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THE WHITE HOUSE

WASHINGTON

September 2, 1975

MEMORANDUM FOR: BARRY ROTH

FROM: PHIL BUCHEINJ .

Kindly review the attached materials from
the President Ford Committee with a view
to seeing if we have any problems with the
material,

SN
N



August 14, 1975

TO: HOWARD H. CALLAWAY
FROM: ROBERT P. VISSER
H Accounting and Reporting Methods/Procedures

-

Enclosed herewith are the proposed manuals regarding accounting
and reporting instructions and procedurzs for State Finance
Chairmen and fund raisers, as well as The President Ford
Committee, which we intend to submit tc¢ the Federal Election
Commission in the form of an advisory cpinion request.

-I am scheduled for a 2:00 p.m. meeting with the General Counsel's
staff of the FEC for the purpose of introducing myself. and
informally reviewing certain basic election law questions. At
that time, I would also propose discussing the enclosed materia.
with them prior to a formal submission next weeck.

¥'would appreciate it if you would review these materials and
give me your comments or suggestions.




The President Ford Committee
¢ R N T T T A A A A A Ay

1200 Eighteenth Street, N.W.
Suite 216 '
Washington, D. C. 20036
(202) 833-8920

August 18, 1975

The Federzl Election Commission
1325 K Street, N. W,
Washington, D. C. 20463

-

Dear Commissioners:

£
+

" Pursuant to section 437 of Title 2, United States Code,
d it is requested that the Commission issue an advisory
i opinion with regard to the enclosed accounting and
reporting instructions and procedures,

Sincerely,

Robert P, Visser
General Counsel

N 3



T
S \u

THE WHITE HOUSE

WASHINGTON

September 1, 1975

MEMORANDUM FOR: PHIL BUCHEN

FROM: DICK CHENEY

Phil, the attached packet of materials are being developed and
utilized by the President Ford Committee in connection with
handling their financial operations.

You ought to have someone in your shop take a look at it to make
certain you don't have any problems with it.

Attachments

Wt

x\ 4 f“%f**‘:\
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THE WHITE HOUSE

WASHINGTON

September 2, 1975

MEMORANDUM FOR: BARRY ROTH

FROM: PHIL BUCHENJ .

Kindly review the attached materials from
the President Ford Committee with a view
to seeing if we have any problems with the
material,

S



August 14, 1975

TO: HOWARD H. CALLAWAY
FROM: ROBERT P. VISSER
RE: ' Accounting and Reporting Methods/Procedures

-

Enclosed herewith are the proposed manuals regarding accounting
and reporting instructions and procedurzs for State Finance
Chairmen and fund raisers, as well as The President Ford
Committee, which we intend to submit tc¢ the Federal Election
Commission in the form of an advisory cpinion request.

-I am scheduled for a 2:00 p.m. meeting with the General Counsel's
staff of the FEC for the purpose of introducing myself and
informally reviewing certain basic election law questions. At
that time, I would also propose discussing the enclosed materia..
with them prior to a formal submission next week.

¥*'would appreciate it if you would review these materials and
give me your comments or suggestions.




The President Ford Committee
ﬁﬁﬁﬁﬁﬁﬁ*frﬁﬁﬁ{rﬁﬁ;‘rﬁﬁﬁﬁﬁﬁﬁﬁﬁ'ﬁﬁﬁﬁﬁ'

1200 Eighteenth Street, N.W.
Suite @16 '
Washington, D. C. 20036
(202) 833-8920

August 18, 1975

The Federzl Election Commission
1325 K Street, N. W,
WHWashington, D. C. 20463

-

Dear Commissioners:

" Pursuant to section 437 of Title 2, United States Code,
> it is reguested that the Commission issue an advisory
i opinion with regard to the enclosed accounting and
reporting instructions and procedures,

Sincerely,

Robert P, Visser
General Counsel

-t
T g
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August 14, 1975

TO: HOWARD H. CALLAWAY
FROM: ROBERT P. VISSER
RE: Accounting and Reporting Methods/Procedures

~

Enclosed herewith are the proposed manuals regarding accounting
and reporting instructions and proceduras for State Finance
Chairmen and fund raisers, as well as The President Ford
Committee, which we intend to submit to the Federal Election
Commission in the form of an advisory cpinion request.

.I am scheduled for a 2:00 p.m. meeting with the General Counsel's
staff of the FEC for the purpose of introducing myself and
informally reviewing certain basic election law questions. At
that time, I would also propose discussing the enclosed material.
with them prior to a formal submission next week.

¥'would appreciate it if you would review these materials and
give me your comments or suggestions.

(N



August 21, 1975

TO: HOWARD H. CALLAWAY

FROM: ROBERT P. VISSER

RE:- ACCOUNTING AND REPORTING METHODS/PROCEDURES

The attached manuals were filed with the Federal Election Commission

in the form of an advisory opinion request on Friday, August 15, 1975.

cc: Benton L. Becker, Esq.
t—The Honorable Philip W. Buchen
Dean Burch, Esgqg.
J. Fred Lawrence
Lee Nunn
Edward A. McCabe, Esq.
Robert C. Moot




The Presndem Ford Commmee

*

IRVEV NS I SVEVONEVEREY RN S SN VRN ST woveveYaiet

1828 L Srreer N. \V
Suire 250 '
) Washington, D. C. 20036
: ~ (202) 833-86920

August 18, 1975

The Federal Election Commission
1325 K Street, N. W.
Washington, D. C. 20463

Dear Commissioners:

Pursuant to s2ction 437 of Title 2, United States Code, it is
requested that the Commission issue an advisory opinion with

regard to the enclosed accounting and reporting instructions

and procedures.

This is also to advise you that I have been designated to rep-
resent The Piresident Ford Committee i connection with all
Commission mstters and accordingly wciuld appreciate it if you
would please direct all communications to me at the above ad-
dress.

Sincerely,

et Pl i

Robert . Visser
General Counsel

RPV:jh

- Enclosure
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THE PRESIDENT FORD COMMITTEE
A
AOR 1975: ACCOUNTING AND REPORTING ME"‘HODS/PROCEDURES

BACYGROUND Sezctions 438 (a)(2) and (3) of Title 2, Unlted States
Code, provide that the Federal Election Comm1551on shall, "prerare,
publlsh, and furnish to the person reguired to file such reports

and statements a manual, setting forth recommended uniform metlods

of bookkeepin: and reporting; [and] develop a filing, coding, &nd

.cross-indexing system consonant with the purposes of this chapter"

QUESTION: Pending the preparation an¢_ issuance by the Commissi.on

. of said manua> and system, and in view of the necessity of initiat-

ing campaign activities on behalf of the President at this time,
the Treasurer of the President Ford Committee has, with the advice
of counsel and the assistance of a méjor accounting firm, prepared

and issued th2 following:attached tentative- instru¢tions and pro-

Ve

cedures:
AI "Instructions to State Finance Chairmen”
AII "Instructions to Fund Raisers"
AIII ‘“Contribution Processing Procedures"
AIV "Budget instructions for State Finance Chairmen"
AV “"Chart of Accounts" - = _ . :

Ao N .
-

The President Ford Committee hereby requests that the Commis-—

sion review said attachments and advise its Treasurer and General

~

Counsel whether any of- said tenﬁaﬁive instructions, methods, and/or
procedures, as written, would constitvte a violation of the appli-
cable Federal election campaign laws.

-




THE PRESIDENT FORD COﬁMITTEB

ACCOUNTING AND REPORTING METHODS/PROCEDURES

Al THE

INDEX

PRESIDENT FORD COMMITTEE

INSTRUCTIONS TO STATE FINANCE CHAIRMEN

I'-
II
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Start-Up Procedures
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PRESIDENT FORD COMMITTEE.

. INSTRUCTIONS TO FUND RAISERS
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IT
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III

August 18,

Introduction
Tne Meaning of the Term "Contribution"

Volunteered Personal Services
Unreimbursed Travel Expenses of a
Volunteer :
Use of His Residential Promises and His
Personal Property by a Volunteer

"Sale of Good or Beverage at Cost

Regulations Concerniﬁg the Collection
of Contributions”

~Prohibited Sources of Contributions
1. Corporations and Labor Organizations

2. Individuals Who Are Federal Government
Contractors- '

3. Federal Employees
4. Recipients of Welfare and Unemployment
5. Foreign Nationals .

" Limitations on the Amount Which May be
Accepted from an Individual Contributor

Illegal Place of Solicitation
Procedures

Cortribution Processing .

1. Contributions Received in Person

2. Contributions Received by Mail

3. Consolidating Contributions of Currency
4, Forwarding Contributions

5. Expense Reimbursements

6. Procedures for Reporting Personal Expenses
7. Completion of Expense Reimbursement Report

-
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Ahgust 18, 1975

AT,
. THE PRESIDENT FORD COMMITTEE

INSTRUCTIONS .TO STATE FINANCE CHAIRMEN

I. START-UP P'ROCEDURES

II.

A.

State Finance Chairmen are designated in writing solely

Aby The President Ford Committee National Finance Thairnan.

Fund :raisers may be designated in writing by either the
National Finance Chairman or Ly authorized State Finance
Chairmen. Each authorized State Finance Chairman and fund
raiser shall be assigned both a State Code and an individ-
val identification number. |
Forward "Instructionszto Fund.Raisers" to each fund raiser.
Include notification of the individuals' identification
number and acknowledgment letter (Seé Exhibit 1).
Aftex retufn receipt'bf acknowvledgments, forward list
of fund raisers and ail acknowledgmgnt letters to:

Robert C., Moot, Treasurer

The President Ford Committee

1828 "L" Street, N.W. - Suite 250

Washington, D. C. 20036

Forward Contributions Cards, envelopes and Cash Contribu-

tion Reco;d'Sheets to fund raisers.

[N .

MONTHLY PROCESSING

-A.

B.

C.

DI

Review Expense Reimbursement Report ("Report") for com-
pleteness and accuracy. Obtain all missing information and

receipts.
P s¢,

far %

ot

) g

"*i;‘?

Forward Report-and documents to The President Ford.Commiftee.

Sign and date approval box.

Prepare and submit monthly budget and'expenditure reports in
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accordance with separate instructions.

Coﬁtributions and Reporting

1. Daily - Fund raisers will forward all contribﬁ~

| tions received and completed forms to
The President Ford Committee, P. O. Box
300, Washingtoa, D. C. 20044.

2. Monthly - The President F&rd Committee in Washing-
ton will prepare detailed contributioﬁ
reports by func raisér.for all contribu-
tions received that month. These repo::ts
‘will be forwar&ed to you for subsequent
distribution to the appropriate fund

raiser.



August 18, 1975

A IT
: THE PRESIDENT FORD COMMITTEE

INSTRUCTIONS TO FUND RAISERS

I, Introduction

Thése instructions have ‘been prepared to generally famil-
iarize you with the requirements of the Federal electionAcampaign
laws and to set forth the procedures which The President Ford Com-
mittee has dzveloped to éssist you in complying with and enabling
it to fulfill its obligations under these laws.

Somsz of the provisions discussed in this manual have ex-
isted fof mary years but, in:the past, have often been ignored.
Stricter enforcement of these pfoviéions can beAexpected in the
ﬁuture, Mosf of the requirements diséussed, however, have their
genesis in the Federal Election Campaign Act of 1971, as amended
by the Federal Election Campaign Act Amendments of 1974, (hercin-
after referred to as the "Act". - |

The Act limits the amounts which may be contributed to
and the expenditures which may be made by candidates for federél
office. It also requires candidates and theirAauthorized politi-
cal committees to‘sﬁbmit detailed reﬁqrts regarding both contri-
butions and expenditures. |

The Act created a Federal Election Commission (herein-
after referred to as the "Commission") which in general has auQ‘
thority to interpret and enforce its provisions, As the Commis-
sion has only just recently begun 6perations, until the Commission
has issued appropriate rules and regulations-and advisory .opinions

which more specifically define and limit the scope of the Act's



.
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language, ?rudénce dictates that Qe proceed cautiously and in ac-
cord&nce.with a strict igterpretation 6f‘the Act. Violations]of
the Federal election campaign laws could result in criminal sanc-
tions, including both finés aﬁd imprisonment.
The Act, and in particulaf the provisions concerning
"in kind" contribqpion;, have sugstanﬂially cﬁanged the manner
in whiéh campaigns must be conducted. Campaign workers with ex-
perience in past campaigns should be aware that many legitimaie
prior campaign practices have ?een prgpibitea'for reasons of pub-
1i't policy and shonld not assume that they may follow'such past
p#acticesAQith impuﬁitf. L |
% - The President has igstructéd ;s to set an example of
strict compliance with the spirit, as well as the letter, of ‘he
federal campaign laws. Strict adhereace tovthe:guidelines pro-
vided'hereinafter is mandatéfy and with your cooperation we hope
to achieve a record of perfect compliance with the requirements
of the Act. However, as in any endeavor national in scope, some
mistakes and misunderstandings will in all probability occur. 'If
you become aware of any appareﬁt violations of the leéal require-
ments or prohibitions, it is vitally dimportant that yéu report

such information to us immediately so that our reports to the Com-

nission may always feflect_the nost accurate and timely informa-

LI s

tién and so that we may take appropriate steps to rectify any in-
advertent mistakes. Any such inéormdtion or any questions regard-
ing the fedéral campaién laws and their application to the enclocsed
materials should be directed to the Geﬁe:al Counsel of The President

Ford Committece, with a copy to Eﬁe Treasurer.
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II. The Mcaning of the Term "Contribution"

We usually think of a contribution as a éift of money.
However,:»the Act has given a new and broader meaning to the term
"contribution". In addiéion to gifts of money, the term “contri-
bution“,vas vsed in the Fcaerél eleptipn campaign laws, also in-
cludes subscriptions, loans (except laans’by a national or State
bank in.the ordinary éourse of businéss), endorsements or guaran-
tees of loang, advances and deposits of money. Moreover, “cor.tri-’
bution" also includes gifts, subscription loans and advances «r

:‘“agything of value", (i.e., so-called “in kind" contributions).
For example, if an individual pfovideé a éypewriter to the candi-
date or a‘pd]iticai.committee or'perﬁits the candidate or comiit-

_'%ee to use a vacant storefront which he‘owns, the individual has

nade a céntribution\to the candidate in the amount 6f the fair
market value of the use of sqch propeity. Finally, "contribution"

:also means the payment ﬁy any “perébn“ (including an individual,
corporation, pértnershiﬁ, labor organization or the iike)‘of compen-—
sation for the personal'services of another person which are réh*
dered on behalf of the Pfesident without charge. Accordingly, in
general, if a person allows his employee to provide.services to a

- candidate or com@ittee'during normal'yorkiﬁg héurs, the employer

will be deemed to have made a contribution eqﬁal to the compensa-
tion paid to the employee for s;id périod of time.

However, the Act explicitly excludes from the term "con-

tribption" certain gifts of serviceé.or gifts of the use of prop-
erty thch migh£ q;herwise’fall wiﬁhin the scope of that term, as

-
>

follows: . S >
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.

A. Voluntcered Personal Services

A Person who;volunteers a portion or all of his
time.without compensation on behalf of a candidate does

- not contribute the value of his services. Therefore, if you
devote the weekends oriaftér work liours during the week to
cémpaign,ﬁattcrs, the value of you;‘services to the President

and his committee .are not consider:zd a "contribution"!
. At present, the Commission has not provided advice
or guidelines regarding the applicatibn of this provision «f
the law to salaried executives and employeés, préfessional,
“or other self-employed persons who devote volunteer time to
_ campaignﬂactivities'durinq the noraal work day. In general,
it.would anpear that such a person may certainly devote such
time to campaign activities if his employer is nétified or
otherwise advised that séch time is to be charged toward the
person's vacation apd/or ieave time, that compensatory time
of a docunented nature will be brovided,{or, imr any event,
by means of salary reduction or otherwise the person is not

to be compensated therefor.

*
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In any event, any direct expenses iﬁcurred during
any and all such volunteer actiyities involving the use of
office facilities (i.e., telephone calls, secretarial assist-
ance and the like) would have to hé ascertained and reimbursed
io the employer by thc_committcé. ‘Unpil such time.as the
Federal ~Election‘Commission has‘fésolvedfthese matters, The
Presideant Ford;Eoﬁﬁittee will provide additional guidelin=s
and recomuendations for volunteers.

B. Unreinbursed Travel Expenses of a Volunteer

The Act specifically provides. that up to $500 in

unreimbursed travel expenses incurred by an individuai vol-
unteer on behalf of a caﬁaidate,wizh respect to any election
ié not éqnsidered a “contribution"” for purposes of limita-
tions on contributions."ln general( we believe that such
travel expenses.would appropriately inélude necessary and
ordinary trgnsportafion, héusing, meairgpd oth?r directly
related costs. In any event, a rg?ord of all travel expenses

incurred by a volunteer should be recorded and maintained,

including a record of the mileage traveled in his automobile.

Y 3’

- ot
» e
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C. Use of His Residential Premises and His Personal Property

by a Volunteer

Another explicit exception to the definition of
"contribution® provides thgt a Yplunteer may use his residen-.
tial premises to render Qoluntary‘persbnal services"to the
candidate. In.particular, the valpc of the use of these psz-
mises and any personal property located thereon, as well as the.cos
of invitat:ions, food énd beverages voluntarily provided in con-
nection thzrewith, does not,consti;ﬁte a contribution, provided,
fhoweve;,»ﬁhat the cumulative yalue of these activities by ony
_ individual on behalf of any candidate éoes not exceed $50C with
reépe;t to any election. Since ény such coéts must be consid-
ered a contribution when they exceed $500 in total, the volun-

teer must record and retain a reccid of all these expenditures.

D. Sale of Food or Beverage at Cost

+

A vendor may sell any fooud or géveradé at a cﬁarga
less than the normai comparable cﬁarge, if such charge for
use in a caﬁdidate's campaign is at least equal to the.cost
of such food or beverage‘to the vendor. This provision of
the law is similarly limited té.a‘§pmulgtive value of $500 for

such activities by any individual with respect to any election.

: - ‘ A * ..
The Act is clear that the above $500 limitation ap-
plies with respect. to each of the categories described (i.e.,

sections B, C and D). Further clarification of these exceptions

to the definition of “contribution“ under the Federal election

campaign 1aws_will~be proﬁi@e@las soon as poggible.

W\
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.

III, Regulations Concerning the Collection of Contributions

A, Prohibited Sources of'Contfibutions

1. Corporations and Labor Organizations. It is illegal

for any COXpox atlon or labor organlzatlon to make any contribution
to the Committee. If a political action committee organized by a

éorpoiation'ox a labor orgahization'wisheé to make a céntribution,
réquesp it to send-"its- contribution airectly to the President ¥ord

Committee,

2. JIndividuals Who Are Feder:l Government Contractore,

.- It is iliegal for a government contraztor to make any contributions.
v .

A person becones a'government contracior at the commencement ¢f ne-
gdtiationé for any contraét withlthe Unitéd States or any depart- |

ilﬁent.ér agency thereof for the rendition of pefsonal services or
fprnishiﬁg of any material, .supplies 5r equipment, or the salz of
any land or building, if payment for performancé of such contract
is to be madc in whole. or in‘part_iibm funds appropriated by the
Congress. A pérson Qeaées to be a gbvernméht contractor at thg
completion of performance or the termination of negotiations, It
would appear that this prohibition does not apply to any individual
officer and/or employee of such a government contractor who, acting
individually and;on'his own behalf, makes a pefsonal contribution.

3. Federal'Employées. Some doubt eﬁists concerning the

-+

propriety of contributionsrby federai‘employees, including mili-

tary personnel, to the‘politicél.committee of an incumbent Presi-
dent; Tﬁe Committee does ﬁot believe that Congress intended to
prohlblt contrlbutlons voluntarlly cffered by persons in the ser-
vice of the United States to the campalgn of an 1ncumbcnt Presxdent

Voluntary contrlbutlons by such’ pcr)ons should be so identified,
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accepted and forwarded to The President Ford Committece for sep-
arate classification until this matter is clarified. However,
no contributions should be solicited or accepted on any federal
property, inciuding military facilities.

4. gacipients of Welfare ghd'ﬁhemployment Benefits.

‘~.The Act prohibits the kncwing solicitation or receipt
i o

-

gf any contributiéns from persons entitled tofreceiving work re-
Lié? benefigg, inéluding unemployment compensation, which are
..provided at ileast in part by monies appropriated by Congress.
Such person: should not be solicited and such contributions should
not be accepted.

- .
.

) : 5. Foreign Nationals. No ccntributions should be so-

=¥

licited or @ccepted from foreign nationals. The Act specifically
provides, however, that any citizen of the United States is not
considered a "foreign national" for purposes of the election law.

B. Limitations on the Amount Which May be Agccepted From an

Individual Contributor.

With the exception of volunteer time and the $500 exclu-
sions regarding use of residential premises, unreimbursed travel

expenses and the sale of food or .beverages, an individual's total

su
. -

contributions to The President Ford Committee for the nomination
of President Ford as the Republican Presidential candidate cannot

* i "
exceed $1,000. Since the spending limitations apply to each in-

dividual, a husband and wife and children over 18*" years of age

- .V . . s 3 | Aértfn%§§

¥ In addition, certain polltlcal commlttees may contrlbute up £
to $5,000. g i 3

" %% The propriety of contributions by a minor is not clear, and con-
trlbut:ons from minors should not be acceptcd pending resolution:

LIl s madtar
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| may cach give $l,000, provided that they each have an independent
source of funds and their'gifés are_not:an-attempt to create a
conduit o; vehicle for the circumvention of the spending limité-
tions, For example, a husband may not éive his wife and child
each $l,000 with the understanding %hat-they will in turn contri-
ﬁute it to the Committee. Such contributions would be attribured
t6 the .- husband and;@oﬁld cause him to éxceed his spending limita-
tions. Furtharmore, the Act expressly prohibits contributioné in
the name of another, knowingly permitt.ing oné's name. to be used

“"to offer such a contribution and knowingly accepting such a ccn-

-

]

tribution.

v

C. 1Ille¢gal Place of Soliéitation.'

l. It is illegal to solicit or receive contributions in

?

any Federal government building, including military facilities.

IV. Procedures

A. Contribution Processing

- -

l. Contributions Received in Person

a. Do not accept contributions greater than $1,000

‘in the aggregate from any individual, If a con-
tributor claims exemption from the $i,000 limit
bécause the contributor is a political comﬁittee,

request that any contribution greater than $1,000

be forwarded'directly to The President Ford Com-~

mittee,. Ask that the name of the committee, its

registration number'ahd the name of the person mak-

(4
N

ing' the contribution be noted on the contribution
card. For many reasons it is desirable to urge
o :



s
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all contributors to make contributions by check.

Do not accept contributions of currency grcater

than $100.

For all contributions greater than $10, obtain

and record the followiﬁg information:‘

.

__-1) Name
= 2) Address
3) Occupation
4) Principal place of business and address
For contributions of $10 or less, only the contri-
butor's name and address is required.
If'the name, address, occupation and place of bus-

iness of any.contribuﬁor ining more than $1(9

cannot be obtained, o not accept the contribution.

. Note the payee on all checks. It must be "The

President Ford Commitiee" or a reasonable approx-

imatiorn.

. - .
Do not accept any chacks which are not drawn on.a

personal checking account (i.e., corporate, part-

.nership and other business checks of the like are

not to be aééepted).

ipmediately upon reCe}ving’écceptable contributions,

enter the required information (See c, above) on a

. .
Contribution Card (Exhibit 2).

OBTAIN ALL'THE-ﬁEQUIRED INFORMATION FOR ALL CONTRI-

. BUTIONS.

Give the contributor a Contribution Receipt (Exhibit 3)

3

and check "Receipp;bioék" on Coﬁiribution Card.
s " t .
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2. 'Contributions Reccived by Mail

a.

.

Consolidating Contributions of Currency

If Contribution Card does not exist for a contribution,
prepare one based on all information available.
Reconcile amouht of;eaph,contributiOn with amount
recorded on Contrib;tibﬁ Card, Preparé correcied
Contribution Card for any incorrect amounté, Check
“receipt block" on the Contribution Card and send a
receipt to the contributor,
For all contributions gfeater than $10, check Con-
tribution Card for the foliowing information:

1) Name . ’*;

2) Address

3) Occupation

4) Principal place of business and address

Attempt to obtain all.missing data. Note attempt

on reverse of Contr.bution Card and forward the

. contribution to The President Fqu Committee.

Review information on all contributors. If there

is any reason why a contributor might be unacdept—

'able, please note on a separate sheet and forward

with other documents.

d.

Separate cqptributions made in curreﬁcy from thd%e
made by chéck or money orderx,

Total contributions of currency. Hold each‘collect-
ed (where individual‘contriﬂutions are $10 or less)
until total exceedé'sgs. Obté;Q Money Order or

dertified check %éyable to The President Ford Com-
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' mittee.

If any individual contribution is over $10,

it must Se forwarded on the day received, along

with any ofhef cash collected on that gay. Ob-

tain yoney.Order of.certified_check payable tc

Tﬁg fresident Ford Coumittee.

NOTE: Do not use your personal check to submit
césh.

Fill in Cash Contribution Sheet (Exhibit 4) as

foilow;:

(1). Place tétalinumﬁér of indivicdual contriba-

t

tions of currency, $10 or less in blank 'a

(2)
(3)
(4)

(5)

(6)

A7),

Place total value of individual contribu*ions
of currency, $10 or less in blank "b".

Place total numiaer of individual contributions

of currency greater tihan $10 in blank

c"' .
Place total value of individual contributions
of currency in blank "d".

Attach‘Contribution Card for each contribution
greafer th?n'$1ﬁjt9 Cash éontribution Sheet,

and note number in blank "e" and "f".

Add ybﬁr name, address, date and identification

-

‘number to sheet.

Add total amount ' of Mohey Order or certified

check.

"t
. :

. . B . ) -
Q:."'O - - ~
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*

4. Forwarding Contributions

a. Record all contributor information for your future
reference.

b. Daily forward the following items to The President
Ford Commlttee.
d : 1) Aall Contrlbutlon Cards
2) All checks, Money Orders, etc.
3) Cash Contribution Record Sheet

5. Expense Reimbursements

Any and all reimbursable expenses incurred on behulf of

v

The President Ford Commlttee must be lpproved in advance and in

writing by ei: -her the Natlonal or apploprlaLe State Finance Chair-
.t -
man from budget programs approved by the Treasurer of The President

Ford Committez. The President Ford Ccmmittee will not be responsible
for, nor reimburse, any fund raiser or other individual who hes not
- obtained such prior written authorization for such expenses.

-

6. Procedures for Reporting Persondl Expenses

All authorized expenses for which an advance has been
received, or for which reimbursement is requested must beAreported

1n the Expensc Relmbursement Report (see Exhlblt 5) and submitted

:for approval dnd payment

7. Completion of Expense Reimbursement Report

a. Enter name ehd address;

b. Enter your fund raiser ID number. If you have

- o been assigned an ID nﬁmber, centact yoﬁr State
. Coordinator; o o v

¢. Enter period coveiedf : y
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d. Fill out the fTrav¢l and Reclated Expenses" séction

‘ as followé:

Date . On the first line, record depérture
da;e or the date the expense vas
in%urfed. On the line below, record

P fhe_return date,

Activity/ On thé first line record the place of
Purpose ‘ . .
departure and the destination. On -

the lane below record the purpose

. of the trip.

4?ranspoftation . If your personal Automobile is used,
Expense : S

on the first line record milecage to
destination point. On the line below,‘
record return mileage. In both cases,
the mileage is multipliéd by 15¢ per

mile to give "amgunt' entered in the

iR
Y

next. column.
If other types of transportation ex-
pensesAare incurred, note‘detail on
a separate sheet and place total
‘tranébortation'expense in amount
. "column.
Egéﬁigg - Enter lodging expénse (maximum allow-
‘ance $20 per night, unless specificall:
{ ' - _ | authorized in advance, and in writiﬁg,
- - by~the'National of State Finance

RS .
., iwChairman) .
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follows:

" Meals

gther Expenses .

-

Total

NOTE:

HaAlL e 40

" Enter meal expense for each day of

travel (maximum.allowance $13 per
.day,'unless specifically authorized

in advance, and inwriting, Ey either-
the National or Stéte Finance Chairman)
Egtef expenses for taxi, and other
iféms.not previously reported.
Enter total expenses reportec pcrfiincL
Fund raisers are encouraged to absorb

their own travel expenses anc may do

so as long as the cumulative: amount

of these expenses for each swch individ

uval. does not exceed $500.

Fill out the "Other Expensz=s" section of the report as

Date

Place

Explanation’

‘of the activity:

_Enter amount.

Ente: the date the expense wab incurred
Entex thé place where the expense

was incurred. ;

Enter type of expense (such as tele-
phone bills) and/or explanation. Any
type of entertainment expense must be
appro;éd in advance and in writing by
either the National or State Finance
Chairman, With regard to an§ such

ahthprized expenditure, enter name and

titleiof persons present and the purposc

* 4
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«

‘£, Total Expenses Reported

Enter the total of all expenses reported in the "Travel

and Related Expenses" and "Other Campaign Expenses" sections.

g. Cash Advances- Received
Enter the total advances received during this reporting
period. ' S .

.h, Balance™

Enter the difference betwean actual expenses and advance.
If the advances were more than the exp:nses, the balance should be |
.in parentheses. -
i. Receipts

Receipts. for all expenses nust be attached to the ceport.

.. . Sign Report

.k; Erpense Reimbursement
Réports'should be mailed not later than the 20th of each
month to reach The President Ford Coﬁmittee by the end of tﬂe amonth.
ﬁxPense Reimburéement Réﬁorts and attached r?ceipté'should-be mailed
to: -
(Name and addreés of State Finance Chairman) -
1. At the completion of the fund raising campaign, you will

be notified, in wfiting, of the termination date of authorized fund '

-

raising activities’by The President Ford Committee. Any and all
- expenses incurred after said?date would be unauthorized and will not

be reimbursed by the Committee. -

-

)
-}
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THE PRESIDENT FORD COMMITTER
FUND RA1SING

[y

Acknowledgement Letter

e : A (Date)

Mr. Robert C. Moot, Treasurer

The President Ford Committee

-P. 0. Box 1975 -
"Washington, D. C. _ -

Dear Mr. Moot;

L} S

.. I have received and read a coﬁy of the "Instructions to
Fund Raisers" published by your office. I understand both the

.requirements of those instructions and the implication of non-
compliance with the instructions. '

Sincerely,

ID No.

" NAME .

ADDRESS 5 ‘

. EXHIBIT 1 .

is



CONTRIBUTOR n

INFORMATION

Name:

Home Address:

City:

Amount of Contribution: §_ _

Receipt Provided D

1
THE INFORMATION LISVZD ON

State:

A Il page 18
THE PRESIDENT FORD COMMITTEE
FUND RA1SING
THE PRESIDENT FORD COMMITTEE
P. 0. Box 300, W_a.!shinglon, D. €. 20C.4 . 1.D. NO:
< CONTRIBUTION CARD . pote
(PLEASE TYPE OR PRINT.)
Occupation: _
Place of Businis: -
Zip: C:i'ty: State: Zip:
] Cash O Other O

Check 1

LS
- -

SPECIFY

THIS DOCUMENT IS REOUIRED: 37 THE FEDERAL ELECTION LAWS,

EXHIBIT 2

Al
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THE PRESIDENT FORD COMMITTEE
FUND RAISING

THE PRESIDENT FORD COM.\HTTEE

The President For.d Committec, for the nomination of President
Gera'd R. Ford 1o the Presidency of the United States in 1976:

("_\ Acknowledges receipt of $ . ) : .

from

on and

(dathe)

()} Declares that the Internal Revenue Service Form 4909 was or
will have been properly filed before the end of this calendar
year, and that the undertakings in svch form will be observed.

THE PRESIDENT FORD COMMITTEE

-

. by .
) Avthorlzed Agent
NP PR
-
." -
EXHIBIT 3
. .
i,
<
.
LIS - - .‘\ -
04
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THE PRESIDENT FORD COMMITTEE
‘ FUND RAISING

THE PRESIDENT FORD COMMITTEE *
CASH RECEIPTS RECORD SHEET

. o E .DATE:

-

NOTE: By law all contributions over £10 must be forwarded to the Yveasurer within 5 days of receipt.

Total number of Contributions $10 or.less: {a}

Total value of Contributions $10 or less: (b}

-

Total number of Contributions greater than $10: (c)

Total value of Contributions greater than $10: {d)

ot
Cootribution Cards attached for: (e} Contrihutions $10.or less.
Contribution Ca;ds attached for:  {f) Contributions greater than $10.
Amount «{ M.O. or Certified Check $
NAME: ) . « 1.D. NO:
" - .
ADDRESS: h :
cITY: ' STATE: ) zip:
- EXHIBIT 4° -
W,

.
¢
4




gaEeRER O G - Al

LY . .

-

EXPENSE REIMBURSEMENT REPORT

Holmbursed Chock No:

Exponso Recoipts Attachod r_

PERIOD FROM: TO: 1.D. NO:
NAME: . ]
ADDRESS: !
<
CITY: STATE: Z1P;
TRAVEL AND RELATED EXPENSES !
R Y
Activity, Purpore .| Transportation Expense Other Expenses Accounting
Date Dcparlurc.- Destinativn Point Miles Amount Lodging | Meals Description §} Amount Total Usc Only
f
i
“ }
‘ 4
* OTHER EXPENSES
Payce, Vendor, Kestaurant T Accounting
Date and Type of Expense Reason for Expense Expenses Use- Only
Yotal Exponses Reported
- Approved By: Date: . o
[ y . .
Roport ‘Chocked By: Date: . ) 3 Cash I.\dvancos Roceived
Approved By: Date: BALANCE
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THE PRESIDENT FORD COMMITTEE

FINANCIAL PROCEDURES MANUAL

N ' CONTRIBUTIONS PROCESSING

This procedure describes the steps.recquired to processg indivilual

and political committec contributions, Procesuing of ticket sales, item sales,

mass collections,

-

loans, other receipts, inforation on previously susyp=nsed

contributions, bank dcposits, and non-depositahle receipts is discussed under

separate procedures,
T

_Responsibility

-

Action

Mail Clerk . 1.

Receive all'ﬁéil; including hand deliveries,
Count pieces of mail and enter count onto
Mail Log {Exhibit 1.

Open mail, Xeep each envelope and iis
contents iogether,

a———

Sort mail into five categories:

a, Individual and political committee
consributions .

b, Additional information on prior
~contributors or contributions

¢, -Ticket sales, item sales, mass

' collections, loans, and other
receipts (e.g., interest or invest-
ment, income) ’

a, 'Invoipes and expense vouchers
\e, All other, e.g., general correspondence
En%er counts onto Mail Log. Counts'shoﬁld
equal pieces received, Correct any ‘
discrepancies, :

o .
-
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DATE REVISED _ _. -APPROVED BY

VP asisr AT A

THE PRESIDENT FORD COMMITTEE

*  FINAMCTAL PROCEDURES MAHUAL

Responsibility ‘ Action
\ . . .
Mail Clerk 4. Distribute mail and attach one copy of Mail
Log with cach category type as follows:
. a. Contributions to Documentation Clerk.
i b. Addition-l information to Documentation Clerk.
c. Ticket s.jle's', etc., to Documentation flerk.
d. Invoices and expense vouchers to Dishbiursements
. Clerk. :
‘Q * .
) e. All other to Executive Director.
5. Retain a copy 2f the Mail Log.
_l_)ocmientat_‘ion Clerk 6. Receive contritution documentation and copy of Mail
- ' Iog. Insure that pieces received equal court on’
Mail Log.
7. Review each chack to determine whether or nu': the

® w4 b e

contrnbutlon can be bank dep051ted

a.

Payee must be "The President Ford Camnittee"
or an approximation. Allowable are "President
Ford" and "David Packard" as long as a letter
is attached indicating an intended campaign. -
contribution. Non-allowable are "Republican
National Camnittee" or any State camnittee
names.,

Check must be signed.
Check must be dated.:

Written and numeric amounts must be identical.
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THE PRESIDENT FORD COMMITTEE

FINANCIAL PROCEDURES MANUAL

"Action

Responsibility

Documentation Clerk

8. Scgregate contributions that cannot le
“bank dcposited from those that can be
deposited and: : :

- a, Retain all documentation such 1s trans-
mittnl letters, envelopes, a=d checks,
and prepare a Contrlbutlon Card
(Exhibit 2) if one does not-z2xist,
Write full name in upper rigat hand
corner, Attach the card to an

. 83" x 11" sheet of paper,

T b. Date stamp the ContributioncCard,

c. Note vasis for non-deposit on
' Contribution Card,

d, List each non-deposit item on =

' Suspense Item Control Sheet -
Undeposited Receipts (Exhibit 3) and
date stamp the control sheet, _

..e.' Forward a copy of the convrod- sheet to
- » the Executive Director for resolution.
.*f, TForward a copy of the control sheet
' to the Control Clerk,

- g. Retain a copy of the contrcl sheet.

. 9. Prépare a Contribution Card for depositable
contributions, if one does not exist,
: o Write full name in upper right hand cormner,
e Staple the card to an 83" x 11" sheet of
: pape€r, Staple all odd size materials to
83" x 11" sheets of paper
<
10. Date stamp Contrlbutlon Cards with date
recelved

11.. Rev1ew the-documentation aécompanying
each contribution for required data:

a, Full name and prnnc1pal residence address of
'...contrlbutor are required for
céntrlbutlonu in excess of $10,00,

b. Occupntion and principal place of
busine'ss are 1recquired for
manmd bk T Ann dn o AvAanace Af TITNAN 0N
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THE PRESIDENT FORD COMMITTEE

. FINAMCTIAT, PROCENURES MANUAIL

Responsibility _ Action

Ixxngﬁ:ntation Clerk Note: If information in (a) and (b) is

-

":.t - . 12.
13.

14.
15.

16.

Y awe e e

available, but is not required according
t6 the criteria set out in (a) and (b),
write it on the Contribution Card.

List missing information onto the Contribut:on Card

Review the documentation accaompanying each contrlbutlon
for legality:

a. VErify pciitical camnittee ID numbers vith the
Federal Camission for contributions w:th
checks drewn on association, groups, ard other
organlzat ons.

b. -.Check amounts must be equal to or less than
-$1,000 for individuals and equal to or less
than §$5,000 for political committees.

c. Currency contributions must be equal tc or less
than $100.

d. - Checks mu=t be drawn on individuals or volitical
camittees. No check can be drawn on & corporation
‘government contractor, labor organizataon,
national lank or foreign natiocnal.

e. The docum;ntation must be clear as to the specific
contributer even though another's 51gndture is
on the financial instrument received.

List questionable date on the Contribution Card.

Separate individual and camittee contributions. Sort
contrlbutlons by state and alphabetically by contri-
butor's name w1th1n state.

Preparc a Susp&nse Item Control Sheet - Missing or
Questionable Date (Exhibit 4) for items so noted in
steps 12 and 14.

Run tapes on the amounts shown in the Contribution
Cards, including items listced on the Suspense Ttem
Control Sheet - Missing or Questionable Data. Do not

wt

T L
1

f"'
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THE PRESIDENT FORD COM

FINANCIAL PROCEDURES

SECTION
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D e P N »

ITTEE

MANUAT,

Responsibility

. Action

A}

Documentation Clerk

Control Clerk

18.

19.

20.

21.

22.

23.

24'

25.

Clerk.

include data listed on the Suspense Item Control

Sheet - Underosited Receipts. Keep individual
and comnittee contributions separate. Label the
tapes and date them. Attach tapes to docurentation.

Run tapes on checks, money orders, currency, etc.
Keep individual and camittee contributions: separate.
Label tapes and date them. Attach tapes to reccipts.

Verify that s'ep 17 totals agree with step 18 totals.
Resolve any dfscrepancies

Forward docunnntatlon and three copies of Sispense
Item Control sheet - Missing or Questionabi= Data to
the Control Clerk. Annotate Mail Log to show change
in document,caunts and forward to Control Clerk.

Forward checks, money orders, currency, etc., and
related tapes to the Bank Clerk.

Receive documiantation, Suspense Item Conticl Sheet -
Undeposited Receipts, Suspense Item Control Sheet -
Missing or Quastionable Data, and Mail Log fram
Documentation Clerk -

Review the accuracy of items listed on the Suspense -
Item Control Sheet - Missing or Questionable Data.

Prepare in triplicate a Daily Contributor list by
state and alphabetically by contributor name within
state, including items listed as containing missing
or questionable data but excluding items suspensed
as undeposited receipts. Segregate individual and
and camittee contributions. List full name, amount
contributed, date of check, money order, etc., or
date currency received.

Forward one copy of Daily Contributor list to State
Forward one copy of Daily Contributor list
with documentation to Typist.




ATE ISSUED o APPROVED BY ' SECTION

ATE REVISED  APPROVED BY | PAGE _6 _OF 8

\j

THE PRESIDENT FORD COMMITTEE

. FINANCIAL PROCEDURES MANUAL

Responsibdil ity - - Action
State Clerk . 26, Receive Dajily Contributor list from
Control .Clerk, .

27, Pull Contribation Ledger Cards for cuch
' name on the Daily Contributor list,
Annotate previous contributions on the
Daily List. Do not update the led:er
cards,. T .

28, TForward annctated 1ist to Control Clerk,

Control Cle¥k .. 29, Receive annctated Ddily Contributor list
: from State Clerk,
. , _30. Update as required, the Suspense:Items Cori-rol Sheet —
! . S Missing o1 Questionable Data, and Contri-

bution Cards using the annotated list as
required,

. 31, Forward a copy of the anmnotated Daily List to
* the Typist,

'32, Record identified and suspense amownts
> - received onto the Cash Receipts Journal,

Typist 33; ‘Receive Daily Contributor list and related
) : documentation from Control Clerk,

. 34, Verify that documentation is organized by
: state and alphabetically ty contributor
name within state,

35, Stamp cach Schedule A (Exhidit 5) in upper
~left hand corner with "Received" date
- stanp, :

. . . .

- 36, Prepare Schedule A from Daily list:

"+ . 8, Enter "Part No. I" in upper right hand
. corner for individual contributions
and "Part No, V" for political
committee contributions,

. b, Enter date of check, money order, ete,,
. ¢: 0r date currency received in "date"
. W cblumn,
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Responsibility | : ‘ Action

Typist . : . e, Enter appropriate contributor informatic
in center column, leaving blank
spacé for missing information, .

d. Enter today's contribution in the _"
TAmount of Recelpt This Period"
colxmn

37. Receive annstated'Daily list from Control
Clexrk, i S

38, Update today's Schedule A using -the annotated
Daily Liss., Enter amount shown i1 U"year
{to date" -column on annotated list into

* MWAperegate year-to-date! box on Schedule A,

39, Run a tape on today's Schedule A and attach,
- .-Type amount on tape onto last page of
Schedule &, Reconcile Schedule A total to total
~on Contribution list.
40, TForward Schedule A, and all suppor~ing
documents to Control Clerk, —
Control Clerk . 41, Reconcile the Schedule A total to Lhe total
' . receipts for the day shown on the Cash
Receiptes Journal, Resolve any discrepanci

42. Reproduce Schedule A and distribute as
follows:

a. Documentation clerk
Je b, Typist
¢, State Clerk

8. Records Clerk
. . . e. Control Clerk file
Stiate Clerkx . 43, Receive Schedule A from Conirol Clerk

8., UpdaLe and prepare new Contrlbutlon
Ledpgexr Cards as required,

b. .Run tapes by state in 1ast "amount"
3: column of all new and updated cards

c. Reconcile tapeé to Schedule A by .
states. Attach tapes to &chedule A,
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FINAUCTIAL PROCEDURES MANUAL

ﬂction

Responsibility

\
State Clerk

Records Clerk

Control Clerk

Acknowledgement Clerk

<
-

Record Clerk

44.

45.

46,

48.

49'

50.
51.
52.

¢

i

d. File Schalule A,
Receive Schadule A. fram Control Clerk.

Prepare Daily State Report. Reconcile totals to -
Control Clerk's Schedule A.

Update the Stafe Ledger sheet using the Scheviule A.
Record daily axd year-to-date totals using
Schedule A, : :

Forward contrisution documentation to Acknowledgement
Clerk. :

Recéive contribsution documentation and updazed
Suspense Items Control Sheet - Missing or Questionable,
Data. ' -
Acknowledge contribution, and request furthar
information or: receipts listed on the susperse sheet.
Secure fram Exacutive Director text of letters for
questionable icems. e

Forward contribution documentation to Records Clerk.
Annotate suspense sheet with date inquiry sent.

Receive and file contribution documentation;
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MATIL LOG -

Date:

Prepared by:

N

i. Pieces of mail receiveg.foday:
IT, Pieces of mail forwarded;

a, Individual and political committee
contribulions

-

‘b, Additional information on prior
contribulors or- contributions

¢, Ticket sales, item sales, mass

. collections, loans, and other
.receipts

~d, Invoices and expense vouchers

e, All other, e,g,, general .correspondcnce

Total

JIII, Pieces received from mail room;

a, (Write in item)

te

P ]
s

'ExHIBIT I

......




Date received stamp ' <Missing Info:

.

Receipt Provided O

THE INFORMATION LISTED ON THIS DOCUMENT IS REOUIﬁED LY THE FEDERAL ELECTION LAWS.
. . . - .
Caments .
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. . cstionable: .
) ] !
\ [
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. -
. , |
: TUE PRESIDENT FORD COMMITTEL
P. 0. Box 300, Washington, D, C. 20344 . 0. NO:
CONTRIBUTOR CONTRIBUTION CARD Date
INFORMATION .(PLEASE TYPE OR PRINT.) -
Name: Occu'pa(ion: _ : o
Horme Addrcss:r' - Place of Busiffcss: N . _
Cily: __Slalc: zi,'): Ci(Y: L . State* . :'.:DZ
Amount of Contribution: Cesh O Check [ Other ) ——
SPECIFY
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SUSPENSE JTEMS CONTROL SHEET

UNDEPOSITED RECEIPTS

RES, CHECK . CHECK | DPISPOSITION
_ CONTRIBUTOR - STATE DATE - | . AMOUNT PROBLEM ' DATE 1LETHOI
' , 1
. ,- !
- : ‘ ‘ ' ‘
i .
!
] -
l ;
| i
. i
H
}
i ‘.
|
!
s : :
| . :
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i
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3
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1 i

Number of Contributors ~ (Page Total)

. : L ’z.
Number of Contributors (Total of ell pages)



Date Stanmp

e | *Paze of
Prepared by : o

.U

SUSPENSE ITEMS CONTROL SHEET

’ Migsing or Questionable Data . .
AMOUNT : DISFOSITIC
RES, CHECK MISSING tQUESTION— i CLERX- -
CONTRIBUTOR STATE DATE INFO . ARLT | COMIENTS . DATE L=t
'Full Name State or | Date of Amount Amount ! Kind of deta missing | Leave Le
) ' probable check, of of i . or reason why coniri- dlank | bl
state money contri- contri- ! bution is question- | until.- ; un
. . order, bution ! bution ' able resolved; re
] e.tc. s ‘ ”,u ! ) .
or date i
L - currency i
= received !
. - - : R '2
¥ :
; .
, " ; .
ty ‘ i

s,

R
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Subtotals (Page Totals)v

Total

- — - e o " o

_____________ (Total of all pages)




ITEMIZLED RECEIFTS—CONTRIBUTIONS, TICKET PURCHASLES, LOANS, AND TRANSFERS —

................... ——t - Part No, . . ___ '
(Full Name of Candidate or Committce) - (Use for itemizing Part 1, 2,3, 4, or 5) .
. SEL REVERSE SIDE FOR INSTRUCTIONS

(Use separate pagre €s) for each numbered Part)

.

T

srafe (month, Tull Name, Mailing Address, and ZIP Code - Amount of Receipt
« day, year) {occupation and principal place of business, if any) | Apirregate Year-to-date This Yeriod
(completc if applicable)

3

¢

o I Aggregate Year-to-date .
. . s _

| Atggregate Year-to-date
s . .

A;gregate Year-io-date
s PR T "

I-—Aggregatc Year-to-date
$

Aggregate Year-to-date

-

Aggregate Year-to-date
$

Aggregate Ycar-to-date
$

Aggregate Year-to-date

$

‘—.&,:gregate Year-to-date
| §

~ TOTAL THIS PERIOD
(Last page of this Part only)

Page - ..



THE PRESIDENT FORD COMMITTEE

BUDGET INSTRUCTIONS FOR STATE FINANCE CHATRMEN

INTRODUCTTION

The‘FCQQral Election Campaign Act, as ;mended in 1974, rcquires the Committee
to m;intain a comprehensive and Qpll controlled financial budget and accounting
and rcporting system.” The system is fequiréd to> meet the legal record keepiug and
reporting requiréments prescribed by the Act, as well as to provide effective cam-

- . '
paign resdurce mavagement. The financial activities in campaign program arc:s and
in thé states will have to be closely monitored b&?the Hational Office to iﬁsure
compliénce with the Act. In developing-the budpet plan, we will; insofar as
éossfblc, attempt to simplify the record keeping requirements at the state l:vel,

to permit enough flexibility to respond to day-to-day nceds, and to insure timely

reporting for both management and compliancé ptrposes.
)

.BUDGET PLAN
| :A master budget plan is being developed aF.the National level for use as a
guide to plan and control major categories of feceipts and expenditures. Th2 de-
Qelopment of fund-raising budgets for state operations will be a critical element
in assuring confidence in the master budget projection.

Each State Finance Chairman who undertakes a major fund raising effort, muét
~ have an.administrative budget tailored for his state and approved by the Treasurer,

The President For:d Committee. You should prepare and forward an initial’ budget

plan for approval as quickfy as poséible, but rot later than ,
using the attached Format B10O. The budget plan, when approved; will be the basis
for apportioning funds to finance fund raising campaign activities. The success

of fund :aisiﬁg activities will determinc the extent to which we can finance the

budget as the campaign progresses. The budget estimate should be projected at

Y

2 | Lo . ) |
A R ‘ ftg‘g\

W\
. . . “
S : o {‘ 3
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least through the period ‘covered by the contribution quota for the state and phased

on a monthly basis. If informgtion is not avaiigblc to complete the entire budgct.'
plan in the in;tial submission, fill in the dctailg as completely aé possible now.
and‘submit a'modified plan later.

NOTE: In those states where it is anticipated that total reimbursable fund raising
é#pcnscs of less than $500 a mgnth wi}l be incurred, a budget plan wi]lAnot

be required if the fund raisers are willing to absorb the cost or initially . ‘
finance the expenses and wait for reimbursement on a monthly cycle. A !
budget is required, howeyer, if anticipzteaAéxpcnscs will exceed $50C a
month or if the State Finance Chairman vishes an advance of funds regardless
v of the amount. Whether a budget is subnitted or not, it will be necessary

for all fuud raisers to keep a record ol expenses incurred regardless of

. amount.

. ACCOUNTING AND RE?ORTING

The accufacy and timely\feporting of actual results éompared to ;he buduet for
expenditureg by monﬁh will be‘important to the National Office in monit&ring the
campaign and considering future plans. The specific reporting proccdures tovbe
followed for each local operation, along with procedures to be used for paying éx-

penditures, will be provided with the fund raising budget plan for the state.



Format B100 4 " THE PRESIDENT FORD COMMITTEE

ADMINISTRATIVE BUDGET PLAN ~ STATE OF:

(Including estimated costs to be reinbursed to all

fund raisers in the sta\.e)

FOR TEE

MONTH Or:

DESCRIPTION 3 7/75 8/75 9/75 _  10/75 11/75 12/75 . TOTAL
Reimbursable fund raising j
expenses of State Finance
Chairman: :
1. Payrecil & Euployee Taxes e o —— e —— e — i e o —— —_—— e — - - o -
2. Communications - . 5
Media Expenses — e I e — e e —
3. .Non—Comunications
Media Expenses ' —— o —— — —_———— ——— it s —_———, —_—— e
SUBTOTAL: ——— —_— e ———— ——— e e —_——— —_————
Reim bursable expenses of .
"_gund Raisers’ _ — e e — i —— — —— e - S ——
Total Fund Raising Expenses ———— - o — e — e~ —— — e o —— — ——— ———
No n-"'una Raising Expenses: '
(Identify, if any, on .
separate sheet) ————— % ——— —— e e
T GRAND TOTAL: . e . e o —— n
SUBMITTED BY: DATE:
State Finance Chairman
APPROVED BY: DATE :

Treasurer, The President Ford Committee

(Instructions on Reverse Side)
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" INSTRUCTIONS

- .

Use this format for the initial‘ﬁudget plan and to request,a change in thé budget based
on monitoring actual results or for changes in plans. .

For each month, enter the estimated expenses to be iIncurred in that month. -

.

Communications media expenses include expenditures for television, radio, newspacer or
magazine advertising, cutduor advertising. or exupenditurcs focr the cost of the telephones,
paid telephonists and automatic telephone equipment obtained for the specific purpose of
comnunicating with potential voters. It does not include costs incurred by an individual
volunteer for use of a telephone by him. ‘ !
Non<comnunications media expenses include all other expenditures, for rent and occupancy, . . -
equipment rental and purchase, telephone, postage, travel and transportation, supplies,

outside services, insurance, etc.

.Reimbursable expenses of fund raisers include the total of estimated reimbursable travel

and other expenses of individual fund raisers. © .
L)

Submit the initial budget plan as soon as possible, but not later. than o

a

Submit revised budgets as required.
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" THE PRESIDENT FORD COMMITTEE - 8/11/75

CHART OF ACCOUNTS -~ ACCOUNT DESCRIPTIONS

ASSETS

1000 CASH | : -

9001 Operating Account (Dual Signature)
| To record all commitieé receipls;, and all dis-
bursémcnts‘in excess of #2,0CQ.OO, Account téans—
acticas r;quife signatures of two oul of the four

authcrized check signers,

1002 Operatang Account (Single Signeiure)

v To reconrd all committee disburcements of

$2,000.00 or 1less,

{1020 Fayroll Account
‘ | To reqord semi~-monthly disbursement of cﬁmmittee
fayroll. The accouﬁt is to te maintained on a zero
amount impfest basis and is 1o be reimbursed from
the operating account (1001) ror the sum 9f payroll
" checks and related taxes at the.end of each payroll

period,

1030 Petty Cash - Finance Office

To record amognt of petty cash funds sel up by the
committed‘fo? uée as minor digfursements. The
petty cash fund is.to be maintained on an imprest
basis. No single transaction is permitted.to

be in excess of $iO0.00.

1031* Petty Cash - Campaipgn Office

To record amount of petty cash funds set up by the
. . . . ) . . N \'. “'. ‘. ‘e
committee for usec as minor disbursements. The
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petly cash fund is to be maintained on an
imprest basis, No single transaclion is permittied
to be in cxcess of $100.00;

< 1100 RECEIVABLES

3110 Accounts Receivable ; ¢

.

To record all rcceivables (debis and obligations
_ owed to the committee) other than "advances®,
"maTchingAfunds reccivable", and "accrued interest
receivable, "
.- 1120 Advances -

- "

To revord pdyments made (to staff personnel, volunteer

‘worlkers, and other persons) for committee expenditures,

.
-

Such persons must furnish receipts, paid bills, and
" so forth to the committee as well as any unexpended
funis,

1160 Matching Funds Receivable

To record funds due the committee from the U, S,
Treasury's Presidential Priméry Matching Payment
Account,

1170 Accrued Interest Receivable

To record interest earned on notes, bonds, and so
forth, not yet received,

1180 Pledges Receivable

To record pledges made-iﬁ writing by coﬁtributors.

1300 OTHER ASERTS

'1310'Refundiﬁi6:ﬁebd§ffs el {'
xt :

To record amounts- on deposit made for use of telephone

and telephone equipment, rental of space or equipment,
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and so on, which will be refunded- to the committee.

1330 lavestments ~ Investment Ledper

\ ) . ' .
v To record tho cost of investments, such as certificates of deposit,
. : | )

-

made by the committee. ) ‘

1390 Value of Gouds Received as Contributions

To record tlie estimated value of goods rcceived as contributions to the

committee.

LIABILITIES

92000 PAYABLES

2020 Loans Payable - Banks

[

, To record amounts loaned to the committee by banks. .
: .

©2030 Loans Payabie - Individuals
To record awounts loaned to the committee by individuals.
" RECEIPTS

4000 INDIVIDUAL CONTRIBUTIONS ' R .

4010 Currency Received

To record cash received by mail, direct solicitation, or other means,
where the contributor can be identified by name, principal place of

residence, date, -and amount for contributions in.excess of $10.00 and

-

not more than $J00.00. Contributions of $10.00 or less are also

recorded in this account. i\

4011 Currency Received - Suspense .

To record cash received that is questionable, such as a receipt from
a contributor who may be a corporation, that contains missing data, or

that aggregates more than $100.00 from the. same contributor.

. . 4 R .
Ly -
1.\
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4020 Currency Equivalents

' . ~hecks
To record receipts of personal checks, money orders, certified ch ,

and the iikc, by mail, solicitation or other mecans, where the contri-

butor can be identified by name, principal place of residence, date,

. : ' ation
and amount for contributions in excess of $10.00, and also by occup.

and priwcipal place of business for iontributions aggregdting more than

- $100.00. ContributionsAof $10.00 orilcss are ‘also recorded in this

account.

4021 Currency Equivalents - Suspense

To record receipts that are.questicnable, that contain missing

v data, or that aggregate more than $1000.00 from the same contrilutor,

4030 Donations in Kind: ] L

" To record the estimated value of gocds received as contributions

to the committee.

4060 Seccurities Received, at fair market value at date of transfer
To record stocks, bonds, and similar instruments received as con-
L 4

tributions to the committee. . ' - : .

4090 Return of Unacceptable Contributions

To record the return of funds for unacceptable contributions,
such as individual contributions exceeding an aggregate of $1,000.00,

corporate contributions, and so forth,

- -

- 4100 SALES -

i

K3
¢ !

4110 Ticket Sales

.

To record money received from ticket sales for dinners, luncheons,
rallies, and similar fund-raising events.

4120" Mass Collections - !

: .
) . . . ' oy .
To record amounts ‘received from unidentified contributgrs at |
[ Je ° .
. . e s ot
" , 8
rallies and special cvents.
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4130 Sale of 1tems

To record the amount received from the suale of items
such as buttons, bumper stickers, literature, and
similar materials,

4200 COLCITTTEE CONTRIBUTIONS

(210 Committee Contributions’ - Identified

- To recérd contributions by pélificql committees,. identif ied

by nane and addresé. The aggregate amount cannot exceed

$5,007,00 for any one commitice, i

4211 Commitice Contributions - Suspense

—

To record contributions by political committees that

v are guaestionable or that coniain missing data,

4700 MATCHING FUiIDS

.

To record the amount of funds received by the Committee

L
K

from the U, S, Treasury's Presidential Primary Matching
Payment Account,

4800 PUBLIC FINANCING

To record the amount of funds received by the Committee
~from the U, S, Treasury's Presidenfial Election Campaién
Fund. Such funds are to be used for a presidential

nominating convention or a presidential election,

4900 OTHER RECEIPTS -

4910 Interest Ircome

To record interest egrned and received on notes,

bonds,‘treasury bills,- and so forth,

EXPENDITURES

6000 FUND RATSTNG EXPENDITURES

6010 Payroll and Frinpe Benefits | . ot

| JRY

To record the gross salaries and wages paid to

~ employees, including Federal, étate, and local



taxcs, ag well as cmployer Federal taxes (F,I,C,A.)
and Federal and state uncmployment insurance taxes,

This account does not include non-salaried voluntcers

or professional personnel 6n retainer or other fixed

fee reimbursement arrangements,

6020 Rent & QOccupancy o

. E . .

To record amounts expended on remtal of office space,
par¥ing facilities, utilities, office phones,
maint~onance, and similar iteus.

'6030 Equipnecat Rental & Purchase

To record amounts expended for the purchase or rental
v of turniture and office equipment,
6040 Supplfgg | . N

“To record expenditures for office supplies such as

“paper, pencils, rubber slamps, and so on,

6050 Commurications

To record expenditures for special canvassing telephones,
“telegrams, telex, WATS 1ihes, postage, freight, printipg,
mailing lists, buttons, stickers, literature, and
similar items. Direct mail campaig:s, when.implementéd
by aﬂ‘outsidc service, should be recorded under this
account[n‘ ' - S |

-~

6060 Media Time & Space

To record expenditures for TV, radio, newspapers, magazines,
and outdoor facilities|

6070 Travel & Related_Exﬁenses

LY

To record expenditures for transportation, entertain-

’ .~ . . . . . . ST . )
ment, megls, lodging, c?pfercnces, and ‘meetings,

. ‘1
L
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6090

Pl
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Outside Services

To record expenditurces for legal, accounting, LEDP, polling, and
similar services.

Other

To record expenditures for sales taxes, personal property taxes,

transfers of securities, interest expense, insuraunce, and other
’ b ’

expenses not directly identifiable with any of the above expenditure

/

accounts.

7000 NON FURD RAJSING EXPENDITURES

.

7010

7020

7030

7040

Payroc) and Fringe Benefits

To record the gross salaries and wages paid to employees, including
Federal, state, and local taxes, as well as employer Federal texas

(F.I.C.A.) and Federal and state vremployment insurance taxes.

This account does not include non-zalaried volunteers or professional

personnel on retainer or other fix:d fee reimbursement arrangemonts.

Rent & Occupancy\'

) : v . .
To record amounts expended on rent21l of offfice space, parking

facilities, utilities, office phones, maintenance, and similar

items.
- . ]
Equipment Rental & Purchase

1 5yuss

To record amounts expended for the purchase or rental of furnituvre

.« %

and office equipment.

§Epp1ies < o -

To record expenditures for office supplies such as paper, pencils,

rubber stamps, and so on.
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7050 Comnunications

To rccord expenditurcs for special canvassing
telephones, telegrams, telex, WATS lines, postage,

freight, printing, mailing.lists, bu*ions, stickers, -

literature, and similar items, Direct mail campaigns,
N [

when, implemented by an outside scervice, should be
e

.

recorxded under this account,

-

7060 Media Time & Space . ' |

. To record expenditures for TV, radio, newspapers,
magazine, and outdoor facilities,

-~ 7070 Travel & Related Expensecs
R

To record expenditures for trarsportation, entertain-

ment, meals, lodging, confercnces, and meectings.

LY
t

_"7080'Outside Services

To reccrd expenditures for legel, accounting, EDP,
polling, and similar services.
7090 Other
. . _ ‘ .
To reccrd expenditures for sales tax€s, personal
property taxes, transfers of securities, interest
expense, insurance, and olther expenses not directly

identifiable with aﬁy of ‘the above expenditure accounts,

8500 GAIN OR LOSS o T

8510 Securities

To record gains or losses of securities received as

contributions ‘to the committee or purchased with

compittee funds, measurcd from the fair market value

'\‘!A

‘ht date ofhreceipt'or purchase,

8515 Assets - : S gl
R

‘To record the gain or loss of nsscls received as:

]

N
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contributions to the commitice or purchased with
committee funds, measured from the estimated value of
the goods at the date of receipt or purchase,

9000 1ENMO ACCOUNTS ‘ ' -

‘

9100 Restricted Funds

EY

Account to be defined at a lat-> date, .

g



August 19, 1975

The Federal Election Commission
1325 K Street, N.V,
Washi{ngton, D.C. 20463

Dear Commissioners:

. Reference is made to the advisory opinion
requast submitted to the Commission on August 18, 1975
regarding accounting and reporting inetructions and
procedures,

The first sentence of sub-section 4 entitled
"Recipients of Welfare and Unemployment Benefits" on
page 8 of AII contains a typographical error and should
read as follows:

“"The Act prohibits the knowing solicitation or
receipt of any contributions from persons entitled to or
receiving vork relief benefits, including unemployment
conpensation, which are provided at least in part by
monies appropriated by Congress."”

Sincerely,

Robert P, Vieser
General Counsel

rpv/nt






