s personal funds for Authorized Committees) in excess of
- and does not file its next report(s), the committee will be handled through the

non-filing process under Standard 4.

Termination Review
Standard 5 — Excessive, Prohibited and Other Impermissible Contributions/Transfers
For Unauthorized Committees — violations during the current election cycle meeting the RFAI

threshold, where a refund or transfer-out should have been, but was never issued, will be treated
as a debt and aggregated towards the in excess of - threshold for outstanding loans/debts.

For Authorized and Unauthorized Committees — violations during the current election cycle
meeting the RFAI threshold, where the committee does not disclose receiving a refund or
reimbursement, will be treated as residual funds and aggregated with the committee’s cash-on-
hand balance towards the in excess of - threshold. Disputed debts will be counted toward
the committee’s outstanding debts and obligations.

Standard 6 — Mathematical Discrepancies:
Limit review for: (1) any Admin Fines, ADRO and OGC referable violations, and (2)
discrepancies affecting cash-on-hand or loans/debts balance, including but not limited to:
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e Column A discrepancies — Schedule(s) greater than the line amount on the Summary
Page or Detailed Summary Page;
Discrepancies within Schedules that affect cash on hand and/or loans/debts balance;
Column A errors in subtotal and total lines;
Overlapping coverage dates causing the same activity to be reported more than once;
Gap in coverage dates between reports;
Discrepancies between ending and beginning cash-on-hand,;
Incorrect disclosure of invested funds resulting in cash-on-hand errors;
Incorrect disclosure of coordinated expenditures made by party committees resulting in
cash-on-hand errors (Authorized Committees); and
¢ Inclusion of memo entries into Column A totals,

Standard 7 — Failure to Provide Supporting Schedules:
Limit to review for: (1) any ADRO and OGC referable violations, and (2) problems affecting
cash-on-hand or loans/debts balance, including, but not limited to:

* Missing or insufficient Schedule(s) A, B, C, D and for Unauthorized Committees only, E
and F;

¢ Initial cash balance on the first report filed by the committee; and

¢ Negative ending cash-on-hand

Standard 8 — Failure to Properly Itemize Missing Contributions from Individuals
Limit to review for any ADRO and OGC referable violations.

Standard 11 - Failure to Properly Itemize Disbursements
Limit to review for any ADRO and OGC referable violations.

Standard 12 — Federal Election Activity/Levin Funds (Unauthorized Committees)
Limit to review for: (1) any ADRO and OGC referable violations, and (2) problems affecting
cash-on-hand balance or loans/debts balance, including, but not limited to:

¢ Missing or insufficient Schedule(s) H5, H6, L-A and L.-B
e Failure to transfer-out excessive or prohibited amount received from Levin/non-federal

account

Standard 13 — Allocated Federal and Non-Federal Activity (Unauthorized Committees)
Limit to review for: (1) any ADRO and OGC referable violations, and (2) problems affecting
cash-on-hand balance or loans/debts balance, including, but not limited to:

e Missing or insufficient Schedule(s) H3 and H4
¢ Failure to transfer-out excessive or prohibited amount received from non-federal account
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Standard 14 — Independent Expenditure Reporting Problems (Unauthorized Committees)
Limit to review for any ADRO and OGC referable violations.

Standard 15 — Coordinated Expenditure Reporting Problems (Unauthorized Committees)
Limit to review for any ADRO and OGC referable violations.

Standard 16 — Failure to Properly Itemize Loans
Limit to review for any ADRO and OGC referable violations.

Standard 23 - Bundling Reporting Problems (Form 3L)
Limit to review for any ADRO and OGC referable violations.

Standard 26 — Personal Use of Campaign Funds (Authorized Committees)

Standard 28 — Administrative Expenses (Unauthorized Committees)
Limit to review for any ADRO and OGC referable violations.

Standard 30 — Other Violations of the Federal Election Campaign Act

Prior Reports with OQutstanding Issues
An RFAI will be sent if a termination report is filed, but previous problems exist on prior reports

that have not been corrected or clarified and are ADRO*/OGC referable, or if not corrected,

would cause the committee to have residual funds or debts/loans in excess of| -

Outstanding Standard 5 violations and for Unauthorized Committees, Standard 12 and 13
violations meeting the RFAI threshold where a refund or transfer-out should have been, but was
never issued, will be treated as a debt and aggregated towards the in excess of - threshold
for outstanding loans/debts. In addition, outstanding Standard 5 violations meeting the RFAI
threshold where the committee does not disclose receiving a refund or reimbursement, will be

treated as residual funds and aggregated with the committee’s cash-on-hand balance towards the

in excess of - threshold.

" |
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Outstanding Standard 5 and for Authorized Committees, Standard 26 violations meeting the
RFAI threshold where the committee does not disclose receiving a refund or reimbursement, will
be treated as residual funds and aggregated with the committee’s cash-on-hand balance towards
the in excess of - threshold.

The notice will be sent on the Termination Report to advise the committee that they must

continue to file reports until all questions raised have been responded to.

Termination Criteria

If a committee has no outstanding issues with the Commission and files a Termination Report
disclosing: (1) no outstanding loans or debts and no residual funds, or (2) outstanding loans or
debts of - or less, or residual funds of - or less, a termination notice (MS-K) wiil
be sent which states that the committee’s future reporting requirement has been terminated. For
Authorized Committees, this applies only to loans or debts from a source other than the

candidate.

If a terminating Authorized Committee has outstanding loans or debts in any amount, owed to
the candidate, a modified MS-K re: loan forgiveness will be sent. The modified MS-K will
instruct the committee to file a letter signed by the candidate stating that the loans/debts are

forgiven (see “Authorized Committees” section below).

Outstanding Matters in Other Divisions

If a committee that files a termination report and is involved in the Administrative Fines process
or has other outstanding issues (i.e.; MUR, eligible for audit or ADR), RAD will coordinate with
the appropriate division so a letter may be sent to the committee notifying them they must
continue to file reports until notified by the FEC and until the matter(s) has been resolved. If a
committee may be eligible for audit, but a decision to refer has not been made, a notice denying
termination while the Commission makes a determination about whether or not to pursue the

matter will be sent by the RAD analyst.

All committees that file a termination report electronically will receive an e-mail from the IT

155

Reports Analysis Division Procedures



This document does not bind the Commission,
nor does it create substantive or procedural rights.
For more information, see http://www.fec.gov/law/procedural materials.shtml.

SENSITIVE
Division telling the committee they must continue to file all future reports until notified by the

Commission that their termination request has been approved.

A committee that files a termination report will not be included in the Administrative Fines
Program (AFP) when:

¢ the report is filed late but is otherwise satisfactory, thus permitting RAD to terminate the

committee; or

o the report is filed late and has issues for which an RFAI is required, but the issues would
not prevent RAD from terminating the committee if ultimately not resolved. Any
subsequent reports required to be filed during the RFAI response time period also will
not be included in the AFP.

The above will apply only when the committee’s report is received prior to RAD circulating its
Administrative Fine reason to believe (RTB) recommendation. If the report has not been filed

prior to RTB, the committee will be included in the program.

Authorized Committees

If a committee files a termination report with only outstanding candidate debts and/or candidate
loan(s), the candidate states that he/she is forgiving these obligations and the committee has no
other outstanding matters with the Commission, a notice (MS-K) will be sent to the committee

advising them that their filing requirement has been terminated.

If a committee files a termination report with only outstanding candidate debts and/or candidate
loan(s), a notice {modified MS-K) will be sent which states that the committee’s future filing
requirement has been terminated. The notice will also request that the candidate submit a
signed, written statement forgiving all debts and/or candidate loan(s) in lieu of a Debt Settlement
Plan. The notice will request a signed, written statement even if the committee files

electronically except in the case where the candidate and the treasurer are the same person.

Assessment of Audit Points:
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- audit points will be assessed under this Standard.

Referral to ADRO:

Referral to OGC:

See Administrative Termination Section.

Administrative Termination

General

Administrative Termination (AT) is the action taken by the Commission to terminate the
reporting obligations of political committees that appear to be inactive. Administrative
Termination does not relieve a committee of any legal responsibility for the payment of any
outstanding debt or obligations. RAD will send an Administrative Termination Letter (MS-F) to
those committees identified for AT action. All committees selected for AT action will be
forwarded to OGC, ADRO and Audit to ensure that no outstanding matters are pending within
the Commission prior to Administrative Termination. Committees that are not subject to the
OGC, Audit Division or ADR referral provisions of the standards contained in this policy may

be examined for administrative termination if:

¢ a committee that has filed reports but does not respond to at least_ non-
filer notices or such notices have been returned by the US Postal Service as not

deliverable, or

e acommittee has registered with the FEC but did not file the report that was due following

the registration date, or

¢ a committee appears to be filing reports solely for the purpose of reporting outstanding
debts and the committee has reported the same debt and cash on hand information for one

year.
A committee will not be considered for administrative termination if there is a pending or
outstanding compliance or audit action. Normally, a committee will not be considered for
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administrative termination if it is involved in the Administrative Fines program. However, a

committee may be considered for administrative termination, if the committees’ debt has been
transferred to the Department of Treasury and the committee has discontinued the filing of

required Commission reports.

Administrative Termination by RAD

Unauthorized Committees

RAD may administratively terminate —

¢ a committee that has filed reports but does not respond to at least_ non-
filer notices or such notices have been returned by the US Postal Service as not

deliverable, or

e acommittee has registered with the FEC but did not file the report that was due following

the registration date, or

e a committee that has not filed reports for- and its total assets (cash on hand plus
debts owed to the committee) minus total debt and obligations does not exceed -;

or

¢ acommittee that has reported the same debt and cash on hand information for a period of
- and its assets (cash on hand and debts owed to the committee) minus total debt
and obligations do not exceed-.

Authorized Committees

RAD may administratively terminate—
* a committee that has filed reports but does not respond to at least_ non-
filer notices or such notices have been returned by the US Postal Service as not

deliverable, or

e acommittee has registered with the FEC but did not file the report that was due following
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the registration date, or

e acommittee that has not filed reports for -, and its cash on hand does not exceed
- and it meets the age and debt/obligation amounts outlined in Table 1-1; or

» acommittee that has reported the same debt and cash on hand information for a period of
- and its assets (cash on hand and debts owed to the committee) minus total debts
and obligations do not exceed - The committee must also meet the age and

debt/obligation amounts outlined in Table 1-1.

Administrative Termination Referral to OGC

Unauthorized Committees
RAD may refer to OGC —

¢ a committee that has not filed reports for- if its cash on hand and debts owed to

the committee exceeds the total debts and obligations owed by the committee in excess of

e acommittee that has reported the same debt and cash on hand information for a period of
- if its cash on hand and debts owed to the committee exceeds the total debts and
obligations owed by the committee in excess of -

Authorized Committees
RAD may refer to OGC -

¢ a committee that has not filed reports for _, if its cash on hand exceeds -

and it meets the age and debt/obligation amounts in Table 1-1; or

¢ acommittee that has reported the same debt and cash on hand information for a period of
- if its cash on hand and debts owed to the committee exceeds the total debts and
obligations owed by the committee in excess of - and it meets the age and

debt/obligation amounts in Table 1-1. Please note, when a concern exists that a
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committee’s outstanding debts and obligations appear to present a possible violation of

the prohibitions and limitations of 11 CFR parts 110 and 114, RAD should consult with

OGC concerning the appropriateness of a referral.

Table 1-1
The following Age/ Debt Table will be used in determining whether an Administrative
Termination can be initiated by RAD.
DEBT THRESHOLD +

(g3l
*

*AGE will be determined from the date of the election in which the candidate last participated.
+ Debt totals do not include debts owed to the candidate or loans to the committee from the

candidate’s personal funds.
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Standard 30: Other Violations of the Federal Election Campaign Act

Notices Sent:
Notwithstanding the aforementioned Standards, an RFAI will be sent subject to the approval of
the Assistant Staff Director for RAD, where there may be serious violations of the Federal

Election Campaign Act or the Commission's Regulations.

Assessment of Audit Points:

Point assessment will be made at the discretion of the Assistant Staff Director for RAD.

Referral to ADRO:

Referral to OGC:

A referral to OGC will be prepared if a committee does not respond or submits an inadequate

response to an RFAL Additionally, RAD will consult with OGC concerning the appropriateness

ofareferral when RAD [

Title 26 Presidential Committees

RAD will consult with the Audit Division and OGC regarding an appropriate course of action.
The consultation will take place at the time the RFAI is circulated to Audit and OGC. If a
response to the RFAI is not received, is inadequate, or admits to the violation, the three divisions
will jointly decide whether or not to refer the committee to the Commission prior to the
commencement of the mandatory audit.
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Reports Analysis Division
(RAD)
Review Process

October 2011
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 Party Non-Party Branch — 21 analysts
» Review all Party and PAC reports
» 4-5 Month training program and mentored for 6-12 months

* Authorized Branch — 15 analysts
» Review all federal candidate committee reports
» 2 Month training program and mentored for 6-12 months

» Compliance Branch — 4 analysts

» Implement the non-filer and Administrative Fine programs

Organization of RAD

3 Branches

2010 FEC Informarion Division

A,

Organization of RAD
Three Branches

1.

a)

b)

d)

Party/NonParty Branch — review all party committees and PAC
reports — 21 analysts. New analysts undergo a 4-5 month
training process and are then mentored by a more Senior
analyst for 6 to 12 months.

Authorized Branch — review federal candidate committees
reports — 15 analysts. New analysts undergo a 2 month training
process and are then mentored by a more Senior analyst for 6 to
12 months.

Compliance Branch - serve a quality control function for the
review branches and implement the non-filer and
Administrative fines programs — 4 analysts

Recently began cross training analysts to review reports filed
by all committee/entity types.
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PAC/Party Analysts

Each analyst is assigned 200-400 committees

PACs with are assigned randomly

L ]

Larger PACs assigned to more senior analysts

National committees assigned to more senior
analysts, State party committees assigned by
state, Local parties assigned randomly

2010 FEC Information Division

2. Committee Assignments — Party/Non-Party Branch

a) Party/NonParty Branch analysts are assigned anywhere from
200 to 400 committees (parties and PACs).

b) PACs are assigned randomly with the larger ones being
assigned to more senior analysts.

¢) National Committees are assigned to the more Senior analysts,
State Party committees are assigned by state, so that the
assigned analyst reviews both the Democratic and Republican
state parties, Local parties are assigned randomly.
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5 Authorized Branch Analysts

Each analyst is assigned 200-350 committees

House and Senate campaigns assigned by state

Presidential and Delegate committees are
assigned to senior analysts

All others are assigned at random

2010 FEC Information Division

3. Committee Assignments — Authorized Branch

a) Authorized Branch analysts are assigned anywhere from 200 to
350 committees (House, Senate, Presidential, Delegate, Joint
Fundraising, Independent Expenditures and Electioneering).

b) House and Senate Campaign committees are assigned by state

¢) Presidential and Delegate committees are assigned to more
senior analysts.

d) All others are assigned randomly.
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Analyst Responsibilities

» Review assigned committees’ reports by
established deadlines

Assist committees by phone and log calls

Meet with committees by request

Participate in FEC conferences

Special projects

2010 FEC Information Division

4. Analyst Responsibilities

a) Review all reports filed by assigned committees by established
deadlines.

b) Customer service role — assist committees on the phone on a
daily basis and log phone calls. Meet with Committees by
request. Participate in conference workshops and lunch tables.

c) Special Projects
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RAD Review and Referral Policy

* Categories of review include:
» Mathematical Discrepancies
» Failure to Provide Supporting Schedules
» Failure to Properly Itemize Contributions from
Individuals

* RFAI threshold

* Policy is confidential and is approved by the
Commission

2611 FLC Informanon Division

B. RAD Review of Reports
1. RAD Review and Referral Policy

a) Internal policy contains thirty categories of review the
analyst checks, such as: Mathematical Discrepancies,
Failure to Provide Supporting Schedules and Failure to
Properly Itemize Contributions from Individuals, to name a
few.

b) Policy has established thresholds for making determination
on whether to send a Request for Additional Information
(RFAI).

) Thresholds are confidential and policy is approved by the
Commission.
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Review of Reports

Thresholds applied on a per report basis

* Committee may receive RFAI on same issue already
addressed in response to RFAI from earlier report

» Exceptions: Responses relating to best efforts
procedures apply for the two year election cycle

2011 FEC Informuation Livision

d) Review is conducted on a per report basis, meaning the
thresholds are applied to each report reviewed.

1) This means a committee may receive a RFAI which
includes the same issue already addressed in
response to a RFAI referencing a different report.
¢ Exceptions include outlining Best Efforts

procedures which would apply to the two-year
cycle.
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Review of Reports

 Several issues may combine to meet a single
threshold, so it’s possible to see an issue
questioned on one report, but not on another

« Commission reassesses policy every election
cycle and revises it based on input from RAD
and other offices (such as OGC) and

Commissioners.

2011 FLEC Information Division

2) There may be several issues that are aggregated
together to meet a single threshold, so it’s possible
to see an issue questioned on one report that isn’t
included in an RFAI on for another report.

e) Policy is reassessed every election cycle and
revisions/change made based on input from RAD and other
offices (such as OGC), and Commissioners.
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'v Request for Additional Info

* If internal thresholds are met, analyst sends
RFAI with response due date in upper right
corner

* No extensions
* Responses assessed by analysts, team leaders

* Analysts do not reply to committee responses

2011 FEC Information Divison

g3

[

Swbene. Sty Sagart 11405001} e T erbas Srkly
Eramtnip ot

Oy 0 s

Ciomsiitrnia Dapsletomns topioe bt o swmltee bt €la
derndouer o © otk v woribe W e of S0 w8

2011 FEC Information Division

Reports Analysis Division Procedures



This document does not bind the Commission,
nor does it create substantive or procedural rights.
For more information, see http://www fec.gov/law/procedural materials.shtml.

4\ % Request for Additional Info

Piease note, you will nof peceive an additional notice from the Commisdon on this|
arattes . Aderyuste sorponves wiuat be icueaed by e Conuutasive o w befure the gl
daze noted sbove o be then wio consuderation 1w determmung whedlser zudit scton
will be antiated Fubiee 1o comply with the provisiens of the Aet nuay also revult in an]
enforcement action agains? the commifies. Ay responk wbmitted by your comanrice
wall be piaced o the pubhe recosd and wall be consdered by te Commassion praor 10|
takwz enforvement action Requests for extentions of time in which to respond will]
uot be considersd.

Electione filers mwsst file o wxlude . and seports)
ins2 shese gomant of the repon that are bang ameadsd.

i I you thould kave any guestions regarcing dus outter ar wish to <enfy the zdequacy!
i i of your resporse. plesie contact tr o our toll-free tamber (800) 424.9336 {at e
: Anaiyst Phone -\ peciapt prevs § fo teach the Repusts Analyan Divivion) or my bocsd wmanber (3023
el s : 684-1186,

Number ;

Sincevely,

Wxﬂ‘»«
Bradley Matheson

Semos Campagn Finance Analyst
Reposts Analyds Divisar

Analyst Name

2011 PEC Infosmation Division
C. Request for Additional Information (RFAI)
1. If internal thresholds are met, an RFAI is sent, with a Response
Due Date in the upper right hand corner of the letter, extensions

are not granted.
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Responding to RFAIs

* Analysts do not contact committees in every case
when a response is not sufficient

» Committee should contact its analyst before and/or
after filing a response

* Analysts do not make legal conclusions
* Analysts cannot categorize your activity

* In some cases, RAD consults OGC before sending an
RFAI and when assessing a committee’s response

2011 FIK Information Dwsion

2. Responses are assessed by the analysts and in some cases, team
leaders.

a) Analysts do not reply to responses.

b) Contact is not made with committees in every case when a
response is not adequate due to insufficient resources.
Further explanation below.

c) Committees are encouraged to contact their assigned
analyst prior to responding if unsure about how to respond
or after a response is filed to ensure an adequate response is
received.

d) Keep in mind that analysts can’t make legal conclusions or
give guidance on a legal conclusion being made by a
committee. In addition, they cannot determine what
category your activity falls under (i.e., independent
expenditures or coordinated party expenditures).

€) In some cases, RAD consults with OGC before sending a

RFAT and when making a response assessment.

11
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Responding to RFAIs

* File amendment to add, change or delete actual
entries on FEC report

* Use miscellaneous text submission (Form 99)
for narrative responses that do not affect actual
entries within a report (e.g., demonstrating best
efforts)

2611 FEC Information Divsion

3. Must amend report when changing information that affects
actual entries on a report. This would include additions, changes
or deletions.

4, Miscellaneous Text Submission (Form 99)
used for narrative responses that do not affect actual entries within
a report. (For example: when outlining procedures for “Best
Efforts” in obtaining contributor information.)

12
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Audit Consideration Factors

Level of financial activity

Responses to RFATs
v’ Late or no response
v Inadequate response

Election Results (Authorized Committees only)
Number of amendments filed is NOT a factor

Number of RFAIs received is NOT a factor if
responses were adequate and timely

2011 FEC Infornution Divisicn

D.

Referrals to the Audit Division
1. Factors for making referrals to the Audit Division:
a) Level of financial activity;
b) Responses to RFAISs:
@ Late or no response.
(i)  Inadequate response.
c) Election Results (Authorized committees only)

2. The pumber of amendments filed is not a factor.
3. The number of RFAISs is not a factor if responded to adequately
and on time.
13
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W OGC & ADRO Referrals

* Policy includes referral thresholds

* RAD calls committee before referring to OGC
or ADRO to explain RFAI and request
response

* Adequate and timely response may prevent
referral

2011 FIEC Informazon Division

E. Referrals to OGC (Office of General Counsel) and ADRO
(Alternative Dispute Resolution Office)

1. Internal policy includes thresholds for determining whether a
matter should be referred to OGC or ADRO.

2. Committee will receive a phone call from RAD prior to a referral
to ADRO or OGC to explain RFAI and request a response.

3. An adequate response is required by the timeframe given to

prevent the matter from being referred.

14
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Contact Information

+ Ensure that committee’s most current mailing
address, email address and phone number appear on
Statement of Organization (FEC Form 1). Often
RFAIs are returned by the Post Office due to an
incorrect mailing address.

* RAD Process change—RFAIs are now being sent via
email. Ensure valid e-mail address is provided on
Form 1.

2011 FEC Information Division

4. Comunittees should ensure that they have provided the most
current mailing address, email address and phone numbers on their
Statement of Organization (FEC Form 1). Often RFAIs are
returned by the Post Office due to an incorrect mailing address.
RAD began sending RFAIs via e-mail in October 2011.
Cominittees still have the option to continue to receive RFAIs on
paper through the mail.

RAD Contact Numbers
202-694-1130 or 1-800-424-9530 (press 5)

We encourage you to call your Campaign Finance Analyst for
assistance.

We are here to help!
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