Lobbyist Registration & Reporting System

Details for an Entity Registration

A Lobbyist Entity is one or more lobbyists providing lobbyist-type services to a client.

An individual whose main business is providing lobbyist-type services is required to register as a

lobbyist entity. This lobbyist registers as the lobbyist entity and the lobbyist entity’s lobbyist.

This document covers the following topics:

Filing dates and registration fee
Email addresses
Registration sequence
Filling out the registration form
Adding lobbyists to your registration
Review and certification
Making a payment
Submitting for conclusion
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.

Filing dates and registration fee

Lobbyist Entities register in December for the upcoming registration year:
Annual registration period — December 1 through 15

Annual filing fee — $1,000



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.

You can update email addresses by selecting “update registration” from your account

homepage.
Primary email address used for user name and password requests

Requests for user names and passwords are emailed to the primary email address for the most current

registration year.

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 to you in a

confirmation email. You cannot change your user name.
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Entity user names are created using up to the first 20 characters of the Entity’s business

name, followed by six digits.

e User name for Entity “The Chauncey Group Lobbyists”: thechaunceygrouplobb721388

e User name for Entity “Chauncey Group”: chaunceygroup964300
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 most current

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 — entity registers before client

>> The lobbyist entity registers first as a pre-requisite to their client’s registration. The sequence of

registration creates a relationship in the database between the lobbyist entity and client.

Once the lobbyist entity application is concluded, the registration is entered into the lobbyist system
database. The entity’s client is then able to complete and submit its registration.

e During registration, the client searches for the registered entity.

e If the entity is not registered, the client cannot complete its registration.

ENTITY REGISTRATION CLIENT SELECTS CLIENT ENTITY
SUBMITS CONCLUDED AND ENTITY FROM THEN SUBMITS AND CLIENT

REGISTRATION FIRST ENTERED INTO DATABASE REGISTRATION RELATIONSHIP
DATABASE 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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Lobbyist Entity instructions

The registration link is on your homepage:
e Signin to the system through the main page.

e You'll be directed to your account homepage.

e Select the registration link to access the registration form.
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Preparing and submitting a

registration

Acooort Homepege - comparybI304307 Orvine kPelp Cortact the Lobbyest Dovision Change pesaword Log oot
Lobbyist Entity Registration Registration year: 2021
Stan Enter Data ADD Lobogist Saancn Lobty st Revrew Pay Subnwt
Lobbyists and clients are Preparing and submitting a registration
uired to ister
kit e When you complete all forms, review, certify and submit with your
annually
payment,
e The annual registration
+ Entities register before clients Your registration must be
period is open Decembar 1
concluded and in the lobbylst system database before your client
through 15 prior to the
3 can submit its ragistration
registration year s
* Pay online using a credit card or a-check, Your registration is
If hiring, employing, or paig for the full year, regardless of the month In which you
agreeing to employ a lobbyist register,
or lobbyist entity after January « Registration status is confirmed by emall. You can also check
1 of the registration year, your status on your account homo:»age.
: e 000000060,
registration must occor within o ® ®e,
10 days after such °® g ° 0.
employmant or agreament ‘. | Registration Form °
- el
Lata fees may be assessad if o0 ®
®eeoesssspoes®
the employment data is more \ Back te account :mmepagc
than (10) ten days prior to tha
date of submission
Registration and disclosure
reporting are governed by
Massachusetts Genersl Laws,
Chapter 3, Sections 36 - 50
If you have any questions
about the registration process,
contact the Lobbyist Division at
617-727-9122.
Willlam Francis Galyin, Secretary ! mon D of M selt
Terms and Canditons
Accessibility Statement
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Complete the registration form

Fill out all required fields.
e Select “save and continue”.
e If you miss a required field, the system generates an error message.

e Ifyou 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.

Lobbyist Registration & Reporting System

tic
Stant Enter Data AGD Lobbryist Search Loobyiss Ry Pay Subet

Lobbyist Entity registration

form * Complate all required fields

Company name:

Authorizing officer name:

(first, middle, iast)

Title:

Streat address:

Suite, floor, apartment:

City, state, zip code:

Country: United States -

Area code, phone number:

Primary emall address:

paulette saylerdsac state. ma, us

Secondary email
addresses:

= The client relationship is not regestered

bbylst Educational Select save and continue to add lobbyssts to your registration

Salect this link to access o® [, N

the online aducational ..

[ ]
... I

documants °, o
...’..oooool.'..

Far questions about the
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Adding your lobbyists

You are required to add to your registration the name of any lobbyist under your employment.

e Select “search” to access the online database of registered lobbyists and entities.
e Only lobbyists that selected that they would be hired by an entity will display in the drop down
selection.

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

| William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Search the Secretary’s website

vt th

Lobbyist Registration & Reporting System

t

CRANge Detywoe
Change ety 1

sgistrat ea

/

3 i J
\ —

Stan Emer Data AdS Lobbyist Search Lobbyat Revieo Pay Subma

Lobbyist Entity list:

This Hst displays the name of any indivigual lobbylist wha is providing or will provide

lobbying services on your behalf during the registration year,

* Each time you add a fobbyist, you return to this screen to view your list

* Date of employment is the date in the registration year the lobbyist agrees to
provide lobbying services, This date is usually January 1. Late fees may be assessed
If the employmant date is more than (10) ten days prior to the date of submission

« After all lobbyists are added, select Save and Continue to proceed to the review
certification, and payment steps.

« Bafore you submit your ragistration, you can edit details or remove an entry from
this list

There are no lobbyists listed on your registration.

Back to lobbyist entity registration Search
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Search for a lobbyist from the database

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

® Enter a name and select “search.”

‘( William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Search the Secretary’s website

Lobbyist Registration & Reporting System

ar

bby nt egist ony

J
]

Stant Enter Data Ald Lobbyist Sgarch Lobbyist Rewvew Fay Submat

Enter lobbyist Last Name to
start your search

Search for your lobbyist:

Your registration must include the name of any lobbyist employed to work on your behalf for this

Search for one lobbyist at 3 registration year. Only lobbylists registered in this system can be retained by lobbyist entity
time:
* Do not search for 3 sub- The system will display a "select” link with your search results. Click on select to add the lobbyist.

agent; the lobbyist entity's .

¢ & Enter lobbyist Last Name:
relationship is with the

lobbyist,

No results? Make sure your
labbyist's registration is
submitted and concduded,
Check the spelling,

Search Clear text Back to previous page

If you still cannot locata your
lobbyist, contact the Lobbyist
Divislon st 617-727-9122 to
determine if they are
registerad
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Search results

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

e If the results are not correct, search again.

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

required details for this lobbyist.

| william Francis Galvin

Secretary of the Commonwealth of Massachusetts

Search the Secretary’s websls

Lobbyist Registration & Reporting System
:;il:"l Et‘-l‘.e!' .D;:lz Add L‘oc—o,,:l Szkcyh\Lo:’m,':t Revew Pay Subent

Enter lobbyist Last Name to
start your search

Search for your lobbyist:

Your registration must include the name of any lobbyist employed to work on your behalf for this

Search for one lobbyist at a registration year, Only lobbyists registered In this system can be retainad by lobbyist entity

time

« Do not search for a sub- The system will dispiay a "select” link with your search results, Click on select to add the lobbyist
agent; the lobbylst entity's
relationship is with the
lobbyist

Enter lobbyist Last Name:

amith

No results? Maka sure your
lobbylst's registration is e T oo o oeeh =
submitted and concluded Seatc Lieos: Jex S pemnR e
Check the spelling.

Records found: 2
If you still cannot locate your Name ol Lobbyist Select
lobbylst, contact the Lobbyist Betsy Smith
Division at 617-727-9122 to
datermine if they are

John A Smith

registerad
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Add employment details for each lobbyist

e Enter the date you are employing, or plan to employ, each lobbyist.

e Select “save and continue” to continue to the next step.

J William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Search the Secretary’ site Search

obbyist

Registration & Reporting System

\ § '
) ) {
J \ o

Stant Enmter Data Add Lodbyist Search Lobdyist Reveewy Fay Sudbmit

Add the required information for your lobbyist

Lobbyist name: Betsy Smith

Employment date: * |

Back to search | Save and continue

Accessibility Statement
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Lobbyist Entity 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.

s J William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Account Homepage - companyb ac

obbyist

Registration & Reporting System

tion | Regi: 21

\ ‘ \
D 3,
& )

Stan Enter Data Add Lodbyist Search Loboyist Rawew Fay Subm

Lobbyist Entity list:

This lst displays the name of any individual lobbyist who is providing or will provide

lobbying services on your behalf during the registration year

e Each time you add a lobbyist, you return to this screen to view your list.

* Date of employment is tha date in the registration year the lobbyist agreas to
provide lobbying services. This date Is usually January 1. Late fees may be assessed
If the employment date is more than [10) ten days prior to the date of submission

After all lobbyists are added, select Save and Continue to proceed to the review,
certification, and paymaent steps.

Before you submit your registration, you can edit detalls or remove an entry from

this list
s Employment Termination Edit Delele
Lobbyist nawwe date date antry entry
Batsy Smith {01/01/2021 Edit Rem |
Back to lobbyist antity registration Search Save and Continue
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Review registration
Check the “certification box” and “agree and continue” to move to the payment screens.
e “Agree and continue” remains inactive until you check the certification box.

e Ifyou select “save for later”, your data is saved at this step, but your registration

is not submitted.
Select “save and continue” to proceed to the payment screen.

If you select “back to account homepage” at this step, your data will be saved.

NRECTION ONTACT 1S Saarch the Sacretary’s websita Search

Account Momepage - bamsth 315557

Lobbyist Registration & Reporting System

tegistration Registration year: 2021

o £ > L
Py {
(f ) (% \ }
.“/u N & "‘,‘
Stan Enter Data Revigw Pay Subme

Review registration and certify

Lobbyist name: Barbara Smith

Business name: Company &

Address: 123 Main Streat Ashiand, MA 01721 US
Phone number: 781-332-8000

Primary email address: paulette sayler@sac.state.ma.us

Secondary email addresses:
Agent type: Legisiative and Executive Agent

Employment declaration: I will be employed by a Lobbyist Entity
* The client relationship is not registered

" The lobbyist entity relationship is not registered

Account notices are emailed ~
to all agdresses, Passwords
are amailad to only the
primary address. Notice

may also be sant by mall to
the fobbyist name at the
address listed

Read statement and check this box to certify your
registration
Under the pains and penalties of perjury, 1 certify that I am Barbara
Smith and that this registration is complete and accurate for the pericd
indicated. [ further understand that any violation of the lobbying laws is
punishable by dvil and/or criminal penalties.

AGREE AND CONTINUE
Cnce concluded, your

ragistration information is

p Save for Later
visible to the public.
Back 1o Registration Form
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Payment and submission

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

o 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

a t Homepage - enbtytestaccount753695 Online belp Contact the Lobbyist Divisson Change passw bl
Lobbyist Registration & Reporting System
Lobbyist Entity Registration | Registration year: 2021
i
STa:l Enter Data Add L;{;o)s! Submit

Payment is now due:

For assistance
If you have any
Lobbyist $100 Reason Filing fee for registration of lobbyist entity questions about

Registration Filing Fees

making a payment,

Lobbyist $1,000 Account  Entity Test Account $1,000.00 contact the Lobbyist
S Division at 617-727-
Total amount due: $1.000.00 9122.
Client $100 for each
lobbying
relationship m Registration and
registered disclosure reporting
Use an e-check, MasterCard, Visa, or American Express are governed by
Disclosure Report late An expedited fee Is added at time of payment Massachusetts
fees General Laws, Chapter
3, Sections 39 - 50.
550/ Upto20 days
day

$100/ After 20 days, and

day until the report is
submitted and all
late fees paid

Disclosure late fees
as of January 1, 2010
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Online payment process
The system generates a screen to confirm receipt of online payment and registration.

= Your client is now ready to complete and submit its registration

William Francis Galvin

Secretary of the Commonwealth of Massachusetts

Lobhyist registration and Confirmation of payment Koup your registration
JEClosr® 19porting ars currant Critica!

governed by Massachyestty This transaction confirma that your filing has been paid Intormation that changes
ceneral Lawsy, Chapter ) for and submittad to tha Lobbyist Division for review during the registration yeat
Sections 39 - 50 and conclusion .0, NAme changes

adSing of temaving »
o The Lobbyist Divigion will notify you If sddetional

Contact the Lobbyist lobbyist or sub-agent) must
= o Sard ° Information I8 requirad

Division at 61 ar-eaaw be submitted for review
you have technica ¢ Check your amail and account homepage for your and conclusion

questions about the curtent status

registration ot disclosure Use tha links on your
eparting process This is your confirmation number: ‘200288 account homepags to

update your registratian, or
fiie 3 notice of termination
23ck 1o account homepage
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Registration concluded

The account homepage reflects that your registration was reviewed and concluded.

If your registration filing is rejected, or requires a correction, you will see that status reflected on

your account homepage.

Your client is now able to complete and submit its registration.

f William Francis Galvin

Secretary of the Commonwealth of Massachusetts

| Search the Secretary's website

sunt Homegpage - entitytestaccount7s

Lobbyist Registration & Reporting System-

The Lobbyist Registration

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

This is your account
homepage

Every registered online
account has a private secure
area. The homepage displays
your slatus 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,

online help

Welcome, entitytestaccount753695

* 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.

Registration Disclosure Reports

2021 Registration
Concluded 11.25.2020

January - June 2021
Link available prior to the
amend registration submission period

View or print

July - December 2021

Terminate a lobbying ) !
= Link not available

relationship

Payment history

History:
| Select v

Select a year to access prior registration and disclosure reports:

2021

Contact the Lobbyist Divis

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

Contact the Lobbyist
Division at 617.727.9122
for assistance

This office can answer
questions about using the
online system, or provide
tachnical assistance with
the registration or disclosure
reporting process
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