2014 Ethics and Compliance Training
for NEW Lobbyists and Employers of Lobbyists

Alaska Public Offices Commission


Presenter
Presentation Notes
This is the 2014 lobbyist and employer of lobbyist beginner ethics training.  Following this training, be sure to follow the link to take the test and submit an ethics training verification form to the A.P.O.C. office to receive credit for having taken the training.


APOC Ethics Training- Why ?

"Training is statutorily required for BOTH lobbyists
and employers AS 24.45.031(a)(6)

"Lobbyists MUST complete training as a pre-
condition of registration AS 24.45.041(b)(8)

"Training protects you from making errors because
you didn’t know the law and reduces your exposure

to civil penalties


Presenter
Presentation Notes
Why do lobbyists and employers of lobbyists have to take the ethics training?
Lobbyist and Employers of lobbyists are required to take the ethics training by Alaska statute 24.45.031(a)(6).
Lobbyists must complete training as a pre- condition of registration AS 24.45.041(b)(8)
Taking the ethics training will decrease the likelihood of you making errors regarding conduct and reporting.





Course Overview

This presentation covers:
=Alaska’s lobbying law and regulations

=Registration and reporting requirements for
lobbyists and lobbyist employers

*APOC’s electronic filing system - Insight


Presenter
Presentation Notes
This presentation covers:

Alaska’s lobbying law and regulations,

Registration and reporting requirements for lobbyists and lobbyist employers,

A–P-O-C’s electronic filing system known as Insight


Review and Learn the
Following:

&

Alaska’s lobbying statute: AS 24.45
Lobbying regulations: 2 AAC 50.550

Important definitions in AS 24.45 and 2 AAC 50


Presenter
Presentation Notes
Because we do not have the time to go over the lobbying statutes and regulations in detail, please make yourself familiar with the following resources,

Alaska’s lobbying statute: AS 24.45,
As well as the Alaska Lobbying regulations: 2 AAC 50.550.  
There are links to both at the A P O C lobbying web page located at http://doa.alaska.gov/apoc/FilerResources/lobbying.html.

Important definitions in AS 24.45 and 2 AAC 50 can be found at 
http://doa.alaska.gov/a p o c/ethics_training/definitions.html

http://doa.alaska.gov/apoc/ethics_training/definitions.html

More Resources

Alaska Public Offices Commission: History, Commissioners,
Staff, Office locations http://doa.alaska.gov/apoc/public_html

Alaska’s Lobbying Manual:

http://doa.alaska.gov/apoc/pdf/manual-lobbying.pdf

Advisory Opinions:
http://aws.state.ak.us/apocinterim/ViewCommissionAdvisoryOpinion
S.aspx

APOC Notifications:
http://list.state.ak.us/soalists/APOCnotifications/jl.htm



Presenter
Presentation Notes
Some other resources available through the A P O C website are,

Alaska Public Offices Commission:  History, Commissioners,  Staff, and Office locations can be found at http://doa.alaska.gov/apoc/public.html 

Alaska’s Lobbying Manual: can be found at
http://doa.alaska.gov/a p o c/pdf/manual-lobbying.pdf

Advisory Opinions: http://aws.state.ak.us/a p o c Interim/View Commission Advisory Opinions.a s p x

APOC Notifications: http://list.state.ak.us/s o a lists/APOC notifications/jl.htm

http://doa.alaska.gov/apoc/public.html
http://doa.alaska.gov/apoc/pdf/manual-lobbying.pdf
http://aws.state.ak.us/apocInterim/ViewCommissionAdvisoryOpinions.aspx
http://aws.state.ak.us/apocInterim/ViewCommissionAdvisoryOpinions.aspx
http://aws.state.ak.us/apocInterim/ViewCommissionAdvisoryOpinions.aspx
http://aws.state.ak.us/apocInterim/ViewCommissionAdvisoryOpinions.aspx
http://list.state.ak.us/soalists/APOCnotifications/jl.htm
http://list.state.ak.us/soalists/APOCnotifications/jl.htm

Who Administers Ethics and Financial
Disclosure Laws Applying to Public Officials,
Legislators, Lobbyists and Candidates ?

= Public Officials: Department of Law, APOC (AS 39.50)

= Legislators and legislative staff: Select Committee on
Legislative Ethics, APOC (AS 24.60)

= Candidates, groups, state and local elected officials,
lobbyists and their employers: APOC (AS 15.13,
AS 24.45)
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Presentation Notes
Who Administers Ethics and Financial Disclosure Laws Applying to Public Officials, Legislators, Lobbyists and Candidates for public office?

Public Officials: Department of Law,  as well as A P O C  (AS 39.50)

Legislators and legislative staff: Select Committee on Legislative Ethics,  as well as A P O C  (per AS 24.60)

Candidates, groups, state and local elected officials, lobbyists and their employers:  A P O C ( per AS 15.13, AS 24.45)


Will This Course Teach
You To Be Ethical?

The course shall: ““promote
adherence to high ethical standards” and
“teach lobbyists and employers of lobbyists

how to comply with laws.”

AS 24.45.031(a)(6)


Presenter
Presentation Notes
Let’s take a moment and think about the point of an ethics course.  The goal is to promote adherence to a high ethical standard.  The resulting ethical conduct is essentially adherence to ones moral standards and bearing.  This conduct only has value if it is adhered to consistently, to include when it is least convenient. Ethical conduct is not only following statutes and regulations.  It is also conducting yourself with respect for the legislative process, the public, policy makers, as well as yourselves. It is also ethical to vigorously and diligently argue your clients position and objective while maintaining complete truthfulness and not withholding significant information.
  
No course can make you be ethical.  AS 24.45.031(a)(6) states that this course shall, “promote adherence to high ethical standards” and “teach lobbyists and employers of lobbyists how to comply with laws”,  but ethics codes cannot make people ethical, bad people good, or people with bad judgment wise.  






V. V V V V VV

Ethics 1n Alaska - Prohibited Acts
AS 24.45.121:

Lobbyists may NOT:

Lobby prior to registering,

Place a public official under personal obligation to the lobbyist
or employer,

Intentionally misrepresent facts to a public official regarding
administrative or legislative action,

Influence the introduction of legislation in order to later be
hired to lobby on the same issue,

Communicate with a public official in another’s name without
consent,

Accept a payment contingent on specific outcome of
administrative or legislative action,

Serve on a state board or commission if an employer stands to
gain from decisions of that board or commission.



Presenter
Presentation Notes
Prohibitions are listed in AS 24.45.121 which states lobbyists may not:

Lobby prior to registering, 
Place a public official under personal obligation to the lobbyist or employer,
Intentionally misrepresent facts to a public official regarding administrative or legislative action,
Influence the introduction of legislation in order to later be hired to lobby on the same issue,
Communicate with a public official in another’s name without consent,
Accept a payment contingent on specific outcome of administrative or legislative action,
Serve on a state board or commission if an employer stands to gain from decisions of that board or commission.


Lobbyist - DEFINED as 24.45.171(11)(B)

Do you represent yourself as engaging in the
Influencing of legislative or administrative action as
a business, occupation or profession?

If yes, then you are a professional lobbyist
and must register with APOC
engaging in ANY lobbying activity

OR


Presenter
Presentation Notes
The definition of lobbyist can be found in AS 24.45.171(11)(A) and (B).  Posed as a question, 

Do you represent yourself as engaging in the influencing of legislative or administrative action as a business, occupation or profession?    
	If yes, then you are a professional lobbyist and must register with A P O C BEFORE engaging in ANY lobbying activity.  Or,



»
Lobbyist - DEFINED

AS24.45.171(11)(A)

Do you receive $$ (either as an employee or via
contract) to communicate directly with public
officials to influence legislative or administrative
action?

AND

Do you communicate directly to influence legislative
or administrative action for more than 10 hours in
any 30 day period In a calendar year?

If yes, then you are an other compensated lobbyist
and must register with APOC once you reach the
threshold activity level of 10 hours in any 30-day
period.
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Do you receive compensation (either as an employee or via contract) to communicate directly with public officials to influence legislative or administrative action? 
                               AND
Do you communicate directly to influence legislative or administrative action for more than 10 hours in any 30 day period in a calendar year?  

If yes, then you are an “other compensated” lobbyist and must register with A P O C once you reach the threshold activity level of 10 hours in any 30-day period.



= - /-\/\,.\
Representational Lobbyists ESA
(2 AAC 50,550) L ry
IF: You receive ONLY reimbursement for travel and expenses but

no other compensation and are not employed by the
person/group you are representing, you are a representational
lobbyist.

= You must register BEFORE engaging in any lobbying (the ten
hour threshold doesn’t apply).

= You are not required to file lobbyist reports or pay the
registration fee.

= You are not required to take the lobbyist ethics course but are
strongly encouraged to do so.

= EMPLOYERS NOTE: The entity reimbursing a representational
lobbyist must file quarterly employer of lobbyist reports.



Presenter
Presentation Notes
The definition of a representational lobbyist can be found in the regulation 2 AAC 50.550 which states,

If you receive ONLY reimbursement for travel and expenses but no other compensation and are not employed by the person/group you are representing, you are a representational lobbyist.
As a result you must register BEFORE engaging in any lobbying (the ten hour threshold does not apply).  You are not required to file lobbyist reports or pay the registration fee.  You are not required to take the lobbyist ethics course but are strongly encouraged to do so.

Employers Please Note: The entity reimbursing a representational lobbyist must file quarterly employer of lobbyist reports.



REGISTRATION: How do lobbyists

and employers get started?

InSight Home Lobbying Logout The State of Alaska

Manage My Filings My Preparers My Profile

State of Alaska > Departments > Administration = APOC > Insight

*BOTH the lobbyist and employer must register
with APOC

*Follow rules for timing of registration

=All registrations must be done electronically
In Insight


Presenter
Presentation Notes
Registration:  How do lobbyists and employers get started?
Lobbyists and Employers must each have an account in Insight in order for a registration to be created and submitted.  A lobbyist registration is always initiated by the lobbyist.
If you are a professional lobbyist, you must register prior to performing any lobbying activities and the date you certify your registration must be prior to, or the day of, the lobbying start date indicated on the registration.  If you have any changes once you file a lobbyist registration, AS 24.45.041(d) requires you to file an amendment within 10 days of the particular change. Once it has been initiated, the employer reviews it and certifies it electronically (in Insight).  The lobbyist then does final certification, at which point, the registration becomes official and you are free to lobby.
All registrations must be done electronically in Insight.  All registrations expire at the end of any given year.


Certification

Full Hame Role Required Certified Date
Lobhyvist Yes fla]
Employer Yes (il
Preparer il il

For Lobbyvists
Fursuant to A5 0963010, by affzang my signature below I affirm, under penalty of perjury, that:

1. | have completed the appropriate training course administered by the Commission within the last 12 months (this training
i= not required for representational lobbyists) [AS 24 45.041(h)];

2. ' have not been previously convicted of a felony involving moral turpitude [AS 24.45.041(h)];

3. l'am not prohibited from registering as a lobbyist by A 24.45.121(c), (d), or (e); and

Certify that:

4. this registration statement is true, complete, and correct.

For Emplovers
The signature below certifies that this statement 12 true, complete, and correct, and venties that the lobbsyist named on this
registration 15 authorized to lobby on our behalf

For Preparers
The signature below certifies that this statement 15 complete and correct and that [ am the preparer of this report on behalf of
etther a lobbyst or emplover of a lobbyist,

Tou are certifiring thiz form; once vou certify a form no one will be allowed to modifyy the form again. ¥ ou must revoke
certification if vou want to make modifications before submutting to APOC,

Ivou are stll prepared to certify the form, please enter vour password and chick "certfy. "
| cerity || Cancel/Back |
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Please note the certification language on the registration form.  Lobbyists certify that they have completed the training course within the last 12 months.
Caution, – Make sure the date you enter as the lobbying start date is on or after the date the registration will be submitted.  A lobbyist can be fined $10 per day if the lobbying start date is prior to the date the registration is submitted.  If you are an employer of a lobbyist, be sure to check the lobbying start date before you certify the registration.  


»

You May Not Register AsA
Lobbyist |f You: @

= Have been convicted of a felony crime of moral turpitude

= Are the spouse or domestic partner of an Alaska legislator

= Are a former member of the legislature (must wait one
year)

= Have held any positions listed in AS 39.52.180 (d) in the

past year (Governor, Lt. Gov, Commissioner or Deputy Commissioner,

Director, legislative liaison, certain policy-making positions in Governor/Lt.
Gov office ...)
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Presentation Notes
You may not register as a lobbyist if you have been convicted of a felony crime of moral turpitude, are the spouse or domestic partner of an Alaska legislator, are a former member of the legislature (in which case you must wait one year), or have held any positions listed in AS 39.52.180 (d) in the past year (Governor, Lieutenant Governor, Commissioner or Deputy Commissioner, Director, legislative liaison, certain policy-making positions in Governor or Lieutenant Governor’s office … )


Lobbying Law Exemptions

The lobbying law does NOT apply to you IF:

You are not being paid or reimbursed

AND

You limit your activity solely to public sessions of
the Tegislature or other public hearings or
proceedings


Presenter
Presentation Notes

The lobbying law does not apply to you if you are not being paid or reimbursed, and you limit your activity solely to public sessions of the legislature or other public hearings or proceedings.

Exemptions are listed in 24.45.161.  A volunteer lobbyist is one who receives no money or reimbursement at all and makes no expenditures on behalf of any public official. These persons are not required to register but if they do register, they are not bound by prohibitions or reporting requirements under the lobbying law.  An example of a volunteer lobbyist is a parent with a special needs child who receives no compensation or reimbursement and meets with his or her legislator about funding for those programs that would aid their child.




More Exemptions:

*Elected or appointed state or municipal public officers,
state/municipal employees acting in official capacity

*Newspapers, radio, TV stations, members of the press

=Persons appearing before the legislature or a committee
In response to an invitation**

= AS 24.45.161(4)(c) specifies guidelines for issuing
Invitations that must be met to qualify for this exemption


Presenter
Presentation Notes
The lobbying law also does not apply to elected or appointed state or municipal public officers, state/municipal employees acting in official capacity. However, for a city or municipal government that employs a contract lobbyist and files employer reports, the Schedule “B” of the employer report must include any employees compensation or expenses that are related to lobbying, such as travel, meals, hotel, and compensation for time.
It also does not apply to members of the press.
 
You are also exempt from 24.45 if you are appearing before the legislature or a committee in response to an invitation.  AS 24.45.161(4)(c) specifies guidelines for issuing invitations that must be met to qualify for this exemption. The “guidelines” are: Either house of the legislature by resolution, or both houses of the legislature by concurrent resolution, may invite a person to appear to speak before the legislature or either house with reference to any pending matter. A standing, special, or interim committee of either house of the legislature may, upon the concurrence of a majority of its members, extend an invitation to any person to appear before the committee to give information in regard to, or explain, any matter pending before the committee. 



Lobbyist and Employer Reports:

= Lobbyists: File monthly reports when the Alaska
Legislature is in Session. Reports are DUE the last
day of the month following the reporting month

= Employers: File quarterly reports year round
regardless of whether the legislature is in session.
Reports are DUE the last day of the month following the
end of the quarter. AS 24.45.081
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Presentation Notes
Regarding lobbyist and employer of lobbyist reporting deadlines, lobbyists are required to file monthly reports when the Alaska Legislature is in session and quarterly reports when session is not in.   Reports are due on the last day of the month following the reporting period. 

Employers do quarterly reports year round regardless of whether the legislature is in session.  Reports are due on the last day of the month following the end of the quarter.    This is per AS 24.45.081


®
Special Session Reporting

<)

**LOBBYISTS: Must file a monthly report for any
portion of a month when the legislature is in special
session. |t does NOT matter if you were lobbying
during special session.

ol

=All lobbyists MUST file a report: If no activity, file a
zero report

="Report ANY activity during the report month, not just
activity related to the special session topic
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Presentation Notes
Lobbyists must file a monthly report for any special session, regardless of the subject matter or the duration of the special session.  It does not matter if you were lobbying during special session. 
All lobbyists must file a report: If no activity, file a zero report.  Report any activity during the report month, not just activity related to the special session topic.


Monthly Reporting Impact on
Quarterly Lobbyist Reports (5%

IF you have reported for one or more months in
the quarter because the legislature was in session,

DO NOT INCLUDE THESE TOTALS IN YOUR
QUARTERLY REPORT OR YOU WILL BE
DUPLICATE REPORTING

“...The period covered shall not include any months
covered In previous reports filed by the same person.” AS
24.45.081
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Monthly Reporting Impact on Quarterly Lobbyist Reports

If you have reported for one or more months in the quarter because the legislature was in session, do not include these totals in your quarterly report or you will be duplicate reporting.  For example, lobbyists file an April lobbyist report because the regular legislative session continues into April.  As a result, only May and June are reported on the 2nd Quarter report for lobbyists.  


AS 24.45.081 states  “…The period covered shall not include any months covered in previous reports filed by the same person.”


*|F are responsible for ensuring reports are filed timely.
Insight records a date/time stamp for reports once you “certify
and submit”. Check your Insight account to ensure the report
has been submitted and is not a “pending” form.

*Reports received after the deadline are subject to a civil
penalty of $10 per day for each day the report is late. AS
24.45.141

*Filers are entitled to file an appeal. If you do not agree with
the civil penalty assessment, you may file an appeal within 30
days of the notice that you owe a CPA. Please review the
Mitigation Criteria on the APOC website PRIOR to submitting an
appeal.
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What if My Report is Late ? 
Filers are responsible for ensuring reports are filed timely.  Insight records a date/time stamp for reports once you “certify and submit”. Check your Insight account to ensure the report status is “submitted” and not “pending”.  This is done in the “Manage My Filings” screen.  Per AS 24.45.141, reports received after the deadline are subject to a civil penalty of $10 per day for each day the report is late.  Filers are entitled to file an appeal.  If you do not agree with the civil penalty assessment, you may file an appeal within 30 days of the notice that you owe a C.P.A.  Please review the Mitigation Criteria on the A P O C website PRIOR to submitting an appeal.


Criminal Penalties for Violation
of AS 24.45

An individual who:
=Knowingly violates any provision of AS 24.45;

=Knowingly causes, participates in, aids,
abets, ratifies, or confirms any violation of AS
24.45;

=Knowingly makes a false or misleading report
or statement ...

Punishable by a fine of not more than $1,000
or a year imprisonment or both AS 24.45.151


Presenter
Presentation Notes
There are potential criminal penalties associated with violations of the lobbying law.  An individual who:
Knowingly violates any provision of AS 24.45;
Knowingly causes, participates in, aids, abets, ratifies, or confirms any violation of AS 24.45;
Knowingly makes a false or misleading report or statement,

can be fined up to $1,000, sentenced to a year in prison or both  per AS 24.45.151.


Lobbyists Must Report; & ~

=Compensation for lobbying

(fee, salary, other: stocks, car, etc.)

The $250 registration fee is NOT compensation. This amount
should be reported as a lobbying expense. (Either as
reimbursable or non-reimbursable under “Other™.)

="Any payment/reimbursement received for a lobbyist
related expense: ““in consideration for or directly or
Indirectly in support of or in connection with
Influencing legislative or administrative action” AS
24.45.051(1)

Report your income and costs based on what you earned during the
period (accrual method) rather than what you received (cash method)

2 AAC 50.570



Presenter
Presentation Notes
Compensation for lobbying, such as fee, salary, other: stocks, cars, etc.  The $250 registration fee is not compensation.  This amount should be reported as a lobbying expense, either as reimbursable or non-reimbursable under “Other”.  Lobbyists must also report any payment or reimbursement received for a lobbyist related expense: “in consideration for or directly or indirectly in support of or in connection with influencing legislative or administrative action” AS 24.45.051(1).   Report your income and costs based on what you earned during the period ( this is known as the accrual method) rather than what you received (cash method) per 2 AAC 50.570.


Which Non-Reimbursed Lobbyist g, >
Expenses Must Be Reported ?

sFood/beverages: If related to lobbying, must
Include on report. Does not cover food consumed
In your home.

=L iving accommodation: Report hotel or rental
If for lobbying purposes or business.

"Travel: Report airfare and/or travel related to
lobbying work, not personal travel.

- a__
-
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Presentation Notes
Which non-reimbursed lobbyist expenses must be reported on a lobbyist report?  Food/beverages:    If related to lobbying, must include on report.  This does not cover food consumed in your home.  Living accommodation:    Report hotel or rental if for lobbying purposes or business.  And travel:    Report airfare and/or travel related to lobbying work, not personal travel.


»

Additional Disclosure Required
on Lobbyist Reports: §

=Gifts or series of gifts worth > $100 to any public official

=Exchanges of money, goods, services > $100 with public
officials or members of their immediate family or such
exchanges with business entities known by the lobbyist to
be owned or controlled by a public official

*Name of legislator/legislative staffer or spouse/domestic

partner of either for whom the lobbyist provides or pays for
food/beverages over $15 per person (Schedule A-1); If none this

period, check zero report box in Insight.
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Presentation Notes
Lobbyists must report gifts or any series of gifts worth more than $100 to any public official.  Lobbyists must report all exchanges of money, goods, services greater than $100 with public officials or members of their immediate family or such exchanges with business entities known by the lobbyist to be owned or controlled by a public official.  Lobbyists must also report the name of any legislator or legislative staffer, spouse or domestic partner of either for whom the lobbyist provides or pays for food or beverages over $15 per person (which would go on the Schedule A-1 section); If none this period, check zero report box in Insight.



»

Lobbyist Report - Schedule A-1

Report Food & Beverage > $15.00 for each
legislator, legislative staffer, or spouse/
domestic partner of either.

Each individual’s name should be listed.

Each individual’s amount must be reported. Do
not divide the bill equally unless everyone had the

exact same meal & beverage.
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Report Food & Beverage over $15.00 for each legislator, legislative staffer, spouse or domestic partner of either.
Each individual’s name should be listed as well as the amount of each individual’s specific bill must be reported.  Do not divide the bill equally unless everyone had the exact same meal & beverage.


»

Employer Reports;:
What is Disclosable?

= Fees, salaries, reimbursements for expenses paid to

obbyists: Schedule A - one for each registered

obbyist
{Report the income and costs based on when services were
rendered or what the lobbyist earned during the reporting
period (accrual method) rather than what was paid (cash
method)} 2 AAC 50.570 and 50.575

= All expenditures in support of lobbying, whether
paid to employees (“in-house™) or
vendors/contractors (“outsourced”): Schedule B

= Gifts to public officials exceeding $100 in value


Presenter
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Regarding employer Reports:  What is Disclosable? 

Employers report all fees, salaries, and reimbursements for expenses paid to lobbyists on the Schedule A.  The employer will have one Schedule A for each of their registered lobbyists.

Report the income and costs based on when services were rendered or what the lobbyist earned during the reporting period (known as the accrual method) rather than what was paid, per 2 AAC 50.570 and 50.575

Employers report all expenditures in support of lobbying, whether paid to employees (known as “in-house”) or vendors/contractors (known as “outsourced”) on the Schedule B section of the report.

Employers must also disclose any gifts to public officials exceeding $100 in value.



®
Level of Detail Required for Schedule B

Expenses for Employer Reports:

= Report any “payments made to influence
legislative or administrative action” during the
reporting period. AS 24.45.171(13)

= Payments made to employees performing
services that support the company’s legislative
or administrative goals ARE reportable
regardless of whether the employee
““communicated directly’ with a public
official If the employee spends more than 10
hours per month directly supporting the
employer’s lobbying goals. (2 AAC 50.575)


Presenter
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Level of Detail Required for Schedule B Expenses for Employer Reports:

Report any “payments made to influence legislative or administrative action” during the reporting period per AS 24.45.171(13),

Payments made to employees performing services that support the company’s legislative or administrative goals are reportable regardless of whether the employee “communicated directly” with a public official if the employee spends more than 10 hours per month directly supporting the employer’s lobbying goals.  The details of this provision can be found in 2 AAC 50.575.


More Schedule B Guidance

(See AO 08-06-LOB at )

v’ Employee compensation ... “for or in connection
with direct communication with a public
official” Is reportable AS 24.45.171(13)(D)

v'General overhead costs: Payments to employees
not associated with the agency’s lobbying
efforts, not supporting a registered lobbyist or
not supporting a project linked to the agency’s
lobbying agenda are NOT reportable (i.e.
payroll, technology, janitorial, admin staff not
assisting lobbyist or lobbying agenda)



Presenter
Presentation Notes
Regarding the in-house lobbying costs of the schedule B section, if an employee spends more than 10 hours in a given month working in support of the employers lobbying activities, then their time should be pro-rated for the total time spent working on lobbying projects.  This includes the initial 10 hours needed to get them to the reporting threshold.
Employee compensation in this case is considered a payment to influence legislative or administrative action.  Refer to AS 24.45.171(13)(D) for additional details.
General overhead costs such as payments to employees not associated with the agency’s lobbying efforts, not supporting a registered lobbyist or not supporting a project linked to the agency’s lobbying agenda are not reportable (i.e. payroll, technology, janitorial, admin staff not assisting lobbyist or lobbying agenda).

http://doa.alaska.gov/apoc/Advisory/
http://www.alldc.org/ethicscode.cfm

Litmus Test for Schedule B ““In-
House” Employee Payment. | ¢
A

Does the employee engage In activities that:

" Influence legislative or administrative action?
AS 24.45.061(b)(3);

" Provide support or assistance to a lobbyist or
lobbyist’s activities for more than 10 hours per
month? AS 24.45.171(13)(B) and 2 AAC 50.575;

= Are for or in connection with direct
communication with a public official? AS
24.45.171(13)(D)


Presenter
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A Litmus Test for Schedule B “In-House” Employee Payment: 

Does the employee engage in activities that:

Influences legislative or administrative action per AS 24.45.061(b)(3)?
Provide support or assistance to a lobbyist or lobbyist’s activities for more than 10 hours per month as outlined in AS 24.45.171(13)(B) and 2 AAC 50.575?
Does the employee engage in activities that are for or in connection with direct communication with a public official as defined in AS 24.45.171(13)(D)?  



“ Schedule B: In-House Costs .

In-House Lobbying Cost

Employee Compensation orf Purpose of
Drate Hann L= Expenditure AIToLIny it

| 0.00

=1

= Not required to list dates of individual meetings or
activities for employees

= Report employee name

= Report whether it is Compensation or Purpose of
Expenditure

= Report gross wages or pro-rated portion applicable to
support of lobbying activities if more than 10 hours in a
month

= A single amount per employee per report period is sufficient


Presenter
Presentation Notes
In the in house part of the schedule B section of the employer report you are not required to list the dates of individual meetings or activities for employees,
You are required to report the employees name, whether the amount reported was compensation or what the purpose of the expenditure was.
Report gross wages or pro-rated portion applicable to the support of lobbying activities if more than 10 hours in a month.
A single amount per employee per report period is sufficient.



“ Schedule B: Outsourced Costs

Qutsourced Lobbying Cost

Fayee Wendor Payee Wendor PFurpose of
Date Hame Address Expendiure Amount

0.00
/i

Outsourced costs: Employers must disclose date
and amount of each payment to vendors and contractors

Examples of other reportable employer costs:
" Travel

" Entertaining
" Qutreach, advertising

See revised lobbying manual for more discussion of schedule
B expenses:


Presenter
Presentation Notes
In the schedule B, outsourced costs section, employers must disclose date and amount of each payment to vendors and contractors. 

Some examples of reportable outsourced lobbying costs include travel, entertaining, outreach and advertising.

See the revised lobbying manual for more discussion of schedule B expenses at http://doa.alaska.gov/a p o c/pdf/manual-lobbying.pdf

http://doa.alaska.gov/apoc/pdf/manual-lobbying.pdf
http://doa.alaska.gov/apoc/pdf/manual-lobbying.pdf
http://doa.alaska.gov/apoc/pdf/manual-lobbying.pdf

»
Schedule B;: “Lobbying Activity” vs, “In

Support of Lobbying Activity”
REGULATION 2 AAC 50.575 (B)(2)

Support of lobbying activity includes but is not limited to, “research,
drafting, preparation, or adaptation of documents”,

Lobbying activity includes communication “with any public official for
the purpose of influencing legislation or administrative action” -
24.45.171(11)(A)

Employers must report the direct cost for each employee who expends more
than 10 hours per month working in support of lobbying activity.

For employees working in support of lobbying activity, their 10 hours “resets”
at the end of any given month. If this threshold is exceeded, you report all of
the 10 hours.

For an individual doing lobbying activity, the 10 hours they are keeping track
of is for any 30-day period.


Presenter
Presentation Notes
The difference between “Lobbying Activity” vs. “In Support of Lobbying Activity”  is an important one.      Regulation 2 AAC 50.575 (b)(2) addresses this.�
Support of lobbying activity includes but is not limited to, “research, drafting, preparation, or adaptation of documents”, whereas Lobbying activity includes communication “with any public official for the purpose of influencing legislation or administrative action”  per 24.45.171(11)(A).  Employers must report the direct cost for each employee who expends more than 10 hours per month working in support of lobbying activity.  This is the in house lobbying cost section of the schedule b.  
For employees working in support of lobbying activity, their 10 hours “resets” at the end of any given month.  If this threshold is exceeded, you report all of the 10 hours.  
For an individual doing lobbying activity, the 10 hours they are keeping track of is for any 30-day period.  This difference is important in that it can determine whether or not a person needs to register as a lobbyist.


Gifts: Lobbyist Guidelines

The only gifts lobbyists may present to legislators or
legislative employees are:

*Food or beverage for immediate consumption (at a
restaurant or the lobbyist’s home are allowable)

=Tickets to a pre-approved charity event or
contributions to a charity event on behalf of a
legislator per AS 24.60.080

sCompassionate gift

e

w4
- o



Presenter
Presentation Notes
Lobbyist Guidelines for Giving Gifts.

The only gifts lobbyists may present to legislators or legislative employees are food or beverage for immediate consumption (at a restaurant or the lobbyist’s home is allowable), tickets to a pre-approved charity event or contributions to a charity event on behalf of a legislator per AS 24.60.080.  Events must be pre-approved by the Legislative Council.  A “compassionate gift” is also allowable. 



What 1s a “Compassionate
GIft”’?

“... a solicited or unsolicited gift intended to
aid or comfort a recipient or a member of the
recipient’s immediate family in contending
with a catastrophe, a tragedy, or a health-
related emergency.”

AS 24.60.075

Compassionate Gifts must be pre-approved
by the Legislative Council.



Presenter
Presentation Notes
What is a “Compassionate Gift”?

Per AS 24.60.075  “… a solicited or unsolicited gift intended to aid or comfort a recipient or a member of the recipient’s immediate family in contending with a catastrophe, a tragedy, or a health-related emergency.”
Compassionate Gifts must also be pre-approved by the Legislative Council.


Exceptions to Gift Giving Prohibitions

If the legislator or legislative employee Is a family
member, lobbyists may give a gift as long as:

*The gift Is not connected to the
legislator/legislative employee’s legislative status

AND

=The recipient is a member of the lobbyist’s
Immediate family as defined in AS 24.60.990(a)

(Spouse/domestic partner; parent, child or sibling if financially
dependent on the lobbyist)


Presenter
Presentation Notes
If the legislator or legislative employee is a family member, lobbyists may give a gift as long as the gift is not connected to the legislator/legislative employee’s legislative status and the recipient is a member of the lobbyist’s immediate family as defined in AS 24.60.990(a)  (Spouse/domestic partner; parent, child or sibling if financially dependent on the lobbyist). 


»

May Lobbyists Give Gifts to State
Employees? AS 39,52,130(a)

A gift from a registered lobbyist to ““a public officer or a
public officer’s iImmediate family member is “presumed to be
Intended to influence the performance of official duties,
actions, or judgment” unless:

» the lobbyist i1s an immediate family member of the public
officer. “Immediate family member” is defined broadly to
Include Spouse/domestic partner, child, parent, sibling,
grandparent, aunt/uncle, parent or sibling of person’s
spouse.

Gifts to public officers and their immediate family members should be
cleared with the designated executive branch ethics supervisor.

** “Public Officer” includes any state employee and is not limited to high
ranking public officials.


Presenter
Presentation Notes
A gift from a registered lobbyist to “a public officer or a public officer’s immediate family member is “presumed to be intended to influence the performance of official duties, actions, or judgment”   unless the lobbyist is an immediate family member of the public officer.  “Immediate family member” is defined broadly to include Spouse/domestic partner, child, parent, sibling, grandparent,  aunt/uncle, parent or sibling of person’s spouse. 

Gifts to public officers and their immediate family members should be cleared with the designated executive branch ethics supervisor. 

“Public Officer” includes any state employee and is not limited to high ranking public officials.


: May Employers of Lobbyists Give
Gifts to Legislators or Public ! ' 7,
Officials? Biagl

YES, since the gift prohibitions in AS 24.45.121 do
not apply to employers. BUT,

= Employers may NOT have their lobbyists give gifts to
legislators or legislative employees since lobbyists may not:
“offer, solicit, initiate, facilitate, or provide ...” a gift
under AS 24.45.121

= Employers must report gifts to public officials over $100
In value on their employer report form


Presenter
Presentation Notes
Employers of lobbyists may give gifts to legislators or public officials since the gift prohibitions in AS 24.45.121 do not apply to employers.   However, employers may not have their lobbyists give gifts to legislators or legislative employees since lobbyists may not: “offer, solicit, initiate, facilitate, or provide …” a gift under AS 24.45.121.  In addition employers must report gifts to public officials over $100 in value on their employer report form.


@Prohibitions on Political Activities
for Lobbyists, NOT Employers

[AS 24.45,121(a)(8)] e |
A Lobbyist May NOT: %%t%ﬁ

= Serve as campaign manager or director

= Serve as treasurer or deputy treasurer on a fund-raising
committee

= Host a fund-raising event

= Collect or deliver contributions

= Engage in any fund-raising activities
(does not apply to representational lobbyists)

» Lobbyists are allowed to contribute up to the yearly limit of
$500.00 to a legislative candidate in their home district. However,
a Form 15-5A must be filed with APOC within 30 days of the
contribution.



Presenter
Presentation Notes
Per AS 24.45.121(a)(8) a lobbyist may not:
Serve as campaign manager or director,
Serve as treasurer or deputy treasurer on a fund-raising committee,
Host a fund-raising event,
Collect or deliver contributions,
Engage in any fund-raising activities,
 (note this does not apply to representational lobbyists).
Lobbyists are allowed to contribute up to the yearly limit of $500 to a legislative candidate in their home district.  However, a form 15-5A must be filed with A P O C within 30 days of the contribution.  



>
What About Employer
Prohibitions?

= AS 24.45 doesn’t contain an explicit list of prohibited
acts for employers of lobbyists

= Employers don’t have the same restrictions on their
campaign activity or gift giving as lobbyists.

Follow all provisions of AS 24.45



Presenter
Presentation Notes
What About Employer Prohibitions?  AS 24.45 doesn’t contain an explicit list of prohibited acts for employers of lobbyists.  Employers don’t have the same restrictions on their campaign activity or gift giving as lobbyists. 

Follow all provisions of AS 24.45.    



“Electronic Registration in “Insight™

Insight Account Creation:

= Create a “MyAlaska” account . You may go to or
to the APOC website and click on the Insight Version 2 link on the home
page.

= WRITE DOWN your user name and password

= You may use an existing MyAlaska account, but this is NOT recommended
for employers due to staff changes and mixing up your personal account
with your APOC reporting

Electronic Registration - 3-Step Process

= Step 1: Lobbyist fills out registration form,

= Step 2: Employer will receive an automatically generated email,
employer signs into Insight, reviews and certifies the registration
(employer can make payment before certifying if they are submitting
payment).

= Step 3: Lobbyist will receive an automatically generated email once the
form is certified. The lobbyist will then do final certification of the
registration. At which point the status of the registration will change
from “pending” to “submitted”.



Presenter
Presentation Notes
Insight Account Creation:
Create an Insight account via “MyAlaska”. You may go to https://my.alaska.gov/ or to the A P O C website and click on the Insight sign in link on the home page.
Once you have created your account, write down your user name and password.
You may use an existing MyAlaska account, but this is not recommended for employers due to staff changes and mixing up your personal account with you’re A P O C reporting.
  
Electronic Registration – 3-Step Process 
Step 1: Lobbyist creates and fills out the registration form.  
Step 2: Employer will receive an automatically generated email prompting them to review the lobbyist’s registration in the “Manage My Filings” tab of their account.  The employer then signs/certifies electronically (employer can make payment before certifying if they are submitting payment).
Step 3: Lobbyist will receive an automatically generated email from the employer once the form is approved and lobbyist goes back into “Manage My Filings” and does the final certification process, changing the registration from “pending” to “submitted” status.  Verify lobbying start date at this time to make sure it is accurate.  If payment was not made by the employer the lobbyist will need to make the payment before they can certify.

https://my.alaska.gov/

How to File (and Amend)
Reports In Insight

InSight Home  Lobbying Ll:rgmjt

_,XE*:'IJ De "\']"'"[FI eI gl,;] # n'ﬁnlf.t'

Bije)! fc’ 0

Manage My Filings My Freparers My Profile

State of Alaska = Depariments > Administration = APOC = Insight

Welcome:

Welcome to APOC InSight
Setup

Use the links below to update your profile, set permissions, and enable/disable your preparers

Wiew/Edit my Profile
Grant APOC Permission to my Filings
Enable/Disable my Preparers

Manage My Filings
Start New Filing

Lobbying Manual

Use the link below to access the Lobbying Manual for instructions on how to file forms for lobbying

Access Lobbying Manual


Presenter
Presentation Notes
We are now going to look at how to file lobbyist and employer of lobbyist reports in Insight.


> ;
ettl n g Sta rted http://www.doa.alaska,gov/apoc/

_"\ State of Alaska

oyl

My G Resid Busi in Alash Wisiting Alaska State Employees

Alaska Department of Admin ration

(Mg . : ..
‘\@) Alaska Public Offices Commission ;

APOC Home Commission Filer Resources Training

Current Topics Search Reports

Administration > Alaska Public Offices Commission

Alaska Public Offices Commission

Mission APOC Annual Calendar

To encourage the public's confidence in their elected and appointed officials bw Lobbving Calendar
administering Alaska's disdosure statutes and publishing financial information regarding

Elections - Report Deadlines
the activities of election campaigns, public officials, lobbyists and lobbwyist employers.

APOC Forms

= = Campaign Forms
Highlights

g g Candidate Forms
PR Upcoming Candidate trainings offered in October, Complaint Forms

rEL . S .
= Upcoming Group trainings offered in Movember.
FEL

Mowvember, and December — —-/\' E_‘N-S Financial Disclosure Forms

Group Forms
Alaska Public Offices Commission Seeks Public Member

Seceking applicants to fill an upcoming vacancy on the

Lobbyist Forms

15th.

Fall 2013 NMewletter

Contact Us
Performance Measures (PDF, 750 KBE)

APOC Office Locations Map

Motifications

Electronic Filing of APOC Documents If yvouw are a first time

P e L T

lmmes reeed FREs medos Fen FTT e e A DWW e s

Lobbying Preparations

We have updated the online resources for those involved in lob in the state of
Alaska. Please ensure that you are prepared for 2013, by revie equirements
as they pertain to you. Please seek additional details from Filer rces: Lobbying
page.

INSIGHT

Lobbyin Lobbying A
Manua Ethics ooWne Fir,
Training >

N =8 E"L =
Get a copy of the Go to 2013 Training.
Lobbying Manual. It's required! Registerin Insight.



Presenter
Presentation Notes
To sign in to Insight you will need to go to the A P O C home page on the website and click on the Insight link at the bottom of the page.  This will take you to the MyAlaska login page where you will enter the username and password you created for your Insight account.


Lobbyist Reports in Insight

= General Information: Auto-filled by Insight - The information you
enter in the Registration is automatically filled in by Insight. You do
not have to open this section of the report each time.

= Gifts and Exchanges: You will need to open this section of the
form every time you file a report. Make sure you answer all
guestions completely.

= Notice of Termination: Use only when terminating lobbying
activities for the year. CAUTION: Once you terminate, you cannot
do any lobbying for the rest of the year and if you do amend the
report and remove the termination date you must file any reports
that were previously due and pay any civil penalty assessments that
would have accrued. See AO 09-13-LOB for further guidance.



Presenter
Presentation Notes
Lobbyist Reports in Insight have 6 main sections.

General Information:  This section is auto-filled based on the information in your account profile and registration.  You do not have to open this section of the report unless something has changed.

Gifts and Exchanges:  You will need to open this section of the form every time you file a report.  Make sure you answer all questions completely.

Notice of Termination:  Use this section only when terminating lobbying activities for the year.  CAUTION: Once you terminate, you cannot do any lobbying for the rest of the year and if you do amend the report and remove the termination date you must file any reports that were previously due and pay any civil penalty assessments that would have accrued.  See AO 09-13-L O B for further guidance.  


Lobbyist Reports in Insight [Continued]

*Schedule A’s: These are auto-filled with the employer’s hame
taken from the registration. Entering data: You only enter
iInformation in column one for the report period (totals from
previous period and YTD are auto-calculated by Insight).

*Schedule A-1: This section is used to report any food or beverage
over $15.00 for immediate consumption that you provided to any
legislators, legislative employees, or their spouse or domestic
partner. (Food and beverages under $15.00 are reported on your
Schedule A in the appropriate section as reimbursed or non-

reimbursed.)
*Certifications: This is the first step for the legal submission of a
report to meet statutory deadlines. The next page will have the

Certify/Submit button and the last page will be an overview of form
and you will enter your password and certify the form at the

bottom of this page.



Presenter
Presentation Notes
Schedule A’s:  These are auto filled with the employer’s name taken from the registration.  Entering data:  Once you are inside the schedule A section you only enter information in the column on the left for the report period (totals from previous period and year to date are auto-calculated by Insight when you save data).
Schedule A-1:  This section is used to report any food or beverage over $15.00 for immediate consumption  that you provided to any legislators, legislative employees, or their spouse or domestic partner.  (Food and beverages under $15.00 are reported on your Schedule A in the appropriate section as reimbursed or non-reimbursed.)
Certifications: This is the first step for the legal submission of a report to meet statutory deadlines.  The next page will have the Certify/Submit button and the last page will be an overview of the report.  You will enter your password and certify the form at the bottom of this page.
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Lobbyist Reports in Insight

Form Ovenview
General Information
Gifts and Exchanges
Natice of Termination
Certifications

Frint Form Filing

Lobbyist Report
General Information - 24-3
4th Quarter 2013

THIS REPORT MUST BE FILED FOR EACH REPORTING PERIOD DURING WHICH YOU ARE ACTIVELY
REGISTERED AS A PAID LOBBYIST, EVEN IF THE REPORT IS ZERO.The law requires you to disclose the amount
of your accrued compensation and expenditures related to lobbying, gifts and exchanges with public officals or
famity members of public officials, and exchanges with business entities owned or controlled by public officals. The
APOC manual for Iobbyists and employers of nbbyists provides detailed instructions for completing this form. For
further instructions, call staff in the Juneau APOC office at 907-465-4884 or 1-266-465-4264,

GENERAL INFORMATION

General information about you the lobbyist including name, mailing address, and reporting period.

GIFTS AND EXCHANGES

Provide information regarding any gifts, charitable contributions or exchanges provided to
legislators, legislative employess or public officals.

NOTICE OF TERMINATION

Enter the last date of lobbying activities for any emplayer on whose behalf you terminated labbying
activities during this reporting period.

Form Overview

SCHEDULE A

Complete one Schedule A for each client unless you have no activity to report, Report all compensation earned for
Inbbying services or services in sugpurt of Iubbyinﬂ activities and all reimburzable expenditures incurred in
conngction with lobbying. Non-reimbourzable expenditures in the categories of food/ibeverages, living
accommedations and travel must also be reported. AS 24.45.051. Disclose compensation and expenditures in the
Schedule A tables. Enter activity for this reporting period in the first column. Theg}reviuus year to date totals and
new year to date totals wil appear in the second and third columns. AS 24 45.081.

Entity Schedule

test test business

Date Started
1082012

Last edited Zero Report
10/82012

SCHEDULE A-1

Reporting Food and Beverage over $15.00. If you provided or paid for food or beverage for immediate
consumption by a legislator, & legislative employee, or the spouse or domestic pariner of either, you must report that
information for each instance and each individual where the food and/or beverage - notincluding tax and tip -
exceeded 315.00. "Provided” means you will be reimbursed for the expenditure by your client(s) or employer. "Paid
for" means your client or employer will nat reimburse you. If your client or employer will reimburse you, include their
name in the reimbursed column. The amounts disclosed below must be included in the totals of “Food & Beverage”
reported on your Schedule A in either the Reimbursable or Non-Reimbursable Expenses table, as appropriate.

Schedule Date Started

10082012

Last edited Zero Report
100902012

CERTIFICATIONS

Form Certification

Edit


Presenter
Presentation Notes
These are screen shots showing how the main page of the lobbyist report looks.  The general information, gifts and exchanges, notice of termination, schedule A, schedule A-1, and certifications are all visible.  To go into any given section, click on the “Edit” button underneath the section. Notice on the left side of the screen toward the top there is a short list.  This is essentially an index and affords the filer the ability to navigate back out to the form overview page, or any other page of the report.
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Lobbyist Reports in Insight

Form Qverview
General Information
Gifts and Exchanges
Natice of Termination
Certifications

Print Form Filing

* Required for Save
* Required for Certify

Lobbyist Report
General Information - 24-3

Gifts and Exchanges

Did you give ane or more legislators or legislative employees tickets or donations to charity events?

Yes m E
No ®

+ Field iz required for certification.

Did you give one or more legislators or legislative employees a compassionate git as defined in AS
24600757

Yes m E
No §)

+ Field is required for certification,

Did you present a gift, or a series of gitts, of more than $100 in value to any public official during this
reporting period? (The cost of tickets to chanty events must be included in calculating the total value
of a series of gifts

Yes ® ¢ B
No ®

+ Field iz required for certification.

Gifts & Exchanges

Oid you have an exchange of more than $100 in value, of maney, goods, or senices, with any public

official or a member of the immediate family of a public official?

Yes e E
No §)

+ Field is required for certification.

0id you have an exchange of mare than $100 in value with a business entity that is owned or
controlled by a public official?

Yes ® * E
No §)

+ Field is required for certification.

If you answered yes to any question on this form, provide the details requested below:

Date Name of Public ~ Name and Address  Describe Gift § Amount

Officalandlor  of Business Entiy (if Exchange, Ticket
e ey e

g


Presenter
Presentation Notes
This is the gifts and exchanges pages of the report.  Remember, you must complete this section of the report each time you fill out a report.  If you answer yes to any question then you will need to complete the details of the gift or exchange in the table at the bottom of the page.  If you have more than one gift or exchange, click on the “Add A Row” button to add additional public officials and/or family members. 


Lobbyist Reports in Insight
Schedule A

&) APOC Form Outline - Mozilla Firefox
File Edit View History Bookmarks Tools Help

| © aPOC Form Outline

€ an

a.state.ak.us/apoc/i

GIFTS AND EXCHANGES

Provide information regarding any gifts, chartable contributions or exchanges provided to
legislators, legislative employees or public officals

Ed

NOTICE OF TERMINATION

Enter the last date of lobbying activities for any employer on whose behalf you terminated lob
ivities during this reporting period

ing

ivity to ort. Report all compe tion earned for
5 ar- all r=|ml:|..r able expenditures incurred in
n the cate T " ing

xpenditures in the
year to date tota

accommodatio
Schedule A table era tivity for th eporting pe n the
new year to date ["[al will appear in the second and third column.

Entity Schedule Date Started Last edited Zero Report

Ginn Sawmill Edit W24/2012 V2472012

SCHEDULE A-1

Reporting Food and Be
consumption by a legisla
|rf,rmal|vr for each

r paid for food or beverage for immediate
mestic partner of eith u must report that
erage - not inclu

--erage o--er 515.00 If you provided o

and eac,r'

ppropriate.

Zero Report

CERTIFICATIONS
Form Certification

[ Edit |



Presenter
Presentation Notes
This slide shows the schedule A section of a lobbyist report.  Click on the gray “Edit” button to begin your report.  If you have no fees, no compensation, or no expenses for the reporting period then you click the box under “Zero Report”.



= Lobbyist Reports in Insight Schedule A

Overview

Main Form SChEdUIe A

Schedule Cverview Summary of Income and Expenditure Activity -

Schedule A General
Information

test test business

- Complete one Schedule A for each client unless you hawe no activity to report. Report all compensation earned
Reimbursable for Iut:-gzging services or services in support of I-:lt:-t:-d1,r|ng activities and all reimbursable expenditures incurred in
Expenditures connection with lobbying. Mon-reimbursable expenditures in the categories of foodibeverages, living
accommodations and travel must also be reported. AS 24 45 051. Disclose compensation and expenditures in the
- Schedule A tables. Enter activity for this reporting period in the first column. TheE!::-rew-:lus year to date totals and
Mon-Reimbursable new year to date totals will appear in the second and third columns. AS 24 45.0

Expenditures
SCHEDULE A GENERAL INFORMATION

Schedule A General information about ywou the lobbyist including name. mailing address, and
reporting period.

Compensation

Other Expenses or

Compensation
Edit
Frint Form Filing

REIMBURSAEBLE EXPENDITURES

Schedule A Provide information regarding Reimbursable Expenditures._

Edit

NON-REIMBURSABLE EXPENDITURES

Schedule A Provide information regarding Mon-Reimbursable Expenditures.

Edit

COMPENSATION
Schedule A Provide information regarding compensation.

Edit

OTHER EXPENSES OR COMPENSATION

If wou report any expenses or compensation in the "other” column, you must complete this
portion of the form to certify wour filing.

Edit



Presenter
Presentation Notes
There are 5 sections of a Schedule A.  The first is the Schedule A General Information.  The information in this section should already be filled in based on the lobbyist registration.  The second section is the Reimbursable Expenditures Section, the third section is Non-Reimbursable Expenditures, and the fourth section is the Compensation section. The fifth section is the section where you actually list any other expenses or compensation reported in the expenditures or compensation sections.  If you put an amount on the “other” line of the expenditures or compensation sections of the schedule A, you must list what those other expenditures or compensation are in the “Other Expenses or Compensation” section.  For example, if you report the lobbyist registration fee as a reimbursable expense in the “Other Expenses” section, you need to go to section 5, “Other Expenses or Compensation”, and type in the words ‘lobbyist registration fee’.
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Lobbyist Repo

Schedule A Reimbursabl

Fn

Main Form

Schedule Cverdew

Schedule A General

[Information

Feimbursable
Expenditures

Mon-Reimbursable
Expenditures

Compensation

Other Expenses or
Compensation

Print Form Filing

* FRequired for Save
*  Required for Certify

(penditures

P W R W N RE e e

res in Insight
le EX

[ Back ]

[ Save ]

Schedule A

Summary of Income and Expenditure Activity -

test test business

Reimbursable Expenditures

Amount this Reporting “ear-to-Date Totals from

Pericd (1) Last Report (2}
Food and Beverage oo * IE
Liwing 0.00 - E
Accommodations .
Travel 0o E
Other Expenses oon - E

Total Expenzes

[ Back ]

[ Save ]

News Totals Year-to-Date (1}
+ (2} = (3}


Presenter
Presentation Notes
This is the schedule –A- reimbursable expenditures page of the report.  If you checked the box for reimbursement of expenses on you registration form, then you report any reimbursement from your employer for food and beverage, living accommodations, travel, and other expenses.  Please note, do not use dollar signs when entering figures into any section of the lobbyist report.  If you do you will get an error message and will not be able to submit the report.


Main Form [ Back ] [ Save ]
Schedule Cwverview
Schedule A General Schedule A

Information

Summary of Income and Expenditure Activity -

Feimbursable

Expenditures test test business
Mon-Reimbursable
Expenditures
Compensation Non-Reimbursable Expenditures
Amount this Reporting vear-to-Cate Totals from Mew Totals “ear-to-Date (1)
Other Expenses or Period (1} Last Report (2) + (2} = (3}

Compensation Food and Beverage |  gpp * IE
Print Form Filing
TNE

Accommodations
* Required for Save

Reguired for Certify Travel 000 ~ [7
omerspenses g0 * [

[ Back ] [ Save ]



Presenter
Presentation Notes
This slide shows the Non-Reimbursable Expenditures section of the report.  You are only required to report food and beverage, living accommodations, and travel on the non-reimbursable expenditures report.  These are expenses that you pay that are not reimbursed to you by the employer.
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Lobbyist Reports in Insight

Schedule A Compensation

Main Form — | Back | | Save |

Schedule Overvew

Schedule A General Schedule A

Information

Summary of Income and Expenditure Activity -

Reimbursable
Expenditures test test business

Mon-Reimbursable
Expenditures

Compensation Compensation

Amount this Reporting Year-to-Date Totals from Last  Mew Totals vear-to-Date (1)
Other Expenses or Period (1)

Compensation Fee or Salary —m*

Other Y

Compensation

+

[}
—
L1

[}
—

Frint Form Filing

* Reguired for Save

Required for Certify Total

Compensation

Al
i
L=
o
=
]
—

| Back | | Save |



Presenter
Presentation Notes
This slide shows the compensation section of the report.  You must enter the amount of your fee or salary earned during the reporting period and any other compensation you received during the reporting period.  Click on the Save button at the bottom after you have entered the required amounts.

Once you have completed the Schedule A, you need to click on the words “Main Form” at the top of the list of items on the left side of the screen.


»
Lobbyis 1; eports in Insight

chedul

-3 - ..

Main Form Schedule A-1

am
1CD
H

Schedule Overview Schedule A-1 form -

Schedule A-1 REPDm”g Reporting Food and Beverage over $15.00. If vou provided or paid for food or beverage for immediate

Food and Eleverage over consumption by a legislator, a legislative emplu&ree or the spouse or domestic partner of either, vou must report
that information fu:lr each instance and each individual where the food and/or beverage - not including tax and tip -

$15.00 excesded $15.00. "Provided™ means you will be reimbursed for the expenditure by vour client(z) or emplover.
“Paid for” means your client or employver will not reimburse yvou. If vour client or employer will reimburse you,

Schedule A-1 Food and include their name in the reimbursed column. The amounts disclosed below must be included in the totals of "Food
& Beverage” reported on yvour Schedule A in either the Reimbursable or Non-Reimbursable Expenses table, as

Beverage Cost Totals appropriate.

Print Form Filing SCHEDULE A-1 REPORTING FOOD AND BEVERAGE OVER $15.00

Schedule A-1 Reporting Food and Beverage over $15.00
Edit

SCHEDULE A-1 FOOD AND BEVERAGE COST TOTALS

The food and beverage cost totals are automatically calculated by InSight. Filers do not need to
enter data in this section. Insight automatically calculates your totals for Schedule A-1 based on
wour entry of data in the Schedule A-1 form above.

Edit


Presenter
Presentation Notes
The Schedule A-1 form is to report food and beverage for immediate consumption by a legislator, a legislative employee, or the spouse or domestic partner of either where the food and/or beverage not including tax and tip exceeded $15.00.

If you have nothing to report in the Schedule A-1 Form, check the Zero Report box on the Main Page of the report.

Remember – food and beverages provided for immediate consumption to these individuals that costs less than $15.00 should be reported on the lobbyists’ Schedule –A- under either reimbursable or non-reimbursable expenditures.


®)

Schedule A-1 Example

Main Form [ Back ] [ Sove ]

Schedule Owerview
Schedule &A-1 Reporting SChEdUIe .A—1

Food and Beverage over
$15.00 Schedule A-1 form -

Schedule A-1 Food and
Beverage Cost Totals

Print Form Filing Schedule A-1 Reporting Food and Beverage over $15.00

* Reqguired for Sawe
=  Reguired for Certi ) _ .
= o Insight automatically calculates ywour totals for schedule A and schedule A-1 but wou will not see the

totals until wvou go to the totals section or final certification page.

Date Provided o3/ 1972013 E
Recipient Representative X 7

I'f reciprent is ot legislafor or legislative employes

Mame of Leg. or Relationship to

Leg. or Emp.

Emp.

Put amount sperni i applicable colurmim
Reimbursable 35 .00 = E Mon-Reimbursable [poo = E
Amount Amount

Client or Employer |Employer X

' Delete
Date Provided o3/19/2013 | E
Recipient Frs. > - E
I'f reciprernt is ot legislator or legislative employes
Mame of Leg. or Representative X Relationship to Spous:
Emp. Leg. or Emp.
Put amrount sperni i applicable columimn
Reimbursable AD OO = E Mon-Reimbursable oo = E
Amount Amount

Client or Employer |Employer ]

[ Add Mew Food and Beverage Section ]

[ Back ] [ Save ]
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Presentation Notes
Schedule A-1 Example:
To properly complete a Schedule A-1, you need to enter the date the food/beverage was provided and the recipient’s name.  In the example, the date provided is 3/19/2013 and the recipient in the first section is Representative X.,   The only other information required if the recipient is a legislator or legislative employee is the amount of the food/beverage and the name of the employer if the amount was reimbursed by the lobbyists’ employer.  In the second section of the example, the recipient is Mrs. X.  Since this person is not a legislator or legislative employee, you need to indicate the name of the legislator or legislative employee with whom this person has a relationship, in this case the legislator is Representative X and the relationship is Spouse.  You would again need to enter the amount of the food/beverage provided and if the amount is reimbursed by the employer, and the name of the employer.  You may keep adding food and beverage sections for as many individuals as you need to report. Click the save button after entering each section.


Lobbyist Reports in Insight  Certification

Form Overvi
orm Overview m

General Information

Gifts and Exchanges LObbYISt Repﬂrt
Hotice of Termination General Information - 24-3

Certifications

Print Form Filing

Certifications
* Required for Save Certify/ Submit Full Hame Role Required  Certified Date Messages
Required for Certi
= v | Certify/Submit | Lobbyist Yes No

Preparer Mo Mo

You are certifying this form; once vou certify a form no one will be allowed to modify the form again. You must
revoke certification 1f you want to make modifications before submitting to APOC.

If you are still prepared to certify the form, please enter vour password and click "certify."
| Certify | | Cancel/Back |



Presenter
Presentation Notes
This shows the certification process of the report. After you have entered all the information required in each section, click on the edit button under Certifications on the Main Form page.  You will then see the information that is at the top of this slide and you will need to click on the Certify/Submit button.  When you click on this button, you will be taken to a page with an overview of your entire report.  Scroll down through the report and review what you have entered.  At the bottom of the page will be the final certification button so that you can submit your report.  Enter your password in the window provided to the left of the certify button and then click on the certify button.  If you entered your password correctly you will be taken back to the “Manage My Filings” page of Insight and you will be able to see your report status listed as “submitted”.


Employer Reports in Insight

Employer General Information: Auto-filled by Insight.

Employer Gifts: Fill out only if the employer gave gifts to legislators,
etc.

Notice of Termination: Use only when terminating lobbying activities for
the year.

Lobbying Interests and Nature/ Interest of Employer: Must be filled in
on the first quarterly report and then will be auto-filled on each
following report.

Schedule A: This is auto-filled with the lobbyist’s name taken from the
registration. There will be one Schedule A for each lobbyist the employer
retains. Entering data: Enter information in column one for the report
perlohd)(totals from previous period and YTD are auto-calculated by
Insight

Schedule B: Enter data as needed

Certification: This is the first step for the legal submission of a report to
meet statutory deadlines. The next page will have the Certify/Submit
button and the last page will be an overview of form and you will enter
your password and certify the form at the bottom of this page.



Presenter
Presentation Notes
The Employer Report consists of seven sections which are,

Employer General Information:  this is auto filled by Insight.

Employer Gifts:  Fill this section out only if the employer gave gifts to legislators or public officials.

Notice of Termination:  Use this section only when permanently terminating lobbying activities for the year.

Lobbying Interests and Nature/ Interest of Employer:  This section must be filled in on the first quarterly report and then it will be auto filled on each subsequent report that year.

Schedule A’s: These are auto-filled with the lobbyist’s name taken from the registration. There will be one Schedule –A- for each lobbyist the employer has contracted with.  Entering data:  Enter information in left most column for any given section of the schedule A (totals from previous period and year to date are auto-calculated by Insight).

Schedule B:  Enter data as needed

Certification: Click on the “Edit” button to begin the certification.  The next page will have the Certify/Submit button and the last page will be an overview of the entire report for you to review.  When you are ready to submit the report you will enter your password and click on the certify button at the bottom of this page.


»
Em

— B B

Form Overview

Employer General
Information

Employer Gifts
Motice of Termination

Lobbying Interests and
Nature/Interest of
Employer

Certification

Print Farm Filing

ployer Reports in Insight F

| N |

Employer of Lobbyist Report

General Information - 24-4
4th Quarter 2013

THIS REPORT MUST BE FILED FOR EACH REPORTING PERIOD DURING WHICH YOU HAVE AN ACTIVELY
REGISTERED LOBEYIST, EVEN IF THE REPORT IS ZERQ. The APOC manual for lobbyists and employers of lobbyists
provides detailed instructions for completing this form and Schedules A and B. For further assistance, call staff in
the Juneau APOC office at 907-465-4354 or 1-386-465-4364.

EMPLOYER GENERAL INFORMATION

General information about you the Employer of lobbyist including name, mailing address, and
reporting period.

Edit

EMPLOYER GIFTS

Provide information regarding any gifts, charitable contributions or exchanges provided to
legislators, legislative employees or public officals.

Edit

NOTICE OF TERMINATION

Enter the last date of lobbying activities for any lobbyist on whose behalf you terminated lobbying
actiities during this reporting period.

Edit

LOBBYING INTERESTS AND NATURE/INTEREST OF EMPLOYER

General description of entity requiring lobbying senvices

Edit

rm Overv

 +

ew

-1 -+ A A

SCHEDULE A

This form discloses payments made to or earned by your lobbyist as required by AS 24.45.061(b)(8). You must
have a separate Schedule A (APOC Form 24-4A) for each lobbyist registered on your behalf unless you are fiing a
zero report. There are two tables: one for reporting expenses and one for reporting fees or compensation. In
column (1}, disclose lobbyist payments in the categories provided and lobbyist compensation or fee(s) for this
quarter. The previous year to date totals and new year to date totals will appear in the second and third columng,
except for the first quarterty report of the ;,Iv&ar, where column (2) will be blank). Schedule A forms must be
completed, or zero report must be checked, prior to certifying/submitting the Employer of Lobbyist Report (Form

24-4)
Entity Schedule Date Started Lazt edited Zero Report
Ginn, Bily 912502012 Q2512012
SCHEDULEB
Summary of Payments Made in Support of Lobbying Activities. This form disclozes expenses incurred in

gupport of lobbying activities but not paid to or on behalf of your registered lobbyist, AS 24 45.061(b)(3). See the
Instruction Manual for examples of Schedule B expenses. The first table is for reporting in-house expenses such
as employee travel and compensation. The second table i for reporting expenses incurred with vendors, such as
the cost of receptions or conducting polls. Use additional sheets if necessary. Attach this form to the Employer of
Lobbyist Report (APOC Form 24-4).

Schedule

Date Started
25202

Last edited Zero Report
812512012

CERTIFICATION

Form Certification

Edit


Presenter
Presentation Notes
This is the overview page of the employer report: Employer General Information, Employer Gifts, Notice of Termination, Lobbying Interests and Nature/Interest of Employer, Schedule A, Schedule B, and Certification.


Employer Reports in Insight Employer Gifts

Form Overvew

Employer General
Information

Employer Gifts
MNotice of Termination

Lobbying Interests and
Mature/Interest of
Employer

Certification

Print Form Filing

* Hequired for Save
Required for Certify

| Back | | Save |

Employer of Lobbyist Report
General Information - 24-4

Employer Gifts

Report date and nature of any gift exceeding $100 made to any public official during this reporting
period. AS 24 45 061(b)(4)

Diate Mame of Public Po=ition of Public Mature of Value
Official Official Gift

| Delete

7

| Back | | Save |



Presenter
Presentation Notes
You must report the date and nature of any gift exceeding one hundred dollars made to any public official during the given reporting period.  To complete the Employer Gifts section you enter the date, the name of the public official, the public official’s position/title, the nature of the gift, and the value of the gift.  You need to click the save button after entering the information for each gift and then click on the button, “Add a Row” to add another gift.  When you have added all gifts and clicked save, you form overview button on the upper left of the screen to get back to the main form.


O T

mplgye
chedule A

Main Form
Schedule Cverdew

Schedule A General
Information

Lobbyist Expenditures
Lobbyist Compensation

Other Expenses or
Compensation

Print Form Filing

Schedule A
Summary of Payments to Your Lobbyist -
test, Lobbyist

This form discloses payments made to or earned by vour lobbyist as reqguired by AS 24 45 061 (b5} ou must
hawve a separate Schedule A (APOC Form 24-44% for each lobbyist registered on yvour behalf unless yvou are filing
a zero report. There are two tables: one for reporting expenses and one for reporting fees or compensation. In
column (1}, dizclose lobbyist payments in the categories prowided and lobbyist compensation or fee(s) for this
guarter. The previcus year to date totals and new wvear to date totals will appear in the second and third columns,
except for the first guarterty report of the year, where column (2} will be blank). Schedule A forms must be
completed, or zero report must be checked, prior to certifying/submitting the Emplover of Lobbyist Report (Form
244y

SCHEDULE A GENERAL INFORMATIOMN
General information about yvour lobbyist

Edit

LOBBYIST EXPENDITURES
Schedule A Provide information regarding Lobbyist Expenditures._
Edit

LOBBYIST COMPENSATION
Schedule A Provide information regarding Compensation.

Edit

OTHER EXPENSES OR COMPENSATION

IF wvou reported either compensation or expenditures in the "Other category., you must explain
these in this section of the form.

Edit


Presenter
Presentation Notes
The employer’s Schedule A is a summary of payments made to your lobbyist and is almost identical to the lobbyist’s Schedule A.  The employer will have a Schedule –A- for each lobbyist registered for that employer.  There are 4 sections of the Employer’s Schedule A.  The first section is the General Information and this section should already be completed with information from the registration.  The second section is the lobbyist’s expenditures, the third section is the lobbyist’s compensation, and the fourth section is where you type out what the “other” expense or compensation is if you reported any.


AR L L O N A W W mmm m N e B —

Main Form ’ Back ] [ Save ]
Schedule Cvervdew
Schedule A General Schedule A

Information

Summary of Payments to Your Lobbyist -
test, Lobbyist

Lobbyist Expenditures
Lobbyist Compensation

Other Expenses or
Compensation

Lobbyist Expenditures
Print Form Flllng Amount this Reporting “rear-to-Date Totals from Mew Totals “ear-to-Date (1)
Period (1) Last Report (2) + (2= (3)
*  Required for Certify 0.00 E
Living 000 " [7]
Accommodations :
Travel o [4
onerexpenses T gop * [7

’ Back ] [ Save ]
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Presentation Notes
Employer Report - Schedule A, – Lobbyist Expenditures

This section of the Schedule A- is used to report any expenses you reimbursed to your lobbyist for food and beverage, living accommodations, travel, or other expenses.  This section only needs to be completed if the lobbyist indicates that he or she receives reimbursement for expenses on the registration form.



Employer Reports in Insight
Schedule A Lobbyist Compensation

Main Form | Back | | Save |

Schedule Overiew

Schedule A General Schedule A

Information )
Lobbyist Expenditures Summary of Payments to Your Lobbyist -

Lobbyist Compensation test, Lﬂbbvlﬁt
Other Expenses or

Compensation Lobbyist Compensation

Amount this Reporting ear-to-Date Totalz from Last  Mew Totals Year-to-Date (1)
Period (1) Report (2} +[2)=(3)

* Hequired for Save . _ _
*  Required for Certify ree Or Salany 000~ 7] 000 | 0.00]
e o " 4

Compensation

ota

Compensation

Print Form Filing

| Back | | Save |



Presenter
Presentation Notes
Employer Report - Schedule A – Lobbyist Compensation

Enter the amount of fee or salary paid to the lobbyist in the relevant box in the left Column.  If the lobbyist receives some other form of compensation other than money, put the amount in the “Other Compensation” box.  The amount will not show in the Total Compensation box until you save the form.  If you provide other compensation to a lobbyist, please click on Other Expenses or Compensation on the left side of the page and enter what the other compensation or expenses are, such as property, stocks or shares, etc.  Once you have completed saved the Schedule A, you must click on the words “Main Form” at the top of the list on the left side of the page to get back to the main page of the report.
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Employer Reports in Insight schedu

Main Form
Schedule Overview

Schedule B General
Information

In-House Lobbying Cost

Cutsourced Lobbying
Cost

Lobbying Cost Totals
Print Form Filing

Schedule B

Ile B

Summary of Payments Made in Support of Lobbying

Activities -

Summary of Payments Made in Support of Lobbying Activities. Thizs form discloses expenses incurred in
support of lo I::-I::-“-.ringf activities but not paid to or on behalf of your registered lobbyist. AS 24 45.081(b)}(3). See the

Instruction Manual

or examples of Schedule B expenses. The first fable is for reporting in-house expenses such

as employee travel and compensation. The second table is for reporting expenses incurred with vendors, such
as the cost of receptions or conducting polls. Use additional sheets if necessary. Attach this form to the Emplover

of Lobbvist Report (APOC Form 24-4).

SCHEDULE B GENERAL INFORMATION
General information about you the employer

Edit

IN-HOUSE LOBBYING COST
Provide information regarding in-house lobbying costs.

Edit

OUTSOURCED LOBBYING COST
Frovide information regarding outsourced lobbying costs.

Edit

LOBBYING COST TOTALS

The Lobbying cost totals are automatically calculated by InSight.

Edit



Presenter
Presentation Notes
Following the schedule A- section is the schedule B- section.  To quickly recap, schedule B- payments are payments made in support of lobbying activities that are not paid to the lobbyist.  In-house lobbying costs are expenses paid to employees of the company and outsourced lobbying costs are expenses paid to vendors.  Again, refer to the lobbying manual for more information.
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Employer Reports in Insight certific

Form Overiew

Employer General
Information

Employer Gifts
Motice of Termination

Lobbying Interests and
Maturefinterest of
Employer

Certification

Frint Form Filing

* Required for Save
Reqguired for Certify

Certification

Full Hame

Certification
Certify/Submit
| Certify/Submit |

Role
Employer

Preparer

ation

Employer of Lobbyist Report

General Information - 24-4

Full Hame Role Required Certified Date
Employer es Mo
Preparer Mo Mo
Required Certified
res Mo
No Mo

Messages

Date

You are certifying this form; once vou certify a form no one will be allowed to modify the form again. You must
revoke certification if vou want to make modifications before submitting to APOC.

If vou are still prepared to certify the form, please enter vour password and click "certify."

[ Certify ” Cancel/Back ]



Presenter
Presentation Notes
After you have entered all the information required in each section, click on the edit button under Certifications on the Main Form page.  You will then see the information that is at the top of this slide and you will need to click on the “Certify/Submit” button.  When you click on this button, you will be taken to a page with an overview of your entire report on one page.  Scroll down through the report and review what you have entered.  At the bottom of the page will be the final certification button used to submit your report.  Enter your password in the area provided (to the left of the “Certify” button) and then click on the “Certify” button.  The program should take you back to the Manage My Filings page of Insight and you should see the status of your report is “submitted”.



Amending a Report

= Go to “Manage My Filings™ tab
= Click ““amend” button for report you wish to update

= Click on edit button for section that needs amending
and make necessary changes to information

= Go to the Certifications page, click the Certify/Submit
button. Review the data, then go to the bottom of the
page and enter your password. Click certify for final
submission.


Presenter
Presentation Notes
 To amend a report or certification, go to the “Manage My Filings” tab.

  Click the “amend” button for report you wish to update located in the far right column.  This will open an identical report for you to make the necessary changes.

  Click on the edit button for the section that needs amending and make necessary changes to the information.

  Go to the Certifications page, click the Certify/Submit button. Review the data, then go to the bottom of the page and enter your password. Click certify for final submission. 



If You Need Insight Help.

Go to the APOC web site to Insight FAQ’s

http://doa.alaska.gov/apoc/

Click on the “Lobbying Manual’”’ button at the bottom
of the screen.

IF you still need

BELP]

call (907) 465-4864 or 866-465-4864



Presenter
Presentation Notes
If you need additional help, go to the A P O C  web site,

located at  http://doa.alaska.gov/a p o c/,

Click on the “Filer Resources” button at the top of the page and then click on the “Lobbying” button which will appear below.

This will take you to the lobbying A P O C page with links to lobbying statutes and regulations, as well as the lobbying manual and other related resources.  

If you still need help




call (907) 465-4864, or 866-465-4864

http://doa.alaska.gov/apoc/
https://myalaska.state.ak.us/home/app?service=page/launch

Thank you for taking the
Ethics and Compliance
training for lobbyists and employers of lobbyists.

To fulfill your statutory requirement please click
the link below to go through the review questions:


Presenter
Presentation Notes
Thank you for taking the 
Ethics and Compliance 
training for lobbyists and employers of lobbyists.


To fulfill your statutory requirement please click the link below to go through the review questions and then send us the ethics training verification form when you are done:
http://doa.alaska.gov/a p o c/training/review-lobbying-beginner.html 


http://doa.alaska.gov/apoc/training/review-lobbying-beginner.html
http://doa.alaska.gov/apoc/training/review-lobbying-beginner.html
http://doa.alaska.gov/apoc/training/review-lobbying-beginner.html
http://doa.alaska.gov/apoc/training/review-lobbying-beginner.html
http://doa.alaska.gov/apoc/training/review-lobbying-beginner.html
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