Lobbyist Registration & Reporting System

Details for a Client Registration

A client is the individual or organization that employs a lobbyist entity or an individual
lobbyist. A client is any person, corporation, partnership, association, or other entity that
contracts with another person, corporation, partnership, association, or other entity

to receive lobbying services.

After you complete and submit your registration, the Lobbyist Division will review it for
conclusion. If additional details are required, you will be contacted through the primary email

address provided on your registration.

Once concluded, your registration can be edited or updated at any time.

This document covers the following topics:

Filing dates and registration fee

Email addresses

Registration sequence

Filling out the registration form

Adding your lobbyist to your registration
Review and certification

Making a payment

Submitting for conclusion



Filing dates and registration fee

Clients pre-register in December for the upcoming registration year:
Annual registration period — December 1 through 15

Annual filing fee — $100 for each lobbyist entity or lobbyist

New accounts register during the year
If you have just created a new account, you are required to register and pay for the full year
regardless of the month registered. When you create a new account, the system generates a

registration status message and link on your account homepage.

Email communication

Account email address: This address is used when you initially create your account. Your account user

name and temporary password are emailed to this address.

Registration email address: The email address on your annual registration is used to communicate

lobbyist requirements and important legal filing notices.

Use the email address of your organization’s authorizing officer. This individual certifies
registration and disclosure reporting forms prior to submission.

If you want others in your organization to receive notifications, enter these email addresses on
the registration form.

Update email addresses by selecting “update registration” from your account homepage.

Primary email address used for user name and password requests. User names and passwords are
emailed to the primary email address on the current registration. If you have questions about email
addresses, or you think you are not receiving email notifications, contact the Lobbyist Division for

assistance.

System passwords

Your account is secure and can only be accessed by your user name and password.

User Names
The system creates a unique user name when you set up your account, and sends it in a confirmation

email. You cannot change your user name.
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Client user names are created using up to the first 20 characters of the business name, followed by six

digits.

e User name for Client “The Chauncey Enterprise LLC:” Thechaunceygroupente721388

e User name for Client “Pacific:” Pacific477399

Passwords
You create your own password from a combination of letters, numbers, and special characters. You can

change your password at any time using the “change password” link.

Retrieving lost or forgotten credentials

If you cannot locate your user name or password, select the links on the main sign-in screen.

=  Your user name is saved. It will be sent to the primary email address on your registration.
=  Your password is not saved. A temporary password will be sent to your primary email. Use the

change password link to personalize your temporary password.

Registration Sequence

A client registers after the lobbyist or entity

A client can only employ the services of a lobbyist or lobbyist entity that is registered through
the online system.
e During registration, the client creates the lobbying relationship by using a search tool to
locate its lobbyist from the system’s database.
e The lobbyist’s registration must be concluded before the client can locate the lobbyist.
If the lobbyist is not in the database, the client cannot complete its registration.

e When both parties are registered, the lobbying relationship is created.

LOBBYIST LOBBYIST CLIENT CLIENT CLIENT AND

REGISTRATION ADDED TO SELECTS LOBBYIST SUBMITS LOBBYIST

CONCLUDED DATABASE FROM DATABASE REGISTRATION RELATIONSHIP

REGISTERED

>> The screen images displayed throughout the online help documents do not represent accurate reporting

and submission dates, or actual lobbyists, entities, or clients.
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Client instructions

Sign in to the system through the main page.

= You'll be directed to your account homepage.

= Select the “complete and submit” link to access the registration form.

William Francis Galvin
Secretary of the Commonwealth of Massachusetts

Oniine help Contact the Lobbyist Diasior

Search sec state. ma us

Changs= password

Lobbyist Registration & Reporting System

The Lobbyist Registration

and Reporting System i1s
mairtmned by the Secretary of
the Commonwsalth 1o provide
the lobbying community with
onling access to il reaguired
forms and documents

This is your account
homapags

Every registered online account
has a pnvate secure area The
homepage displays your status

Welcome, Client Test

e Your 2013 registrabon s not on file with this office. If you are
providing or receiving lobbyng services, use the link below to
complete your registration and submet onling with your fling

fea

Registration Disclosure Reports

2013 Registration
Not reglstered

o Compiats and subowt

2013 Reports

Links appear when registration

15 submitted, paid, and

Registration and disclosurs
repodting are governed by
Mazs General Laws
Chapter 3, Sactons 19
through 50

Comact the Lobbyist

you require account
assistance

This ofice can answer
guestions about using the

Log out

Division ot 6977279122 if

and provdes a menu af specilic concluded onina:Fyatenm, of provide

lechnical assistance with the
tasks availabla to you

ragistration or disclosure
Your data is not available to reporing process
the public until your
documents are submitted to
the Lobbyist Division and
concluded

Villlam Francs Galvin, Secretary of the Commonwealth of Ma "
v
Terms and Condtions o
2100% -
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Preparing and submitting a registration

The first page provides general instructions for completing your registration.

Important: You will not be able to register until your lobbyist’s registration is

submitted and concluded.

Accowt Homepage « Chenl Test Onhire help Cortact the Lobbywst Owvisan Change pasewsrd o9 vut
Lobbyist Registration & Reporting System
Client Registration | Registration year: 2013
San Ertar Data Add L obbystE rey Search Lobbylsb ntity Revew Pay Submi
MR sy Preparing and submitting a registration Regitration and
cllents are required daclosure reporting are
to register annually Complete the regured chent information, and than regester any povemed by
o Tha arrisd lobbyist or antity who will be providing lobbying services on your Massachusetts General
behall, Whan you are finshed, procead to the review, certify, and Laws, Chapter 3,
registration period
paymant staps Sectionn 29 - 50,
18 open Dec 1

through 15 poor Lo

* Chionts register aftor lobbylsts Your lobbyist's regatration If you have any
the refistration must be conchuded before you can add them to your questions about the
yow regmtration, reQutration process,
¢ I hiring, empioying, o Aclient can only retan the services of a lobbyist or entity that contact the Labbyist
or agreeing to u registered in the Lobbylst Registration & Reporting System, Divigion at
amploy a lobbyist 617-727-9122.

or lobbyist entity
after January 1 of
the registration
yoar, regstration
must occur withmn
10 days after such
employment or
agreement

Pay online using a credit caed of s-check, Your regestration s
pad for the Il year, regardiess of the manth in which you
teguter,

Ragistration status s confirmed by emad. You can also check
your status on your account homepage

[ Ragistration Form l

[ Back to account homapage

W100N -
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Complete the registration form

Fill out all required fields.

Select “save and continue”.
If you miss a required field, the system generates an error message.
If you select “back to account homepage” at this step, your data will not be saved.

You are now ready to begin adding your lobbyists to your registration.

Client Registration | Registration year: 2013 N
Ener Data And LooossUENKty Search LoboywsvEnmty Revew Pay Supmit

Client Registration Form  * Complete al requred fiekds

o " |Ctiant Tast Accourt

Authonzing oficer nams * [Cuent | [rest Account

(frst, midale, tast) { H iAccmo

Tale * |Autherizing Officer

Street address - I1 Beacon

Suite, floor, apartment [

City. state, 2ip code * [Boston [ ima ] [12385 |

Country *luntegStates V|

Area code, phona numbee . [123,‘55”” |

Prmary emal address * |chenttestaccount@sec state ma us

Secondary email addresses i

" " [0 Tecmology S
Account notices are 5enl ~ Sejact save and continue to add your lobbyists to your
to all emad add regi tion.
fisted. Passwords are sent A chent 15 required to add the name of any lobbyist or entity employed
only 1o the prenary to provide lobbyng services. Lobbyists must be registered before you
adiress can locate a name from the system's database, Chents must add at

least one lobbyist or entity.
Once concluded, your oy
regestration information 1s >
e
Back 10 account homepuge v
S100% -
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Adding your lobbyists
e You arerequired to add to your registration the name of any lobbyist or lobbyist

entity that you have retained to provide lobbying services on your behalf.
e Select “search” to access the online database of registered lobbyists and lobbyist entities.
e Only lobbyists that selected they would be hired by a client will appear in the drop down list.

e You return to this screen to view your list of lobbyists:

Lobbyist Registration & Reporting System A

Client Registration | Reglstration year: 2013
Start Enter Data Adit LobbystEnsty Search LobbyrstEntty Revew Pay Bubemit

Client lobbyist list:

This s a list of any individual lobbyist or lobbyist entity who is providing or wi

provide lobbying services on your behalf dunng tha registration year.

* Each time you add a lobbyist, you retum to this screen to vaw your list of
lobbywsts.

« Date of employmant = the data in the registraton year the lobbyist agrees to

provide lobbying services; this date is usually January 1.

Aftar all lobbyists are added, select Save and Continue to proceed to the

review, certification, and payment steps,

« Bafore you submit your final registration, you can edit lobbyist dotads, or
reamove an entry from this list,

I “Thare ae no lobbyists or entities associated with your registration ]

| Back to provious sereen | | Search Save and continue

“10% ~
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Searching for a lobbyist or entity from the database

Your lobbyist or lobbyist entity must be registered.
e If you employ more than one lobbyist, create a separate search for each one.

e Use the first box to search for an entity; use the second box to search for an

individual lobbyist.

e Enter a name and select “search”.

William Francis Galvin

\, . Secretary of the Commonwealth of Massachusetts
-1

Search the Secretary’s website

Account Homepage - chenttestaccount416205 Online heip Contact the Lobbyst ( Change password Log out

Lobbyist Registration & Reporting System

Client Registration Registration year: 2021

Start Enter Data Add LobbystEntay Search LobbysyEntty Review Pay Submit

Select lobbyist or lobbyist
entity to start your search

Search for your lobbyist or lobbyist entity:

Your registration must include the name of any lobbyist or lobbyist entity employed to work on

Search for one lobbyist or your behalf for this registration year. Only lobbyists and lobbying entities registerad in this system
lobbyist entity at a time: can be retained by a client.
* Do not search for a sub-
agent; the client's The system will display a "select” link with your search results. Click on select to move to the next
relationship is with the screen where you will add the required employment details for this lobbyist or lobbyist entity.

lobbyist entity. - -~
4 4 Select: Lobbyist (Lobbyist Entity

No results? Make sure your
lobbyist's registration is

submitted and concluded. Back to previous page ;
Check the spelling. S

If you still cannot locate your
lobbyist, contact the Lobbyist
Division at 617-727-9122 to
determine if they are
registered.

ary of the Commonwealth of Massachusetts

nd Conditions

Accessibility Statement
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Search results

Select your lobbyist from the results shown above the search boxes.

= |f the results are incorrect, search again.

= |f the results are correct, click on the “select” link to move to the next screen where you will add

required details for this lobbyist.

J William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Search the Sacretary’s website

PN A

( i b
- K
Stant Enter Data

Select lobbyist or lobbyist
entity to start your search

Search for one lobbyist or

lobbyist entity at a time:

» Do not search for a sub-
agent; the client's
relationship is with the
lobbyist entity,

No results? Make sure your
lobbyist's registration is
submitted and concluded.
Check the spelling.

If you still cannot locate your
lobbyist, contact the Lobbyist
Division at 617-727-6122 to
determine if they are
registered.

Lobbyist Registration & Reporting System

Onliny

Client Registration | Registration year: 2021
§ =i, “:;§w
@ o
Ve -
A0d LobbyisVEntty Search LobbylsVENty Review Pay Submit

Search for your lobbyist or lobbyist entity:

Your registration must include the name of any lobbyist or lobbyist entity employed to work on
your behalf for this registration year. Only lobbyists and lobbying entities registered in this system
can be retained by a client,

The system will display a "select” link with your search results. Click on select to move to the next
screen where you will add the required employment details for this lobbyist or lobbyist entity.

Select: ® Lobbyist ) Lobbyist Entity
account
Enter last name of lobbyist (full or partial)
‘ Search Clear text Back to previous page

Records found: 2
Account Type Name of Lobbyist or Entity Select

Lobbyist Lobbyist Test Account
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Add employment details for this lobbyist

Enter the date you are employing, or plan to employ, this lobbyist.
= Enter as much information required regarding the purpose of retaining this lobbyist.

= Select “save and continue” to move on to the next step.

| William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Search the Secretary’

Account Homepage - clienttestaccount416205 Online help Contact the Lobbyist Division Change password Log out

Lobbyist Registration & Reporting System

Client Registration | Registration year: 2021

Start Enter Data Add LobbyistEntity Search LobbyistEntity Review Pay Submit

Add the required information for your lobbyist or entity

Lobbyist name: Lobbyist Test Account

Employment date: * [gioi2021 | 0

Empioyment date is when your lobbyist or entity will act on your behaif, or provide lobbying services

Enter all details about your lobbyist or entity's efforts: ~

Describe legislation (including bill numbers if known), names of specific legislators, and/or all
areas of interest for which you have retained the services of this lobbyist or entity. Add as
much detail as required; text box automatically expands.

Lobbying Efforts
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Client Lobbyist List

Each time you save a lobbyist entry, the system directs you to the list of lobbyists.
e Select “search” to continue adding lobbyists.
e When all lobbyists are added, select “save and continue” to proceed to the next screen.
e Usethe “edit” link next to a lobbyist’s name to make changes to lobbying details.
e Select “remove” to delete this lobbyist before you submit your registration.

Once concluded, a lobbyist can only be removed by filing an online notice of termination.

o| Search the Secretary's website

Account Homepage - chenttestaccount416205 Online help Contact the Lobbyist Division Change password Log out

Lobbyist Registration & Reporting System

Client Registration | Registration year: 2021

o ) (B i i
W& 3 \ ( /

Start Enter Data Add Lobbyist/Entity Search Lobbyist/Entity Review Pay Submit

Client lobbyist list:

Date of employment

The employment date is the This list displays the name of any individual lobbyist or lobbyist entity who is
date in the registration year providing or will provide lobbying services on your behalf during the

the lobbyist or lobbyist entity registration year.

agrees to provide lobbying « Each time you add a lobbyist, you return to this screen to view your list.
services; this date is usually » After all lobbyists are added, select Save and Continue to proceed to the
January 1. Late fees may be review, certification, and payment steps.

assessed if the employment « Before you submit your registration, you can edit details or remove an
date is more than (10) ten entry from this list.

days prior to the date of

submission.

Employed Terminated Lobbyist or Entity’s efforts

Lobbyist Lobbyist Test Account 1/1/2021 Lobbying Efforts edit delete

Back to previous screen | | Search ‘ | Save and continue to payment
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Review and certify your registration

Check the certification box and “agree and continue” to move to the payment screen.

= “Agree and continue” remains inactive until you check the certification box.

= If you select “save for later”, your data is saved at this step, but your registration

is not submitted.

William Francis Galvin

Secretary of the Commonwealth of Massachusetts

| Search the Secretary’s website

chienttestaccountdl Online help Contact the Lobbyist Division Change password

Lobbyist Registration & Reporting System

Account Homepage -

Client Registration | Registration year: 2021

=

Start

Enter Data Add LobbyistVEntity Search LobbyisVEntity Pay Submit

Review registration and certify

Company name: Client Test Account

Authorizing officer, title: Client Test Account  Authorizing Officer

Address: 1 Test Avenue Test, MA 12345 US

Phone number: 123-456-7890

Primary email address: test@abc.com

Secondary email addresses:

Business interest: AgricultureForestryFishing

Name Terminated Lobbyist or Entity’s Efforts

Lobbyist Test Account

Employed
[o110112021

Type
Lobbyist

Lobbying Efforts

Account notices are sent to all =
email addresses listed.

() Read statement and check this box to certify your registration.
Under the pains and penalties of perjury, I certify that I am Client Test Account, authorizing

Passwords are sent only to the
primary address. Notice may
also be sent by mail to the
authorizing officer at the
address listed.

Once concluded, your
registration information is
visible to the public.

officer of Client Test Account, and that this registration is complete and accurate for the period
indicated. I further understand that any violation of the lobbying laws is punishable by civil
and/or criminal penalties.

AGREE AND CONTINUE

Save for later
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Make a registration payment

Select “pay online” to make an immediate payment using a credit card or e-check.

e The system will direct you to the Secretary of the Commonwealth’s website to complete your

online payment. An expedited fee is added when you make your payment.

| William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Search the Secretary’s website

DIRECTIONS CONTACT US

ount Homepage - dienttestaccount416205 Online help Contact the Lobbyist Division han

Lobbyist Registration & Reporting System

Log out

Online User Guide: Filing a Client Registration

lient Registration Registration year: 2021

\ { ) / ) ( A

Start Enter Data

Add Lor,tr,;st‘Entvt, Search LobbyistEntity

Registration Filing Fees Payment IS how due:

Reason

Lobbyist $100 Filing fee for registration of client and lobbyisl(s)

Lobbyist $1,000 Account  Client Test Account

Entity "
Lobbyists | opbyist Test Account

Client $100 for each

Pay Online

Use an e-check, MasterCard, Visa. or American Express
An expedited fee is added at tme of payment

Disclosure Report late
fees

$50 / Up to 20 days

oy Account homepage

$100/ After 20 days, and

day until the report is
submitted and all
late fees paid

Disclosure late fees
as of January 1, 2010

R by

Pay

For assistance

If you have any
questions about
making a payment,
contact the Lobbyist
Division at 617-727-
9122,

lobbying Total amount due: $100 00
relationship Registration and
registered disclosure reporting

are governed by
Massachusetts
General Laws,
Chapter 3, Sections
39 - 50.

Submit

December 2020
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Confirmation of registration payment

The system generates a screen to confirm receipt of payment and registration:

y William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Search the Secretary’s website

Lobbyist registration and
disclosure reporting are
governed by Massachusetts
General Laws, Chapter 3,
Sections 39 - 50.

Contact the Lobbyist
Division at 617-727-9122 if
you have technical
questions about the
registration or disclosure
reporting process.

chenttestaccount$16205

Lobbyist Registration & Reporting System

William Francis Galvin, Secretary of the Cc

nline help

Client Registration 202

Confirmation of payment

Contact the Lobbyist Dvison

This transaction confirms that your filing has been paid

for and submitted to the Lobbyist Division for review

and conclusion.

* The Lobbyist Division will notify you if additional
information is required

« Check your emall and account homepage for your
current status

Back to account homepage |

Terms and Conditions

Accessibility Statement

mmonwealth of M

Change passwor

Keep your registration
current Critical
information that changes
during the registration year
(e.g., name changes,
adding or removing a
lobbyist or sub-agent) must
be submitted for review
and conclusion.

Use the links on your
account homepage to
update your registration, or
file 3 notice of termination.

wchusetts
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Registration concluded

The account homepage reflects that your registration was reviewed and concluded by the Lobbyist

Division.

If your registration filing is reviewed and rejected, or requires a correction, you will see that

status reflected on your account homepage.

J William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Search the Secretary’s website

ount Homepage - o enttestaccountd16205 Online helg Contact the Lobb

Lobbyist Registration & Reporting

The Lobbyist Registration

and Reporting System is
maintained by the Secretary of
the Commonwealth to provide
the lobbying community with
online access to all required
forms and documents

This is your account
homepage

Every registerad online
account has a private secure
area. The homepage displays
your status and provides a
menu of specific tasks
available to you

Your data is not available to
the public until your
registration and disclosure
reports are reviewed and
concluded by the Lobbyist
Division.

. Change password Log out

System

Registration and disclosure
reporting are governed by
Mass General Laws
Chapter 3, Sections 39
through 50

Welcome, dienttestaccount416205

* Your 2021 registration is concluded.

* Your next disclosure report is due July 15, 2021.

* The link to your disclosure report for the January - June 2021
reporting period will be made available prior to the submission
period.

« The link to your disclosure report for the July - December
2021 reporting period will not be available until the prior
report is submitted and concluded.

Contact the Lobbyist

Division at 617.727.9122

for assistance

This office can answer

questions about using the

online system._ or provide

the registration or disclosure

2021 Registration January - June 2021 reporting process
Concluded 11.25.2020 Link available prior to the

* Amend regists submission period

e View or print

July - December 2021

o Apply for walver
opY ‘ Link not available

e Terminate a lobbying
relationship

e Payment history

History:
Select v

Select a year to access prior registration and disclosure reports:

2021
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