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GENERAL INFORMATION: 

1. Process initial forms before amendments. Initial forms take priority.  

2. If the SMO meets the eFiling threshold, as per: 

a. The current statement, 

b. Previous statements, or 

c. Previously sent Electronic Non-Filer Notice 

3. Evaluate each filing period, depending on the requirements of the FPPC filing schedule (dates that contributions were received or made 

and the contribution dollar amount) to determine a separate fine for each eligible filing period. 

4. Any questions regarding processes should be directed to a PRD manager.  
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DATA ELEMENTS 

This section provides guidance for reviewing the Form 401, explaining the data fields the filer must or may complete, and 

the method used for obtaining missing or incomplete information. It also indicates the location of the corresponding AMS 

data entry field (if any).   

*Methods of Contact (MOC):  
PC –Phone Call 
EL – Exception Letter  
OC – Other contact (email, fax)  
SB – Sendback Letter 
N/A – No Action needed 
No. Page Data Element Required: 

Yes/No 
 Comments Action if missing/ incomplete/  

*MOC 
 

AMS Data Entry 

1 Cover  Amendment checkbox Yes  N/A No field available to enter 
this data in AMS. 

2 Cover Statement Covers Period 
from ___ through ___ 

Yes Normally this will follow the filing 
schedule for Slate Mailer Organizations 
(see FPPC website for filing schedule).   

EL 
 

Filer Record: Filings tab 

3 Cover Page _ of _ No  N/A No field available to enter 
this data in AMS. 

4a Cover Full Name of Slate Mailer 
Organization 

Yes Must match Name associated with FPPC 
ID# 

EL 
 

New Filer/Filer: Last Name 

4b Cover Address No. and Street Yes Cannot be a P.O. Box EL New Filer/Filer: Address 

4c Cover City, State and Zip Code Yes  EL New Filer/Filer: Address 

4d Cover Phone Number Yes  EL New Filer/Filer: Phone 

5 Cover ID Number Yes FPPC ID # - Can be obtained by Search N/A System-generated 

6a Cover Name of Treasurer Yes  EL New Filer/Filer: Last Name, 
First Name 

6b Cover Address No. and Street Yes Cannot be a P.O. Box EL New Filer/Filer: Address 

6c Cover City, State and Zip Code Yes  EL New Filer/Filer: Address 

6d Cover Phone Number Yes  EL New Filer/Filer: Phone 

7 Cover Committee Report Attached 
checkbox 

Yes  N/A No field available to enter 
this data in AMS. 

8 Cover ID Number if Recipient 
Committee 

Yes  EL 
 

Search for Recipient 
Committee 
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No. Page Data Element Required: 

Yes/No 
 Comments Action if missing/ incomplete/  

*MOC 
 

AMS Data Entry 

9a Cover Summary of Payments: Total 
Payments Received (This 
period) 

Yes Filer must fill in this line, even if the 
amount is zero. 
 
Compare  9a and 9b.  The higher amount 
is the maximum limit used in calculating 
the fine. 
 

N/A 
 

No field available to enter 
this data in AMS. 

9b Cover Summary of Payments: Total 
Payments Received (since 
January 1 of calendar year 
covered)  

Yes  EL 
 

No field available to enter 
this data in AMS. 

9c Cover Summary of Payments: Total 
Payments Made (This 
period) 

Yes 
 

 EL 
 

No field available to enter 
this data in AMS. 

9d Cover Summary of Payments: Total 
Payments Made (since 
January 1 of calendar year 
covered)  

Yes  EL 
 

No field available to enter 
this data in AMS. 

10a Cover Verification: Execution Date Yes  EL 
 

No field available to enter 
this data in AMS. 

10b Cover Verification: City and State Yes  EL 
 

No field available to enter 
this data in AMS. 

10c Cover Verification: Signature of 
Responsible Officer 

Yes  SB if signature is missing 
 

No field available to enter 
this data in AMS. 

10d Cover Verification: Name of 
Responsible Officer 

Yes  EL 
 

No field available to enter 
this data in AMS. 

10e Cover Verification: Responsible 
Officer Title 

Yes  EL 
 

No field available to enter 
this data in AMS. 

11a Schedule A Date Received Conditional Required if the Summary of Payments – 
Total is completed 

EL 
 

No field available to enter 
this data in AMS. 

11b Schedule A Identification of persons from 
whom $100 or more has 
been received this period. 

Yes 
 

 EL No field available to enter 
this data in AMS. 

11c Schedule A Name, Office Sought, and 
Jurisdication of Candidate/ 
Name, Jurisdiction and 
Number or Letter of Ballot 
Measure Supported or 
Opposed.  

Yes If different from 11c EL No field available to enter 
this data in AMS. 

11d Schedule A Checkbox to indicate if 
payment was received to 
support or oppose candidate 
or measure included in slate 
mailer 

Yes  EL No field available to enter 
this data in AMS. 
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No. Page Data Element Required: 

Yes/No 
 Comments Action if missing/ incomplete/  

*MOC 
 

AMS Data Entry 

11e Schedule A Amount received this period Conditional Required if this is an Election Year EL No field available to enter 
this data in AMS. 

11f Schedule A Cumulative amount received 
since January 1 per 
candidate or measure 

No See Schedule A – Amount received this 
period.  

EL No field available to enter 
this data in AMS. 

12 Schedule A Summary: Amount Received 
– itemized payments 
(include all Schedule A 
subtotals) 

Yes   EL No field available to enter 
this data in AMS. 

13 Schedule A Summary: Amount Received 
– payments of less than 
$100 (not itemized) 

Yes   EL No field available to enter 
this data in AMS. 

14 Schedule A Subtotal: Amount received 
this period.  

Yes   EL No field available to enter 
this data in AMS. 

15 Schedule A Subtotal: Cumulative amount 
received since January 1 per 
candidate or measure  

Yes   EL No field available to enter 
this data in AMS. 

16a Schedule B Name and Street Address of 
Payee 

Yes   EL No field available to enter 
this data in AMS. 

16 b Schedule B Description of Payment Yes   EL No field available to enter 
this data in AMS. 

16 c Schedule B Amount Paid Yes   EL No field available to enter 
this data in AMS. 

17 Schedule B Subtotal: Amount Paid Yes   EL No field available to enter 
this data in AMS. 

18  Schedule B Payments of $100 or more Yes   EL No field available to enter 
this data in AMS. 

19 Schedule B Payments under $100 this 
period (not itemized) 

Yes   EL No field available to enter 
this data in AMS. 

20 Schedule 
B-1 

Name of Agent or 
Independent Contractor 

Yes  If there is an Agent or IC EL No field available to enter 
this data in AMS. 

21a Schedule 
B-1 

Name and street address of 
payee 

Yes   EL No field available to enter 
this data in AMS. 

21 b Schedule 
B-1 

Description of payment Yes   EL No field available to enter 
this data in AMS. 

21 c Schedule 
B-1 

Amount paid Yes   EL No field available to enter 
this data in AMS. 

22 Schedule 
B-1 

Amount paid: Total Yes   EL No field available to enter 
this data in AMS. 

23 a Schedule C Names of Individuals 
Receiving $1000 or more 

Yes   EL No field available to enter 
this data in AMS. 

23b Schedule C Amount this Period Yes   EL No field available to enter 
this data in AMS. 
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No. Page Data Element Required: 

Yes/No 
 Comments Action if missing/ incomplete/  

*MOC 
 

AMS Data Entry 

23c Schedule C Cumulative Since January 1 Yes   EL No field available to enter 
this data in AMS. 

24a Schedule D Name of Candidate or 
Measure 

Yes   EL No field available to enter 
this data in AMS. 

24b Schedule D Checkbox – Support or 
Oppose 

Yes   EL No field available to enter 
this data in AMS. 

24c Schedule D Jurisdication and Office 
sought by candidate or 
jurisdiction and ballot 
measure letter or number 

Yes   EL No field available to enter 
this data in AMS. 

 

Filing Requirements  

This section provides an explanation of other forms that may have a dependency on this form, or whether this form has 

any dependencies on other forms.   

Attachment 
Description 

Required/ Optional  Comments 

None   

 

Written Notations  

This section explains information handwritten or stamped onto the Form.  

Entered By Notation  Comments 

Public Desk Date Stamp The date stamp includes “Received and Filed.” 

Coder/Verifier, 
Reviewer  

FPPC ID# This is written at the top of the form, and optionally also along the left side in large numbers.  

Coder/Verifier, 
Reviewer 

“R” for “Reviewed” and Initials  
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Signature Requirements  

This section provides guidance on the individual(s) who may act as an authorized signer of the Form 401, based on the 

Committee Type.    

Authorized Signer  Comments 

  

  

  

  

  

 

 

 


