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Preface

The Hawaii Campaign Spending Commission is
dedicated to the integrity and transparency of
the campaign finance process.

The Treasurer’s Guidebook is provided for the treasurers of candidate committees and
noncandidate committees pursuant to HRS §11-314(2). The Guidebook is intended to provide a
uniform and simple method of recordkeeping, and should not be relied upon for legal
requirements.

For updates, laws, rules and advisory opinions of the Campaign Spending Commission
(Commission), refer to the Commission website at https://ags.hawaii.gov/campaign.

The treasurer has the fiduciary responsibility for the candidate or noncandidate
committee. This means that the treasurer is responsible for all moneys received and all
expenditures made by the candidate or noncandidate committee. It is an important
responsibility that should be taken seriously.

The Commission understands that many committees rely on volunteers, such as friends or
relatives, to maintain their financial records and has found that they are not always
familiar with the responsibilities of the committee treasurer or with acceptable standards
of proper recordkeeping. This Guidebook is provided to assist the treasurer with fulfilling
their responsibilities successfully.

Although the treasurer may feel that taking a short cut here and there will save time, it is
recommended that you follow the procedures contained in this Guidebook for a successful
election experience.

In many cases, the Commission has found that individual volunteers, including the
treasurer, “come and go” leaving the committee with inadequate records for the
successors to use in preparing the required committee reports. By establishing a uniform
set of procedures, the committee will be able to maintain an organized recordkeeping
system that can be passed on from one treasurer to another.

The Commission would like to thank and acknowledge the assistance and services of
Paul Kuramoto, CPA, CMA, in the production and publication of this Guidebook.
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This Guidebook is provided as a reference and informational source. It should not be
construed to constitute legal advice or authority. Readers should consult the Hawaii Revised

Statutes and other sources for a complete and legal basis of the law or seek assistance from
the Commission or a Hawaii licensed attorney.



Introduction

Purpose of the Treasurer’s Guidebook

Campaign treasurers play an integral role in the management of candidate and noncandidate
committees. The range of experience for campaign treasurers stretches from the novice
volunteer to someone who has been a treasurer over several elections and possibly for multiple
candidate and noncandidate committees.

The target audience for this Treasurer’s Guidebook is the novice treasurer.

The experienced treasurer may be a volunteer or a paid treasurer. The experienced treasurer is
likely to be knowledgeable of Hawaii’s campaign finance laws, and use an established
recordkeeping system that leads to a high level of compliance. This type of treasurer will probably
review this Guidebook, and selectively choose procedures to implement.

The novice treasurer is typically a volunteer who has agreed to “help out” with the candidate or
noncandidate committee. The novice treasurer is likely to have minimal knowledge of campaign
finance laws, possibly even minimal understanding of accounting procedures, and look to the
Commission as an information resource. The Commission provides training related to campaign
finance laws and in the use of the electronic filing system, and general guidance via the
Guidebook for Candidate Committees and Guidebook for Noncandidate Committees with
respect to various topics including registration, recordkeeping, reporting, and enforcement. In
addition, the Commission’s website provides access to the current versions of the Hawaii Revised
Statutes, Hawaii Administrative Rules, Advisory Opinions, and significant/recent court decisions
on campaign finance laws.

The Commission provides many training tools for the treasurer. However, training alone will not
ensure success for the treasurer. It provides the foundation for the working knowledge that can
only be attained through experience. To be successful, the treasurer must have an understanding
of the Commission’s electronic filing system and the committee’s accounting system. The best
tip for each system is:

* Filing System Manual — Print out (preferably in color) the user manual, and flip through the
related pages as you complete the input for each filing task. The user manuals are
comprehensive and easy to follow.



* Accounting System — Maintain a balanced checkbook. This means a bank reconciliation must
be performed each time a bank statement is received. When the treasurer is confident that
the checkbook balance is correct, then reporting accurate contribution or expenditure
information is merely a matter of research.

Public Funding

The Hawaii Election Campaign Fund (HECF) is a trust fund within the State treasury. It is used to
provide public funds for certain elections. The HECF is primarily funded through the checkbox on
the Hawaii individual income tax returns, and may be supplemented by general fund
appropriations.

The Commission administers the partial public funding program which has accounting and
reporting requirements that are more complex than for non-publicly funded elections. For this
reason, it is recommended that a novice treasurer defer to a more experienced person or
familiarize themselves with the laws and rules that regulate the public funding program. A
guidebook for partial public funding program is available on the Commission’s website.

Overview of Guidebook Layout

The Treasurer’s Guidebook consists of four (4) sections and an appendix.

* Section | — Role of the Treasurer — This section includes an overview of the treasurer’s role
with a committee’s activities including the treasurer’s duties and responsibilities.

* Section Il — Cash Inflows — This section addresses the treasurer’s role with respect to the
recordkeeping and reporting of contributions, loans, other receipts, and use of a candidate’s
personal funds.

* Section lll — Cash Outflows — This section addresses the treasurer’s role with respect to the
recordkeeping and reporting of expenditures, acquisition and disposal of durable assets,
other expenditures, and issues related to staffing.

* Section IV — Termination — This section discusses the process of terminating a committee
including record retention.



Guidebook Conventions

Perspective — To make the Treasurer’s Guidebook easier to read, the treasurer will often be
referred to as “you” or “I.”

Exhibits — Exhibits embedded within the text may be just large enough to convey the concept
presented. When the details of the exhibit could be pertinent, a full-page copy of the exhibit will
be included in the Appendix.

Abbreviations — Abbreviations that are frequently used in the Treasurer’s Guidebook are included
below:

General
* CSC or Commission — Hawaii Campaign Spending Commission

Filing Systems
* CFS - Candidate Filing System
* NCFS — Noncandidate Committee Filing System

Campaign Finance Laws

* HRS — Hawaii Revised Statutes

* HAR - Hawaii Administrative Rules
* AO — Advisory Opinions

Resources

The Commission’s website is the treasurer’s primary source of information. There you will find
manuals and guidebooks located at https://ags.hawaii.gov/campaign as well as information
about reporting, enforcement, training, and even reports from other committees.

For candidate committees, the following resources are available on our website by clicking on
“Candidate Committees” and then “Guidebooks & Manuals” or go to
https://ags.hawaii.gov/campaign/cc/cc-guidance/:

1. Guidebook for Candidate Committees
2 Treasurer’s Guidebook

3. Candidate Filing System Manual

4 CFS Cyber-Learning Video Companion



Click on “Candidate Committees” and then “Public Funding Programs” or go to
https://ags.hawaii.gov/campaign/cc/public-funding-programs/partial-public-funding/ for the
following resources:

1. Partial Public Funding Guidebook for Candidate Committees
2. Cyber-Learning Videos

For noncandidate committees, the following resources are available on our website by clicking
on “Noncandidate Committees” and then “Guidebooks & Manuals” or go to
https://ags.hawaii.gov/campaign/nc/nc-guidance/:

1. Guidebook for Noncandidate Committees

2 Treasurer’s Guidebook

3. Noncandidate Committee Filing System Manual
4 Cyber-Learning Videos

You will also find the following resources available on our website when you click on “Legal
Resources”:

Hawaii Revised Statutes (HRS), Chapter 11, Part XIIl (HRS §11-301 to §11-435)
Hawaii Administrative Rules (HAR), Chapters 3-160, 3-161, 3-162

Advisory Opinions

Court Decisions

Legislature

o Uk wnN e

Schedule of Fines

Reporting Systems

Candidate and noncandidate committees must electronically register and file campaign
disclosure reports pursuant to HRS Chapter 11, Part Xlll. The Commission developed electronic
filing systems to allow candidate and noncandidate committees to comply with the registration
and filing requirements.

The Commission’s website is the main portal for these electronic filing systems. The electronic
filing systems may also be accessed directly.

1. Candidate Committees — Click on “Candidate Committees,” then “Candidate Filing
System,” and then “Candidate Filing System (“CFS”) Login” or go directly to
https://csc.hawaii.gov/CFS/.




2. Noncandidate Committees — Click on “Noncandidate Committees,” then
“Noncandidate Committee Filing System,” and then “Noncandidate Committee Filing
System (“NCFS”) Login” or go directly to https://csc.hawaii.gov/NCFS/.

The treasurer, deputy treasurers, candidate, and chairperson should understand that the
electronic filing systems were developed to be a system to prepare and file disclosure reports. It
is not an accounting system, nor is it an information retrieval system. However, the electronic
filing systems do facilitate recordkeeping functions such as maintaining a contributor’s name,
address, employer, occupation, and aggregate contributions. Furthermore, the electronic filing
systems segregate public and private information — until a report is filed, the campaign finance
activity information is only accessible by the committee. This information is only released to the
Commission and the public when the report is filed. Even after a report is filed, for privacy
purposes, certain information such as resident phone numbers for committee members and the
committee’s bank account number is blocked from public access — only the Commission may
access the blocked information.

Training

While the Commission provides training classes that are targeted at candidates and campaign
treasurers, attendance is not restricted so other campaign staff may benefit from the training.
Training classes are provided in each county during election years. The schedule of training
classes is published on the website and in the Commission’s biannual Newsletter.

Commission training classes are registered with the Hawaii State Board of Accountancy, and
qualify for CPE credits for attending Certified Public Accountants.

In addition, the Commission website has cyber-learning videos for both candidate and
noncandidate committees.

Tax Matters

Candidate and noncandidate committees should be aware that Federal and Hawaii tax laws
related to income taxes, employment taxes, general excise and use taxes, and other taxes may
be applicable. In addition, the candidate and noncandidate committees may be subject to
informational requirements such as compliance with Form W-9 requests or Form 1099 filings.
These taxes and tax information requirements do not fall within the jurisdiction of the
Commission; thus, we recommend you consult with your tax advisor.

Tax ID Number — Candidate and noncandidate committees may need a Federal tax identification
number for banks or to hire employees. The process may be completed online at the Internal
Revenue Service website using Form SS-4. Although this process is fairly simple, it requires the



user to provide information related to the organization. The treasurer needs to know how the
committee is organized and how the tax identification number will be used. The tax information
required to complete this process does not fall within the jurisdiction of the Commission; thus,

we recommend you consult with your tax advisor.
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Section |
Role of the Treasurer

Overview

The role of campaign treasurer offers someone a number of benefits, including the chance to
help to improve their communities, influence the political process, and expand their own
knowledge.

The treasurer is a key member of the candidate or noncandidate committee along with the
chairperson, finance chair and, for candidate committees, the candidate. When someone is
approached to become a treasurer for a candidate or noncandidate committee, the first question
that comes to mind is, “What does this involve?”

Fundraising usually comes to mind first, but this function is typically assigned to a finance chair.
This is not the treasurer’s primary role. In a small committee, the same person might have
multiple roles such as the treasurer, chairperson, finance chair, and even the candidate.

Let’s start with a look at the finance chair — the main fundraiser. The finance chair should be a
person of impeccable honesty, with a strong commitment to the candidate, and should be both
prominent and respected by potential contributors. The finance chair should be well organized
and able to assemble and motivate others who have volunteered to serve as campaign
committee fundraisers. The finance chair should be a leader who can hold each of the fundraisers
to honor their commitments. The chair should know each donor's potential. For example, it is
important to categorize possible donors, since it would be a critical mistake to ask a potential
$1,000 dollar contributor to only give $100. The finance chair's responsibilities include forming
the fundraising strategy and establishing certain ground rules for fundraising events.

The committee treasurer must have many of these same attributes, and also should be extremely
familiar with all the pertinent campaign finance laws and disclosure requirements. Campaign
finance laws and disclosure requirements are sometimes fairly complex and are certainly
different for state and local elections as opposed to federal elections.

Treasurers must be able to stand their ground. For example, except where budgeted,
expenditures should not exceed campaign revenues. This is a simple statement but a very
complex issue. As the campaign gets closer to election day, the treasurer can come under
tremendous pressure to exceed the budget, and to borrow money in order to finance necessary
expenditures for success. Towards the end of a close race, the candidate, political advisors, and
public relation consultants may make financial recommendations that were not agreed upon at
the outset of the campaign. The treasurer must be the kind of person who can withstand this
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pressure and to defend the original budget if funds are limited. Probably, the treasurer’s biggest
responsibility is to know when to say no.

Because of the extreme importance of the job, the treasurer is usually appointed very early and
is one of the first key people involved in the campaign. The treasurer is charged with selecting a
bank depository and determining compliance procedures for all applicable campaign finance
laws and regulations.

For the experienced treasurer, establishing a formal budget is one of the first things to do for a
committee. The budget should be flexible, and should actually be constructed backwards — that
is, contributions and expenditures should be estimated from the date of the election back toward
the current date. Cash flow budgets are critical. Because of the nature of campaign expenditures,
many of the expenses must be paid for before they are incurred. Expenditures as well as
contributions should be budgeted on a weekly basis, so committee officials always know where
they stand in regard to the total budget. For budgeting purposes, the treasurer will have to rely
on someone else in the committee who is more knowledgeable about contributions and
expenditures.

Both candidate and noncandidate committees are required under HRS §11-321 to appoint a
chairperson and treasurer, and to register both with the Commission. This is done by filing an
Organizational Report. HRS §11-322 and §11-323 identify the information that must be included
in the Organizational Report for both candidate and noncandidate committees. This information
must be current. Any change in information previously reported in the Organizational Report
must be filed with the Commission within ten (10) days of the change.

The treasurer should be especially familiar with HRS §11-324 because it specifically addresses
rules for the treasurer. The key points in this section include:

* Itemized records must be established and maintained — The treasurer is tasked with the
recordkeeping function for the committee.

* Reports must be properly prepared and filed — The treasurer must ensure the committee’s
financial activities are properly reported. Every report required to be filed must be
certified by the treasurer and the candidate, for a candidate committee, or the treasurer
and the chairperson, for a noncandidate committee.

* Deputy treasurers may be appointed — Having deputy treasurers is important because
paragraph (d) of this section provides that, “only the treasurer and deputy treasurers shall
be authorized to receive contributions or to make or incur expenditures on behalf of the



Pagel-3

candidate committee or noncandidate committee.” Should something happen to the
treasurer, the candidate or noncandidate committee can continue to operate through a
deputy treasurer until a new treasurer is appointed.

* A candidate may be appointed as the treasurer or deputy treasurer. However, from a
practical standpoint, it is not recommended for a candidate to serve as their committee
treasurer. During the heat of a political campaign, there are so many different, ongoing
campaign activities for the candidate to do that having another individual serving as the
treasurer relieves much of the time pressures. This is especially relevant during the
preparation and filing of pre-election disclosure reports since these reports are due five
(5) days after the end of the reporting period. It is, however, helpful for the candidate to
be a deputy treasurer. This allows the candidate to receive contributions or to make
expenditures on behalf of the committee.

Lifecycle of the Committee

Put simply, both candidate committees and noncandidate committees start with the filing of an
Organizational Report when activities meet certain trigger points (HRS §11-321) and end when
the committees decide to terminate (HRS §11-326).

A —Trigger Points

Candidate Committee — Filing an Organizational Report is required within ten (10) days of
the earlier of:

* The date the candidate files nomination papers for office; or

* The date the candidate or candidate committee receives contributions or
makes or incurs expenditures of more than $100 in the aggregate during the
applicable election period.

Noncandidate Committee — Filing an Organizational Report is required within ten (10)
days of receiving contributions or making or incurring expenditures of more than $1,000
in the aggregate, in a two-year election period. This trigger point is shortened to two (2)
days if this activity occurs within the thirty (30) day period prior to an election.

Organizational Report

The Organizational Report is a part of the electronic filing system. To get started on the
electronic filing system, the Electronic Filing Form will provide the committee with a
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username and password. For both the candidate committee and noncandidate
committee, these forms are writable pdf forms that can be completed, printed, and
mailed/delivered, or eSigned and emailed to the Commission. This form may also be used
to report a change in the chairperson or treasurer. These forms are available on the
Commission website.

* Candidate Committee Electronic Filing Form — Click on “Candidate Committees,” and
then “Forms” or go to https://ags.hawaii.gov/campaign/cc/cc-forms-2/.

* Noncandidate Committee Electronic Filing Form — Click on “Noncandidate
Committees,” and then “Forms” or go to https://ags.hawaii.gov/campaign/nc/nc-

forms-2/.

With the CFS or NCFS username and password, the treasurer can log in to prepare and
file an Organizational Report.

Candidate Filing System
Login

UserName*

Password*

Login

If you need further assistance, please call the Commission
at (808) 586-0285.

Exhibit 1
CFS Login Page

The Organizational Report provides the Commission with a committee’s contact
information. Notices are sent to the address on record. So, it is of extreme importance
for the committee to ensure that their Organizational Report is current — especially for
receiving a notice regarding enforcement action.

Organizational Reports become public records after they are filed, and are available for
viewing on the Commission website.

An Organizational Report is shown for a fictitious Moki Aloha’s candidate committee.
Even though this Organizational Report is a public record, certain private information,
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such as resident phone numbers, the treasurer’s e-mail address and bank account
numbers, are blocked from public access, and only available to the committee and

Commission.
HAWAII CAMPAIGN SPENDING COMMISSION

ORGANIZATIONAL REPORT
CANDIDATE COMMITTEE

THIS REPORT IS FILED FOR THE FOLLOWING PURPOSE: Amended
1. CANDIDATE AND CANDIDATE COMMITTEE:

(a) Candidate Name: Aloha, Moki

(b) Committee Name: Friends for Moki K. Aloha

2. Web Page Address:
3. Office Sought:

[http Jivvew. mokialoha com

(c) Address 111 Aloha Street 4. District / County:
Suite 100 5. Party Affiliation: Independent
Honolulu HI 96813 6. COMMITTEE DEPOSITORY (Bank):
(d) Phone: (Bus) (808) 222-3333 (a) Name: Pacific Bank
(Res) (808) 444-5555 (b) Address: 44 First Street
Honolulu HI 96813
(c) Account Number: 333444555
(OFFICERS:
7. CHAIRPERSON 8. TREASURER
(a) Name: ist, Stan (a) Name: Finance, Fannie
(b) Address 888 Center Street (b) Address 111 Smith Street
Honolulu HI 96815 Honolulu HI 96813
(c) Phone: (Bus) (808) 123-4567 (c) Phone: (Bus) (808) 345-6789
(Res) (808) 456-7890 (Res) (808) 567-8901

| (d) E-mail Address

|mokikaloha@mokialoha com

9. DEPUTY CHAIRPERSON

10. DEPUTY TREASURER 1

() Name

() Name

(b) Address

(b) Address

(c) Phone: (Bus)

(c) Phone: (Bus)

(Res) (Res)
11. DEPUTY TREASURER 2 12. DEPUTY TREASURER 3
(a) Name: (a) Name:
(b) Address (b) Address.

(c) Phone: (Bus)

(c) Phone: (Bus)

(Res) (Res)

13. DEPUTY TREASURER 4 14. DEPUTY TREASURER 5
(a) Name: (a) Name:

(b) Address (b) Address:

(c) Phone: (Bus)

(c) Phone: (Bus)

(Res)

(Res)

Exhibit 2
CFS Organizational Report

B — Termination — Both candidate and noncandidate committees may terminate if:

* The committee files a request for termination of registration form;

* The committee files a report disclosing contributions and expenditures not previously
reported;

* The committee has no surplus or deficit;

* The committee submits a copy of the committee’s closing bank statement;
* The committee pays all fines assessed by the Commission; and

* The request is approved by the Commission.
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the candidate communee
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WARNING
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Exhibit 3
Termination Form

Overview of the Election Period

The treasurer should become familiar with the term “election period” because it defines the
major cut-off periods for reporting. Unlike businesses, candidate committees and noncandidate
committees will report campaign finance activities based on dates within their election period —
not necessarily at month-end, quarter-end or year-end.

For a candidate seeking election to a two-year office, the election period is the two-year time
period starting on the day after the preceding general election for that office and ending on the
day of the general election for that office.

For a candidate seeking election to a four-year office, the election period is the four-year time
period starting on the day after the preceding general election for that office and ending on the
day of the general election for that office.

For a special election, the election period is the time period starting on the day after the
preceding general election for that office and ending on the day of the special election for that
office.
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Reports

It is the treasurer’s responsibility to file all reports in a timely manner. It can be confusing for the
treasurer to keep track of the filing due dates, so it is recommended that scheduled cut-off dates
and related due dates be included on the committee’s calendar of events. As a double-check,
the upcoming filing due dates are published on the Commission’s website, in the Commission’s
biannual Newsletter, as well as sent out in the Commission’s email program and social media
applications. Also available on the Commission’s website is a downloadable calendar of events
including (but not limited to) the candidate committee and noncandidate committee reporting
schedules, the Commission’s monthly meeting schedule, and the State holidays. This calendar
can be downloaded by individuals into their Apple, Google, Microsoft, Outlook, and Yahoo
calendars as well as many other calendar programs that use the standard iCal format.

# Home & Administration Add Transaction ~ Schedules Preview/Print Report Validate Report File Report Amend Mode  Filing Confirmations B Export Data

© Help & Logout

490990000,
o,
9,

1959

Welcome to the Candidate Filing System!

The next report for Candidates Running in the 2022 Election and on the Primary Ballot is the 1A Preliminary Primary
Report due May 2, 2022, covering the period January 1, 2022 through April 25, 2022

000000,
o0

Please visit www.hawaii.gov/campaign for more information regarding this report, to follow us on Facebook and Twitter,
and to subscribe to receive informational emails from the Commission

()
oo

SR 0%
092 1 5
96000009%° Y
ot
A
2

ot
R r e l*

Exhibit 4
CFS Screenshot Showing Reporting Deadline Message

All reports are required to be timely filed on the Commission’s electronic filing system no later
than 11:59 pm Hawaiian standard time on the filing due date.

The Commission’s staff is available during office hours (Monday through Friday, 7:45 a.m. - 4:30
p.m.) to provide assistance with preparing and filing reports. Office hours do not extend until
11:59 p.m. on filing dates, so treasurers are encouraged to plan ahead. The Commission office is
closed on State Holidays.

All reports are required to be certified as complete, true, and accurate by the treasurer and the
candidate, for a candidate committee, or the treasurer and the chairperson, for a noncandidate
committee.
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Because the treasurer of each candidate committee and noncandidate committee is responsible
for filing all reports, it behooves the treasurer to double-check that the report was filed with the
Commission.

When the filing process has been completed, a Filing Confirmation page will appear. As your
proof of filing, follow the instructions on the Filing Confirmation page to view and print your filing
confirmation and report.

FILING CONFIRMATION

Thank you for filing your report. Please click the applicable link below to view and print your filing confirmation

Type of Report Filed

Disclosure / Late Contributions Reports

Statement of Qualifying Campaign Contributions

Expenditures of Public Funds Report

View Filed Report

In addition to your filing confirmation above, please confirm that your filed report is complete and posted correctly
on the Candidate Filing System Public Site. This step should be done with every report that you file

Please click the link below to view and print your filed reports:

Candidate Filing System Public Site

*** Each filed Disclosure Report should have a "Disclosure Report” and "Schedules A through F” on the public site

If there is a blank screen or a technical error for any part of your report, please return to the Candidate Filing System,
click "Amend Mode," click "File Report,” click "Disclosure Report," and then file your report again. Blank screens or
technical errors may occur if the system is overloaded

Exhibit 5
CFS Screenshot Showing Filing Confirmation Page

As much as paperless records support reducing voluminous records, paper still comprises a
significant portion of any committee’s records, such as for contribution receipts, invoices, bank
statements, etc. Paper and paperless records are required to be retained for at least five (5) years
after the report is filed.

There are generally three (3) types of reports:
* Scheduled disclosure reports;
* Special reports; and
* Nonscheduled reports.

A — Scheduled Disclosure Reports

The information contained in scheduled reports includes:
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e Cash on hand

* Contributions Received
* Expenditures Made

* Other Receipts

* Loans (Candidate committees only — No loan may be made or received by a
noncandidate committee)

* Unpaid Expenditures
* Acquisition or Disposition of Durable Assets.

STATE OF HAWAII - CAMPAIGN SPENDING COMMISSION
DISCLOSURE REPORT

Section | - CANDIDATE AND CANDIDATE COMMITTEE:

(a) Candidate Name: Aloha, Moki

(b) Committee Name: Friends for Moki K. Aloha

(c) Address: 111 Aloha Street Suite 100

Honolulu HI 96813

(d) Treasurer's Phone (Bus): (808) 345-6789
Section Il - TYPE OF REPORT:

Report Name: |2020—2022 1A Preliminary Primary January 1 - April 25, 2022

Type: | Amended

Section Ill - SUMMARY OF RECEIPTS AND EXPENDITURES
(Complete Section IV of this form Before Completing This Section)
COLUMNA COLUMN B
ELECTION PERIOD
TOTAL THIS PERIOD TOTAL TO DATE

1. Cash on Hand at the Beginning of the Election Period $0.00
2. Cash on Hand at the Beginning of this Reporting Period $99.42
3. Total Receipts (From line 15) $139,002.52 $139,602.52
4. Subtotal (Add Lines 2 and 3 for Column A and Lines 1 and 3 for Column B) $139,101.94 $139,602.52
5 (Net inaluding Unpsid (From Line 1) $17,750.00 $18,250.58
8. Cash on Hand at the Closing of this Reporting Period (Subtract Line S from Line 4) $121,351.94 $121,351.94
7. Total Loans 3t the Closing of this Reporting Period $61,100.00
8. Total Unpaid Expenditures 3t the Closing of this Reporting Pericd $5,000.00
9. Debts Owed at the Closing of this Reporting Period (Add Lines 7 and §) $66,100.00
10. Surplus / Deficit (Subtract Line § from Line 6) $55,251.94

Exhibit 6
Sample CFS Disclosure Report

STATE OF HAWAII - CAMPAIGN SPENDING COMMISSION
Committee Name: Friends for Moki K. Aloha
2020-2022 1A Preliminary Primary January 1 - April 25, 2022

SCHEDULE A- CONTRIBUTIONS RECEIVED

Employer Date
Name and Address Occupation Non-Monetary Category Amount Aggregate
Non-Resident Non-Monetary Description
Sunset, Sammy President 02/01/2022 $1,000.00 1,000.00
567 Sunset Drive ABC

Honolulu HI 96816

Exhibit 6
Sample CFS Contributions Received Report
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Scheduled reports apply to candidate committees and noncandidate committees and include:

* Preliminary reports for
o A primary election
o A general election
o An initial special election
o An initial nonpartisan election
o A special election

* Final reports for
o A primary election
o A general election
o A subsequent special election
o A subsequent nonpartisan election

* Supplemental reports

The filing dates for scheduled reports vary depending on whether it is an election year and if you
are a noncandidate committee, a candidate committee with a candidate not running in the next
election, a candidate committee with a candidate whose name will appear on the ballot in the
next election, or a candidate committee or noncandidate committee that does not plan to
receive contributions or make expenditures of more than $1,000 for the election period.

Depending on these factors, your reporting schedule is available and posted on the Commission’s
website.

e For candidate committees, click on “Candidate Committees,” and then “Reporting
Deadlines” or go to https://ags.hawaii.gov/campaign/cc/cc-reporting-schedules/.

e Fornoncandidate committees, click on “Noncandidate Committees,” and then “Reporting
Deadlines” or go to https://ags.hawaii.gov/campaign/nc-reporting-schedules/.

Ultimately, together these reports will cover 365 days of the calendar year.

B — Special Reports

Special reports apply to candidate committees and/or noncandidate committees and
include:

10
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* Late Contributions Report

o For making contributions aggregating more than $500 to candidates who
are on the ballot or receiving contributions from any person aggregating
more than $500 within the period of fourteen (14) calendar days through
four (4) calendar days prior to the election to (primary or general), and due
on or before the 3™ calendar day prior to the election.

* Late Expenditures Report (only noncandidate committees that make independent
expenditures)

o For making independent expenditures aggregating more than $500 within
the period of fourteen (14) calendar days through four (4) calendar days
prior to the election (primary or general), and due on or before the 3™
calendar day prior to the election.

* Statement of Qualifying Campaign Contributions (only candidate committees
participating in the partial public funding program)

o For reporting qualifying campaign contributions defined as aggregate
monetary contributions of $100 or less from Hawaii residents received
during the primary or general matching payment period, and received
after the filing of the Statement of Intent to Seek Public Funds form.

* Expenditures of Public Funds Report (only candidate committees participating in the
partial public funding program)
o For certifying that all public funds paid to the candidate have been properly
used.

o This report must be electronically filed on the CFS:
= No later than twenty (20) days after the primary election; and
= No later than thirty (30) days after the general election.

o Copies of all paid vendor invoices, receipts, cancelled checks, and/or bank
statements must be filed by mail or in-person with the Commission within
ten (10) days of filing each Expenditures of Public Funds Report.

C — Nonscheduled Reports

Nonscheduled reports apply to candidate committees and noncandidate committees and
include:

* Organizational Report

11
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* Notice of Intent to Hold a Fundraiser

* Statement of Information for Electioneering Communications (Not required by
candidate committees beginning with the 2022 primary election)

The filing dates for nonscheduled reports are:

* Organizational Report

o For any change in the information previously reported in the
Organizational Report, and due within ten (10) days of the change.

* Notice of Intent to Hold a Fundraiser

O A Notice of Intent to Hold a Fundraiser form must be filed by the person in
charge of the fundraiser prior to the event. A fundraiser means any
function held for the benefit of a candidate, candidate committee or
noncandidate committee that is intended or designed, directly or
indirectly, to raise contributions for which the price or suggested
contribution for attending the function is more than $25 per person. Refer
to HRS §11-342 for the information required in the notice.

Exhibit 7
Notice of Intent to Hold a Fundraiser

* Statement of Information for Electioneering Communications

o A statement of information must be filed by each person (not including
candidate committees) who makes an expenditure for electioneering

12
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communications in an aggregate amount of more than $1,000 during any
calendar year within 24 hours of each disclosure date. Refer to HRS §11-
341 for the definitions of electioneering communications and disclosure
date, and for the information required in the statement.

Super PAC), hes pleme provide the theee (1) top contmbetors

STATE OF HAWAI 3

Section 111 - ¥

STATEMENT OF INFORMATION FOR
ELECTIONEERING COMMUNICATION (%1521)

2. Naeme of cle

Ea e fox the Stecmont you sre smcrding (Form mast be filed | (Date sheonld be

Section | - Information for Person Making the Electisacering Communication enrent contract date | o he primney or

1. Name pox ki adinan

o comiel over the porem making the cxpeaciune Name of Perwon bo Whoe the Expenditare wan Made (ic. Vendor) | example below) b0 the peeral) Ameunt

costract exccution daie for the cxpenditare it excoads the $1.000 sggregste

Sareatarc of Permn Ccenpicang oem g Date

(Pravide attachment for additioas coatrbutions reported s Secian 1L 1. 3nd sdéstmnal expradstures reparted i Secsan 11 6.)

Exhibit 8
Statement of Information for Electioneering Communications

In summary, reporting compliance is one of the most important functions for candidate and
noncandidate committees. Reports are the only formal communication with the Commission that
provides information related to campaign finance activity. In addition, the transparency of public
access is not available until the report is filed on the electronic filing system.

In past Commission enforcement actions, candidate committees that have not filed or filed late
reports have claimed that their noncompliance was related to their campaign results. Having lost
an election, having little or no cash on hand, and having little or no prospects of future
fundraising, the candidate committees verbally claimed to have no campaign finance activity to
report. However, until the reports are filed, neither the Commission nor the public has any
knowledge of whether a committee has raised and spent one dollar or one million dollars. This is
why it is important to not trivialize reporting compliance when there is little or no campaign
finance activity.

13
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Bank Accounts

The Organizational Report requires candidate committees and noncandidate committees to
report the name and address of the depository institution in which the committee will maintain
its campaign account and each applicable account number. Simply put, the committees must
report all their bank accounts.

Type of Bank Accounts / Number of Bank Accounts

One of the first decisions the treasurer will face is the question of interest. Should the committee
open a “regular” checking account? A checking account and a savings account? Or an interest
bearing checking account? The question of interest arises because members of the candidate
committees and noncandidate committees recognize that significant amounts of cash will be
raised during the election period. It is a natural inclination to attempt to maximize benefits
accruing from this cash.

From a practical perspective, it will be easier for the treasurer to keep things simple with only a
“regular,” non-interest bearing checking account for the following reasons:

* Although a significant amount of cash will be raised, it will be quickly spent. A campaign
account, whether a candidate committee account or noncandidate committee account,
will not maintain a high cash balance throughout the election period.

* At the time of this publication, interest rates are at or near historical lows. The amount of
interest earned will not be significant.

* Interest income may trigger Federal and State tax actions. The committee should consult
their tax advisor regarding applicable income and general excise tax activity related to
interest income.

Another question might relate to the number of bank accounts. Should there only be one
account? Or, is it better to maintain a separate account for each island in the case of a state-wide
campaign? Again, applying the simplicity theme, one bank account will be easier to maintain.

Opening a Bank Account

The committee bank account must be with a financial institution duly authorized to do business
in the State of Hawaii, such as a bank, savings bank, savings and loan association, depository
financial services loan company, credit union, intra-Pacific bank, or similar financial institution.
Each bank has its own information requirements to open accounts which may include the

14
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committee’s Organizational Report as proof of being a registered committee with the
Commission. The Commission will accommodate committees in this regarding by allowing them
to enter “Pending” in the required “Account Number” field with the initial filing of the
Organizational Report, then filing an amended report within ten days of obtaining the account
number. The candidate committee or noncandidate committee will be the account owner. This
should match the information filed on the committee’s Organizational Report. Information
required that is common to all banks include:

* Name
* Address

* Tax identification number — Additional discussion may be found in Section |, Introduction
— Tax Matters.

* Number of signers — For internal control purposes, many organizations prefer to have two
(2) signers. Because the treasurer is likely to be a volunteer, the treasurer’s presence is
not likely to be daily. The same can be said of other campaign staff. From a practical
perspective, especially in the middle of the campaign, coordinating the logistics for two
(2) signers will be hectic. To satisfy internal control concerns, the treasurer might be
better served to maintain strict physical control over blank checks, the expenditure
approval process, the preparation of the checks, and control over undelivered and
returned checks.

The treasurer will also need to consider:

*  Who will be authorized signers? — The number of authorized signers should be limited to
2 to 3 people consisting of 1) the treasurer, 2) the candidate (in which case, the candidate
should also be designated as a deputy treasurer), and 3) a deputy treasurer.

* What type of checks should be ordered? — This depends on the type of check-writing
system the treasurer selects. If the check will be prepared manually, it is recommended
to order checks with “carbon copies” to ensure the date, payee, and amount are recorded.
If check-writing software is used, the software will record the date, payee, and amount,
so “carbon copy” checks will not be needed. Instead, a “one-check-per page” voucher-
style check is recommended because it will be easier to void and reprint a single,
erroneous check than to reprint an erroneous check when using multiple checks per page.

* How many checks should be ordered? — This depends on the committee’s plan. The
treasurer needs to plan on writing one check for each expenditure. During the 2-3 months
prior to a primary, general, or special election, a committee could write between 25-125
checks each month. However, during the other months, there may be fewer than 5 checks
written each month. Due to this highly variable quantity of checks written, the treasurer

15
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should significantly overestimate the number of checks to order. You do not want to run
out of checks in the middle of an election.

* How many deposit slips should be ordered? — Fewer deposit slips than checks are needed
because several contributions may be grouped together into a single deposit. However,
contributions must be deposited within seven (7) days of receipt by a candidate
committee or noncandidate committee. This requirement does not allow the treasurer to
accumulate contributions for deposit beyond the seven (7) day window. For this reason,
the treasurer should significantly overestimate the number of deposit slips to order. You
do not want to run out of deposit slips in the middle of an election.

* Should the committee request a waiver or discount of the monthly service fee? —
Candidate committees and noncandidate committees may consider themselves to be
community organizations worthy of a waiver or discount of the monthly service fee. Some
banks might concur. However, the treasurer must understand that such a waiver or
discount of fees might subject the candidate committee or noncandidate committee and
the bank to the rules related to non-monetary contributions unless the bank offers a
waiver or the same discount of fees to all candidate committees and noncandidate
committees.

Bank Statements — Debit / Credit Entries

For non-accountants, the debit and credit entries reflected on bank statements are often
confusing because the debit or credit entries are from the bank’s perspective, not the
committee’s perspective. Nevertheless, the treasurer must still record these entries in the
committee’s check register.

The following is a simple approach to recording the debit and credit entries reflected