
	

User Guide 
	
Registration	&	Reporting	System	
DISCLOSURE	REPORTING	
	

How	to	file	as	an	Incidental	Lobbyist		

>>	Incidental	lobbying	applies	to	Individual	Lobbyists,	and	any	Lobbyist	employed	by	a	

Lobbyist	Entity.	It	does	not	apply	to	Clients.	

>>	An	agent	files	as	incidental	during	the	disclosure	reporting	submission	period.	

	

Filing	an	exception	for	“incidental	lobbying”	

Every	executive	or	legislative	agent	lobbying	in	Massachusetts	must	be	registered	through	the	

online	system.	However,	certain	disclosure	reporting	requirements	may	be	waived	for	a	lobbyist	

who	files	an	incidental	status.		

A	lobbyist	must	be	able	to	answer	yes	to	both	conditions	within	the	same	reporting	period:	

§ Were	you	engaged	in	lobbying	for	25	hours	or	less	during	the	reporting	period?	

§ Did	you	receive	less	than	$2,500	in	lobbying	fees	during	the	reporting	period?	

If	you	answered	“yes”	to	both	questions,	you	can	file	as	an	incidental	lobbyist.		

	

This	document	contains	instructions	for	filing	as	incidental,	or	reversing	an	incidental	status.	

§ Instructions	for	Individual	Lobbyists	

§ Instructions	for	Lobbyists	employed	by	Lobbyist	Entities	
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Instructions	for	an	Individual	Lobbyist	

How	to	find	the	incidental	certification	screen	

The	incidental	link	for	a	specific	reporting	period	is	available	during	the	2-week	report	

submission	period.	The	link	then	remains	available	indefinitely	to	allow	for	a	change	in	status	

during	submission,	or	to	update	a	concluded	report.	

§ From	your	account	homepage,	select	the	start	report	link	
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This	action	takes	you	to	the	start	screen	

	 Select	“incidental	lobbying	exception”	at	the	bottom	of	the	start	screen	
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Check	the	certification	box	if	you	meet	both	conditions	

§ Then	select	save	status	
	

	

	

	

	

	

	

	

	

	

	

	

Incidental	lobbying	exception	

§ You	can	get	back	to	this	screen	to	reverse	an	incidental	status	prior	to	

submitting	your	report	by	returning	to	the	start	screen	(orange	button	at	

the	top	of	the	screen)	and	then	clicking	on	the	blue	“incidental	lobbying	

exception”	button	at	the	bottom	of	the	start	screen	
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Confirmation	of	incidental	status	

Providing	information	on	certain	forms	is	optional	for	the	reporting	period.	

§ An	incidental	lobbyist	is	still	required	to	certify	and	submit	the	report	to	

the	Lobbyist	Division	for	the	review	and	conclusion	process	
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The	optional	requirement	is	displayed	on	specific	forms	

§ If	you	have	previously	added	data	to	a	form	that	is	optional,	you	can	leave	data	on	the	

form,	or	manually	delete	it	from	each	field		

	

	

	

	

	

	

	

	

	

	

	

	

You	have	selected	your	status	as	incidental.	You	may	forego	reporting	bills	and	activities	for	this	period.	
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This	form	was	not	previously	filled	in:	The	optional	message	is	displayed	
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To	reverse	status:		

§ De-select	the	certification	box	

§ Select	save	status	
	

	

	

	

	

	

	

	

	

	

	

	

Changing	an	incidental	lobbying	status	

§ You	can	change	your	status	until	your	disclosure	report	is	certified	and	

submitted	(this	is	the	last	step	before	transmitting	your	report	to	the	

Lobbyist	Division	for	review	and	conclusion)	

§ If	you	want	to	change	your	status	after	your	report	is	submitted,	you	will	

be	required	to	file	an	amendment	to	your	disclosure	report	
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Review,	certify,	and	submit	to	complete	the	disclosure	process	

The	disclosure	report	for	an	incidental	lobbyist	is	submitted	using	the	same	steps	as	any	other	

registered	lobbyist	(review	report,	certify,	authorize,	and	submit	for	review	and	conclusion)	

§ Incidental	lobbyists	are	subject	to	the	same	filing	deadlines	and	late	fees	

§ A	link	for	reversing	incidental	status	appears	on	this	screen		
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Instructions	for	an	Entity	with	Lobbyists	

The	incidental	link	for	a	specific	reporting	period	becomes	available	during	the	2-week	report	

submission	period.	The	link	then	remains	available	indefinitely	to	allow	for	a	change	in	status	

during	submission,	or	to	update	a	concluded	report.	

§ From	your	homepage,	select	the	link	to	the	report	for	the	period	you	want	to	file	as	

incidental.	
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This	action	takes	you	to	the	start	screen	

Select	the	blue	button	at	the	bottom	of	the	screen	to	reach	the	incidental	lobbying	screen		

§ Check	the	certification	box	next	to	the	name	of	any	lobbyist	who	meets	both	conditions	

§ Check	the	authorization	box	

§ Then	select	save	status	

	

Confirmation	of	incidental	status	

Providing	information	on	certain	forms	is	optional	for	any	lobbyist	certified	as	“incidental”	for	

the	reporting	period	

§ The	entity	is	still	required	to	fill	out	salary	information	for	incidental	lobbyists	

§ You	can	reverse	a	lobbyist’s	status	prior	to	submitting	the	final	report	

	

Review,	certify,	and	submit	to	complete	the	disclosure	process	

The	entity’s	disclosure	report	is	submitted	to	the	Lobbyist	Division	using	the	same	steps	as	an	

entity	without	incidental	lobbyists	(review	report,	certify,	authorize,	and	submit	for	review	and	

conclusion)	

§ Entities	with	incidental	lobbyists	are	subject	to	the	same	filing	deadlines	and	late	fees		

§ A	link	for	reversing	incidental	status	appears	on	this	screen		

	

Reversing	incidental	status	

Return	to	the	incidental	lobbying	exception	screen	from	either	the	start	screen	or	from	review	

and	certify	
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Assistance	

The	Lobbyist	Registration	&	Reporting	System	was	developed	by	the	Office	of	the	Secretary	of	

the	Commonwealth	to	provide	lobbyists,	entities,	and	clients	with	online	access	to	all	required	

registration	and	disclosure	reporting	documents.		

In	developing	this	User	Guide,	we	assume	that	you	are	familiar	with	lobbying	activity	within	the	

Commonwealth.	This	version	presents	instructions	to	assist	you	with	using	the	online	system	to	

complete	the	required	disclosure	reporting	documents.		

WHERE	TO	FIND	HELP		

If	you	need	clarification	about	lobbying	issues,	refer	to	Massachusetts	General	Laws,	Chapter	3,	

Sections	39	–	50,	or	other	legal	resources.	

>>	If	you	need	technical	assistance	using	the	online	system,	contact:	

The	Lobbyist	Division		

Available	weekdays	from	8:45	am	to	5	pm	

lob@sec.state.ma.us	

		


