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Reports
City of Seattle
SMC Chapter 2.06
Ethics and Elections Commission

Presenter Notes
Presentation Notes
Hello, this presentation on Direct Lobbying Quarterly Reports is a guide for direct lobbyists who have at least one active employer/client registration with the City of Seattle. Registered lobbyists with active employers or clients must file a report of their lobbying activity every quarter, even if it is to report no activity or compensation, until the lobbying agreement between the lobbyist and their employer/client comes to an end. 



Quarterly 
Report Due 

Dates:

• April 15 (Q1: Jan. 1 – Mar. 31)

• July 15 (Q2: Apr. 1 – June 30)

• Oct. 15 (Q3: July 1 – Sept. 30)

• Jan. 15 (Q4: Oct. 1 – Dec. 31)

Presenter Notes
Presentation Notes
Quarterly Report Due Dates are as follows:
April 15th is the due date for the first quarter which is reflecting activity from January 1 – March 31 
July 15th is the due date for the second quarter which is reflecting activity from April 1 – June 30
October 15th is the due date for the third quarter which is reflecting activity from July 1 – September 30
January 15th is the due date for the fourth quarter which is reflecting activity from October 1 – December 31 of the previous calendar year
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If you need to register as a direct 
lobbyist, please contact 
Chrissy.Courtney@seattle.gov.

Presenter Notes
Presentation Notes
The Seattle Ethics and Elections Commission, also known as the SEEC, provides an online reporting system for direct lobbyists to publish reports of their lobbying activity. To register as a direct lobbyist, please contact Chrissy Courtney at Chrissy.Courtney@seattle.gov.
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Home Page

Presenter Notes
Presentation Notes
Upon login, a home page will display a summary of the filing history for the logged in user. Navigate to the tab along the top of the screen that says Quarterly Expenditure Reports. 
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Quarterly Expenditure Reports

Presenter Notes
Presentation Notes
The Quarterly Expenditure Reports tab allows for a specific quarter to be selected using a drop-down menu. Each field for each active employer/client should be completed and all compensation reported. 
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Quarterly Report 
Information

Presenter Notes
Presentation Notes
All active employer registrations for the logged in lobbyist will be shown in a grid. All fields should be completed. Please put N/A for any questions that are not applicable instead of leaving blanks.

At the bottom of the grid for each employer the Lobbying Details field should be completed, which should include who was lobbied, and when, along with the topic of the lobbying, and the title or number of any piece or pieces of specific legislation, if relevant. 
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Filing the Quarterly Report

Presenter Notes
Presentation Notes
A report can be saved at any time by clicking on the Save button. Once the report is complete and ready to be published, click on the File button.
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Filing the Quarterly Report

Presenter Notes
Presentation Notes
After clicking on File, a preview of the report will be shown for review. If the report needs more work, click on the Edit button to return to the input screen. 

If the report is ready to be filed, click the Certify button under Filing Step 2, and then select Proceed under Filing Step 3. 
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Filing the Quarterly Report

Presenter Notes
Presentation Notes
After clicking on Proceed, there will be a pop-up message confirming the report has been filed. Click OK to acknowledge the pop-up message and return to the home page. The report will then be available for viewing online. 




Questions?
Please contact Chrissy Courtney

Chrissy.Courtney@seattle.gov

206-437-6165
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Presenter Notes
Presentation Notes
Questions?

Please contact Chrissy Courtney by emailing Chrissy.Courtney@seattle.gov or by calling 206.437.6165. 

Thank you.

https://go.microsoft.com/fwlink/?linkid=2007348
mailto:Chrissy.Courtney@seattle.gov
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