Instructions for 
Report of Contributions and Expenditures 
Detailed Summary

Referenced Loveland City Charter	Article 17: Campaigns

Who should use this form?			All Committees

Purpose of form?		The Detailed Summary is used to summarize the information from all other forms.

Is this form required?		Yes

When do I file this form?	This form must be in the possession of the designated election official on or before the filing due date for the reporting period.  Postmark dates are not recognized.

*Please familiarize yourself with Article 17 of the Loveland City Charter.

COMPLETING THE FORM
Open excel file (see below) 
[image: ]

The Campaign Finance Report of Contributions and Expenditures Form page 1 and the Detailed Summary page 2, use information contained on the other pages; complete pages 3 – 14 prior to filling out pages 1 and 2.

STEP 1. Click on “Itemized Contr 1” tab Fill out pages 3-14  with detailed information. The total boxes will calculate automatically.

STEP 2. On the “Detailed Summary” tab (page 2) of the Campaign Finance Report of Contributions and Expenditures form, ensure lines 6 through 14, with the exception of line 8 automatically populated as appropriate (fill in line 8, if applicable).

Line #6:   Will automatically populate.
Line #7:   Will automatically populate.
Line #8:   Enter the total amount of all other receipts.
Line #9:   Will automatically calculate.
Line #10: Will automatically populate.
Line #11: Will automatically populate.
Line #12: Will automatically calculate.
Line #13: Will automatically populate.
Line #14: Will automatically populate.
Line #15: Will automatically calculate.

STEP 3: Completely fill out the Campaign Finance “Report of Cont and Expend” tab(page 1) until you reach Line #1.

· Print or type the full name of the committee.
· Print of type Name of Candidate as it will appear on the ballot.
· Print or type the complete address of your committee. 
· Print or type the name of the financial institution where the committee funds are deposited.
· Print or type the complete address of the financial institution.
· Determine what type of report is being filed:
a. Regularly Scheduled Filings are normal reporting periods as required in LCC 17-6(c). 21st day; 14th day; the Friday before the election; thirty days after the election and annually on the first day of the month in which the anniversary of the election occurs.
b. Amended Filings are reports that correct a previously filed report. 
c. Termination Reports are filings that close a committee, indicating the committee is no longer in existence. A committee is considered open and active and an annual report is required until said committee files a termination report with the City Clerk. (The termination report shall show a zero balance.)
· Check the appropriate box next to the type of report filed.  If this report is an amended filing, print or type the date of the originally filed report being amended.
· Print or type the Report Period covered: (The beginning and end dates LCC 17-6 (e))

[bookmark: _GoBack]	Line #1:  If this is your first Report of Contributions and Expenditures as a committee enter zero (0).  If you have previously filed, enter the ending balance from line #5 of your mostly recently filed report.
	Line #2:  Will automatically populate.
	Line #3:  Will automatically calculate.
	Line #4:  Will automatically populate.
	Line #5:  Will automatically calculate.

STEP 5.  Complete the Authorization portion of the Campaign Finance Report of Contributions and Expenditures form by printing the name of the registered agent and then sign and date the report. Forms must be received in the Clerk’s Office prior to 5:00p.m. on the due date.  A postage mark date is not acceptable.   
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