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THE WHITE HOUSE 

\VASH!l'iGTON 

September 2, 1975 

MEMORANDUM FOR: BARRY ROTH 

PHIL BUCHEN?. FROM: 

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

Digitized from Box 45 of the Philip Buchen Files at the Gerald R. Ford Presidential Library
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August 14, 1975 /
. ,( / 

. 
. 
. 

TO: HOWARD H. CALLAWAY 

FROM: ROBERT P. VISSER 

RE: Accounting and Reporting Methods/Procedures 

Enclose~ herewith a~e ·the proposed manuals regarding accounting 
and reporting instructions and procedur2s for State Finance 
Chairmen and fund raisers, as well as 'l'he President Ford 
Committee, which we intend to submit tc· the Federal Election 
Commission in the form of an advisory C·pinion request, 

-I am scheduled for a 2:00p.m. meeting with the General Counsel's 
staff of the FEC fo~ 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 . 

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

. . 
' 

. \ 
.,. .,_ 



.. 

The President Ford Committee 
****************************** 

1200 Eighteenth Street, N. W. 
Suite 916 · 

Washington, D. C. 20036 
(202) 833-8920 

August 18 ,_ 1975 

·The Federc.l Election Commission 
1325 K Street, N. W. 

,.Washington, D. C. 2 04 6 3 

Dear Commissioners; 

·Pursuant t.o section 437 of Title 2, ·united States Code, 
: it is reqvested that the Commission issue an advisory 

opinion with regard to the enclosed accounting and 
reporting instructions and procedures. 

.... 

. .. ~ 
~ .• 
I\ 

Sincerely, 

Robert P. Visser 
General Counsel 



MEMORANDUM FOR: 

FROM: 

THE WHITE HOUSE 

WASHINGTON 

September 1, 1975 

PHIL BUCHEN)/ 

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 

7' 
;. i"- Jt .• 



THE WHITE HOUSE 

WASHINGT0:'-1 

September 2, 1975 

MEMORANDUM FOR: BARRY ROTH 

PHIL BUCHEN? FROM: 

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

?! 
/ ' 

·. 
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August 14, 1975 

TO: HOWARD H. CALLAWAY 

FROM: ROBERT P. VISSER 

RE: Accounting and Reporting Methods/Procedures 

Enclose~ herewith are .the proposed manuals regarding accounting 
and reporting instructions and procedur2s for State Finance 
Chairmen and fund raisers, as well as 'l'he President Ford 
Conunittee, which we intend to submit tc· the Federal Election 
Commission in the form of an advisory c-pinion request .• 

-I am scheduled for a 2:00p.m. meeting with the General Counsel's 
staff of the FEC fo:J; 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 • 

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

.. . . 
' 

.. 
~~-·; . \ 

• 
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The President Ford Committee 
****************************** 

1200 Eighteenth Street, N. W. 
Suite 916 · 

Washington, D. C. 20036 
(202) 833-8920 

August 18 '· 1975 
.... --

The Federc:.l Election Commission 
1325 K Street, N. w. 

,.Washington, D. C. 20463 

Dear Commissioners; 

Pursuant t.o section 437 of' Title 2, ·united States Code, 
it is reqvested that the Commission issue an advisory 
opinion with regard to the enclosed accounting and 
reporting instructions and procedures. 

'· . -

.... ~ -: .• 
I\ 

Sincerely, 

Robert P. Visser 
General Counsel 



August 14, 1975 

TO: HOWARD H. CALL~WAY 

FROM: ROBERT P. VISSER 

RE: Accounting and Reporting Methods/Procedures 

EncloseS~ herewith a-re the proposed manuals regarding accounting 
and reporting instructions and procedur2s 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 c.pinion request • 

. I am scheduled for a 2:00 p.m. meeting with the General Counsel's 
staff of the FEC fo~ 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 co~~ents or suggestions. 

·-

... 

.,. .,_ 



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. 
1-----Tlle Honorable Philip W. Buchen 

Dean Burch, Esq. 
J. Fred Lawrence 
Lee Nunn 
Edward A. McCabe, Esq. 
Robert C. Moot 



The President Ford Cornmittee 

1828 L Street,. N. W. 
Suit-e 250 

Washington, D. C. 20036 
(202) 8.3.3-8920 

August 18t 1975 

The Federal E:ection Commission 
1325 K Street; N. W. 
Washington, D. C. 20463 

Dear Commissi::mers: 

Pursuant to f;.;ction 437 of Title 2, UHited States Code, it is 
requested thct::. the Commission issue an advisory opinion with 
regard to the enclosed accounting and reporting instructions 
and procedun; s. 

This is also to advise you that I have been designated to rep­
resent The Pj:Gsident Ford Cornrni ttee .i:.1 connection with all 
Commission m<J tters and accordingly wc··1ld appreciate it if you 
would please direct all communications to me at the above ad­
dress. 

RPV: jh 

Enclosure 

Sincerely, 

-~~/p~ 
Robert /. Vi~ser 
General Counsel 
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THE PRESIDENT FORD C0!-11'1ITTEE 

A .. 

. AOR 1975: ACCOUNTING AND REPORTING ME'i.~UODS/PROCEDURES 

BACKGROUND: Jections 438 (a) (2) and (3) of Title 2, United Stat~s 
• 

Code, provide that the Federal Elect?-on Commis_sion shall, "pref3.re, 

publish, and furnish to the person required to file such reports 

and·statement:= a manual, setting forth recommended uniform metbods 

of bookkeep in·~ and reporting; [and) develop a filing, coding, c;nd 

·:cross-indexinq system consonant ··with "the purposes of this char:~:er". 
. ,. . 

. 
QUESTION: · Pe~lding the prepar~tion anC:_, issuance by the Commis~.:.on 

o-f said manua~: and system, and in vie-v.- of the necessity of ini i:iat-
• 

ing campalgn ·~ctivities on behalf of the President ~~ this time, 

the Treasurer of the· President Ford Cc•mmi ttee has, with the a(.l·.rice 

of counsel and the assis~ance of a ~a~or accounting firm, prer>ared 

and issued th~ following· attached tent.ative--: instructions and pJ~o-

cedures: 

AI 
AII 
AIII 
AIV 
AV 

"Instructions to State Finance Chairmen" 
"Instructions to Fund Raisers" 
"Contribution Processing Procedures" 
"Budget instructions for State Finance Chairmen" 
"Chart of Accounts" · •.. 

.. 

The President Ford Committee hereby requests that the Commis­

sion review said attachments and advise its Treasurer and General 
-

Counsel whether any of said tenta~ive instructions, methods, arid/or 

procedures, as written, would constitute a violation of the appli­

cable~ed~ral ele6ticin cam~aign law~ . 

. · .... 
, . { -~ . . ,. 

• l_\ 



AI 

AI! 

THE PRESIDENT FORD COHHIT'l'EE 
ACCOUNTING ANIJ HEPOHTING l'1ETIDDS/PROCEDURES 

INDEX 

THE PRESIDENT FORD COMMITTEE 
INSTRUC'riONS '1'0 S'.I,'ATE FINANCE CHAIRHEN 

L 
I! 

Start-Up Procedures 
Monthly Processing 

THE PRESIDENT FORD COt-1MITTEE. 
INSTRUCTIONS TO FUND RAISERS 

I !!~traduction 
II The Meaning of the Term "Contribution" 

A. Volunteered Personal Services 
B. Unreimburse~ Travel Expe~ses of a 

Volunteer 
C. Use of His Residential Pr2mises and His 

Personal Property by a Volunteer 
D. Sale of Good or Beverage at Cost 

.· ·. 
III Hegulations Concerning th2 Collection 

of Contributions·· 

A. Prohibited Sources of Contributions 

1. Corporations and Labor Organizations 
2. Individuals Who Are Pede~al Go~ernment 

3. 
4. 
5. 

Contractors·· 
Federal Employees 
Recipients of Welfare 
Foreign Nationals 

and Unemployment 

B. Limitatio~s on the Amount Which May be 
Accepted from an Individual Contributor 

C. Illegal Place of Solicitation 

IV Procedures 

A. Contribution Processing . 

1. 
2. 
3. 
4. 
5. 
6. 
7. 

Contributions Received in Person 
Contributions Received by Mail 
Consolidating Contributions of Currency 
Forwarding Contributions 
Expense Reimbursements 
Procedures for Repo~ting Personal Expenses 
Completion of Expense Reimbursement Report 

August 19, 1975 
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August 18, 1975 
·. 

A I 
. 

'l'HE PRESIDENT FORD COHI'-liTTEE 

INSTRUCTIONS .'1'0 STATE FINAHCE CHJ\IR11EN 

I. START-UP PROCEDURES 

A. State Finance Chairmen are designated in writing solely 

by The President Ford Committee National Finance thairn.an. 

Fund ~.·aisers may be de signa ted in writing by either the 

Natio;1al Finance .Chairman or by authorized State Finance 

Chairmen. Each authorized State Finance Chairman and fund 

raise~ shall be assigned both ~ State Code and an individ-

ual ·identification number. 

B. Forward "Instructions to Fund Raisers" to each fund raiser. 

Include notification of the individuals' identification 

number and acknmvledgrnent letter (See Exhibit 1) • 

. C. After return receipt of ackno~ledgments, forward list 

of fund raisers and all acknmvledgm~nt letters to:· 

Robert C. Moot, Treasurer 
The President Ford Committee 
1828 "L" Street, N.W. - Suite 250 
Washington, D. c. 20036 

D. Forward Contributions Cards, envelopes and Cash Contribu-

tion RecoTd Sheets to fund raisers. 

II. MONTHLY PROCESSING 

A. Review Expense Reimbursement Report ("Report") for com-

B. 

c. 

pleteness and accuracy. Obtain all missing information and 

receipts. 

Sign and date approval box. 

Forward RQport·and documenis to The President 

·--~~·. 
"" til 
-~ ! 

...., 
' Ford.~Commj ... ltee. 

·-.... 

D. Pr~pare and submit monthly budget and expenditure reports in 
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accordance with separate instructions. 

E. Corltributions and Reporting 

1. Daily - Fund raisers will forward all contribu-

.. 

tions received and completed forms to 

The President Ford Corrunittee, P. o. Bo}, 

300, Washington, D. C. 20044. 

- The President rord Committee in Washing­

ton will prepare detailed contribution 

reports by fun~ raiser for all contribu­

tions received that month. These repo:~·ts 

will be forwarded to you for subsequent. 

distribution to the appropriate fund 

raiser. 

·<t 



I~ Introduction 

·. 
At1gust 18, 1975 

•A II 

TilE PRESIDENT FORD COHHITTEE 

INS'rHUCTIOHS TO FUND RAISERS 

These instructions have·been prepare~ to generally famil­

iarize you with the requirements of the Federal election campaign 

laws and to set forth the procedures which The President Ford Com­

mittee has d2veloped to assist you in complying with and enabling 

it to fulfill its obligations under these laws. 

Some of the provisions discussed in this manual have ex­

isted for ma~y years but, in:the pasf, have often been ignored. 

Stricter enforcement of these provisions can be expected in tile 

future~ Most of the requirements discussed, however, have their 

genesis in the Federal Election Campaign Act of 1971, as amended 

by the Feder.al Election Campaign Act Amendments of 1974, (hen~in-

after referred to as the "Act". 

The.Act limits the amounts which may be contributed tQ 

and the expenditures which may be made by candidates for federal 

office. It also requires candidates and their authorized politi­

cal committees to. submit detailed rep~rts regarding both contri­

butions and expenditures. 

The Act created a Federal Election Commission (herein­

after referred to as the "Commission") which in general has au­

thority to interpret and enforce its provisions, As the Cominis..,. 

sion has only jus1:: recently begun operations, until the Commission 

hns issued appropriat~ rules ~nd r~gulations an~ advisory.opinions 

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



·. 
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langunge, prudence dictn~cs that we proceed cautiously and in ac­

cordnnce, with a strict interpretation of the Act. Violations.·of 

the Federal election cam~aign laws could result in criminal sane-

tions, includjng both fines and imprisonment. 

The l\ct, and in particular th~ provisions concerning 

"in kind 11 coni..ributions, have substantially changed the manner 

in which camp~igns must be conducted. Campaign workers with ~x­

pe~icnce in past campaigns should be :tw.are t.hat many legi tima1 e 

prior campai·:p practices have been pr~~hibi ted for reasons of VJb­

lrc policy and shopld not assume that they may follow such paf;t 

practices w:l th impurli ty. . ~ . 

• • 
The Pre~ident has instruct~d us to set an example of 

str{ct compli.ance with the ~pirit, as well as the letter, of ~he 

federal campaign laws. Strict adhere.1ce to the: guidelines pro-

vided hereiLafter is mandatory and with your cooperation we hJpe 

to achieve a record of perfect compliance \·~ith the requiremen·i:.:s 

of the Act. However, a_s in any· endeavor national in scope, some 

mistakes and misunderstandings will in all probability occur. If 

you become aware of any apparent violations of the legal require-

rnents or prohibitions, it is vitally ~mportant that you report 

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

mission may always reflect .. the ~ost accur~te and timely informa-. . 
' 

tion and so"that we may take appropriate steps to rectify any in-

advertent mistakes. Any such informa.tion or any questions regard­

ing lhe federal campaign laws and t-heir applicatio~ to the enclosed 
.. 

materials should be di,rected to the General CoUJ)sel of The President . ~ .. 
.- ! 

Ford Committee, with. a copy to q1e Treasurer. 
.. 
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·. 

II. The Meaning of the Ter~ "Contribution" 

We us~ally think of a co~tribution as a gift of money. 

llowever,·the Act has given a new and b~oader meanin~ to the term 

~ 11 contribution 11
• In addition to gifts of money, the term "contri-

.· 

bution", as \~::>ed in the Federal election campaign laws, also in­
: 

eludes subscriptions, loans· {excep~ loans:by a nationai or State 
. 

b~nk io the o~dinaij ~curse of busine3s), end6rsements or guaran-

tees of loanE, advances and deposits of money. Moreover, "co~tri-· 

bution" also includes gifts, subscription loans and advances t·r 

·- "anything of value 11
, {i.e., so-called 11 in kind 11 contributions l . . ,. 

For example, if an"individual provides a typewriter to the candi-
·-

date or a poJ itical committee or perh\its the candidate or com,lit-

·'tee to use a vacant.storefront which he owns, the individual has 

made a contr~.bution ·to the c;:andidate in the amount of the fai:-::­

market value of th~ use of such property. Finaily, "contribution" 

.-
also means t~e payment by any "person" {including an individual, 

corporation, partnership, labor organizatio-n or t'he like) ·of ::ompen-

sation for tl1e personal services of rinother person which are ren-

dered on behalf of the President without charge. Accordingly, in 

general, if a person allows-his employee to provide services to a 

·candidate or co~tttee during normal ·~orking hours, the employer 

will be deemed to have made a contribution equal to the compensa­

tion paid to the employee :for said period of time. 

However, the,Act expllc~tly excludes from the term "con­

tribution" certain-gifts of service~ or gifts of the use of prop-

erty which might otherwise fall within the scope of that term, as 

follows: 
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·. 
A. Volunteered Personal Services 

A Person who vol~ntcers 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 th~ weekends or· after work l.1ours during the \-leek to 

campaign ruattcrs, the value of your ·services to the· Presid(;nt 

and· his c0:nmi ttee are not consider~,d a "contribution"~· 

J~t present, the Commission has not provided advice 

or guideli.nes regarding the application of this provision of 

the law to salaried executiv:_es and employees, professional! 

,. or other Belf-ernployed persons who devote volunteer time to 

campaign .activities . during the nor.J•?-1 work day. In genera'L I 

• it would appear that such a person may certainly devote su~h 
' 

time to cnmpaign activities if his employer is notified or 

otherwise advised that such time i.s to be charged toward the 

person • s vacation and/or leave tl.m2, that compensatory tim.~ 

of a docunented nature will be provided,~or, irr any event, 

by means of salary reduction or otherwise the person is not 

to be compensated therefor. 

-. 

I •. 

... . . 
·. .. 

.. ••• ':-'1> . I\ 
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'• 

In any event, any dir~ct expenses incurred 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 he ascertained and reimbursed 

to the employer by the commi tte'e. · Until such time .as the 

Federal ·"Election Commission has· :t:esolved."these matters, 'rhe 
.... . 

Preside~1t Ford Committee will provide additional guidelin-:=s 

· and recoTT·:nendations for volunteer~>. 

,. 

B. Unrei:nbursed Travel Expenses ~~,f a Volunteer 

The Act specifically provides.that up to $500 in 

unreimbursed travel· expenses incurred by an individual vol-.. 
unteer on behalf of a candidate .with respec~ to any election 

is not considered a "contributionu for purposes of limita-

tions on contributions. In gener~l, we believe that such 

travel expenses \vould appropriat.e.J.y include necessary and 

ordinary transporta'tion, housing, meal and other directly 
-~~ .,. 

related costs. In any event, a record of all travel expenses . . 
incurred by a volunteer should be recorded and maintained, 

including a ·record of the mileage traveled in his automobile. 

• .. 

'·. . . . . . . 
' 

.. .. 
. . ... 

. . , . . . . 
~ ~. 

. . 
. '" 
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C. Usc of His Residential Premises and His Personal Propcrt_y_ 

by a Volunteer 

Another explicit exception ·to the definition of ·. 

"contribut.:~on" provides that a vplunteer may use his residt~n-. 
. ~ 

tial.premises to render voluntary personal services to the 

candidate. In-par~icular, the value of the use of these p~e-

mises and any ~ersonal property located thereon, as well as the cos 

of invitations, food and beverages voluntarily provided in con-

.. ·. nection tharewith, does not_constitute a contribution, pr~'ided, 

. I 

~ . 
however,· that the cumulative valUE! of these activities by ~~ny 

individual on behalf of a~y candiJa~e does not exceed $500 with 

·· : respe~t to any election. Since anj such co~ts must be consid-

ered a contribution when.they exceed $500 in total, the vo~un-

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

D. Sale of Food or Beverage at Cost 
""'t .. 

A vendor may sell any food or beverage at a chargr~. 

less than the normal comparable charge, if such charge for 

use in a candidate's campaign is at least equal to the cost 

of such food pr beverage to the vendor. This provision of 

the law is sirttilarly limited to. a cumulative value of $500 for 

such activities by any individual.with respect to any election . 

I 

The Act is clear that the above $500 limitation ap-
plies with respect. to ?ach of th~·categories described (i.e., 

sections B, C and D). Further ~larification ·of these exceptions 
• 

to 'the defini tfon of "contribution·" under the Federal election 

campaign laws will~be provi~ep:as soon as po;sible. 
-: .. . . \. 
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1II, ~egulations Conccrnin9 the Collection of Contributions 

A. Prohibited Sources of' Contributions 

i. Corporations and Labor Organizations. It is illegal 

for any corporation or labor organization to make any contribution 

to the Committee, If a political a:cti._on committee organized by a 

6orporation cr a labor orgariization wishe~ to make a contribution, 
. 

r~ques~ it to send~·its·contribution directly ~o the President Ford 

Committee. 

2. lndividuals Hho Are Feder :t l Government Contractor~: .. 

. · It i·s illegal for a government -contra=: tor to make any contrib11 i:.ions. 
,. 

A person beco:nes a gov~rnment contractor at the commencement cf ne-

gotiations for any contract ~ith the United States or any depart-
• 

·ment. or agency thereof for the rendition of personal services or 

f~rnishing of any material, .supplies or equipment, or the sale of 

any land or building, if pay~ent for performance of such contract 

is to be made in- \-.'hole. or in· part. from funds appropriated by the 

Congress. A person ceases to be a governmf!'nt contractor at tr.e: 

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~ cia~es ~personal contribution. 

3. Federal Employees. Some doubt exists con6erning the 

propriety of contributions~by federal employees, including mili­

tary personnel, to the,political.committee of an incumbent Presi-

dent. The Committee dbes not believe that Congress intended to 
... 

prohibit contribu~ions voluntarily offered by persons in the ser-
. . 

vice of the Unitqd States t~ the, pampaign of ari'"' incumbent. President. 
. ·: .. 

'\ Voluntary ~ontributions by such' person~ should be so ~dcntified, 
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accepted and forwarded to The President Ford Committee for sep-

aratc classification until this matter is clarified. However, 

no contributions should be solicited or accepted on any federal 

prop~rty, including military 1acilities. 

4. iccipients of Welfare ~nd·u~employment Beryefits. 

-,The Ac~. prohibits the knc\·ling solicitation or receipt 
0~ 

f any contributions from persons entitled to1receiving work re-

~ benef.i_t~' , in~luding unemployment: compensation, which are 

. provided at l east in part by men ies .:1ppropriated by Congress .-
Such personf: shoulp not be solicited and such contributions Hhould 

n·ot be acce·pted. 

• 
·' 

5. ~oreign Nationals. No ccntributions should be so-

licited.or nccepted from foreign nationals. The Act specifically 

provides, ho'"tlever ,·. that any citizen of the United States is not 

considered R "foreig~ national" fdr purposes of the election law. 

B. Liml tations on the Amount l\'hich Mt;Y be Ap~epted From an 

Individual Contributor. 
. '· 

With the exception of volunteer time and the $500 exclu-

sions regarding use of residential premises 1 unreimbursed travel 

expenses and the sale of food or .beveragesc ah individual's total .... 
contributions to The President Ford Committee for the nomination 

.. • 
of President Ford as the R.epubli"can .. Presidential candidate cannot 

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

. ** dividual, n husband and ~ife and chlldren.over 18 years of age 

* 

** 

. . 
In addition, certain political committees m~¥ contribute up 
to· $5, 000. . ~ ·\ 
The propriety of contribuiions by a minor· is not clear, and con­
tributions from minors should not be accepted pending resolution· 
- r! ..a. .. t .. .: - '"n ':l .,. +-~ r 
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may each give $1,000, provided that they each have an independent 

source of fbnds and their.gifts are not an attempt to create a 

conduit or vehicle for the circumvention of the spending limita-

tions. For e:·wmplef a husband·may not give his v1ife and child 

each $1,000 wi~h the understanding that they will in tyrn contri~ 

bute it .to the Committee. Such contributions would be attribut-ed . . 

to the.husband and would cause him to ~xceed his spending limiLa-

tions. Furth2rmore, the Act expressly prohibits contributions in 

the name of an·Jther, knowingly permitting one's name. to be used 

-··to offer such a contribution and knmvingly accepting such a ccn-,. 
tribution. 

. \ . 

c. Illegal Place of Soli6itation · 
• • 1. It is illegal to solicit or receive contributions ~n 

any Federal government building 1 inclu:ding military facilities. 

IV. Procedurros 

.... 

-~ ... 
1. Contributions Received in Person 

a. Do not accept contributions greater than $l,ooo· 

,r ·in the aggregate from any individualt If a con-

tributor claims exemption from the $1,000 limit 
. . 

bE:cause the contributor is a political committee, 

request that any ~ont~!bution greater than $1,000 
'·· 

be forwarded directly to ~he President Ford Com-

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

r~gi~tration number and the name of the person ?ak­

ing·.the contribution be noted on the contribution ., ., ' 
card. For many re·asons it is desirable to urge . . \ 
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all contributors to make contributions by check. 

b. Do no~ accept contributions of currency greater 

than $100. 

c. For all contributions greater than $10, obtain 

and record the following information: 

. 1) _,.. 2} 
3) 
4} 

Name 
Address 
Occupation 
Principal pJace of business and address 

For contributions of ~10 or less, only the co11tri-

butor t S name and add:: E~SS is required. 
. 

.~. If the name, address, occupation and place of ~us-

iness of any. contribLlt'or giving more than $1CO 

CannOt be Obtained 1 ~~(C) nOt aCCept the COntrib_~tiOn, 

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

Pr~~ident Ford Committee" or a reasonable approx-

imation. 
... 

f ~ Do not accept any ch-:!eks which a:r;.e not drawn on. a 

g. 

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

: .nership and other business checks of the like are 

not to be accepted) • 

. Immediately upon re·ceiving·· ~cceptable contributions, 
' -. 

enter the required information {See c. above) on a 
I, • 

Contribution· card {Exhibit 2). 
-

OBTAIN ALL THE REQUIRED INFORMATION FOR ALL CONTRI-

BUTIONS . 

h. Give the contributor a Contribution Receipt {ExhibiL 3) 
.... .• • "'"'! 

and check "Receip(~ block" on Contribution Card. 
# •• \ 
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. 
2a "contributions neccivcd by Mail 

3. 

a. If Contribution Card does not exist for a contribution, 

prepare one based on all information available. 

b Reconcile amount of each contribution with amount 

recorded on Contribution Card, Prepare correc~ed 

Contribution Card for a'ny incorrect amounts, Check 

"r:eccipt block" on the Contribution Card and r;end a 

receipt to the contrjbutor, 

c. For all contribution~; greater than $10, check Con-

tribution Card for tJw following information: 

1} Name··. ·• · 
2) Address 
3} Occupation 
4} Principal place of business and address 

d. At·t_empt to obtain all :·missing data. Note att2mpt 

on reve~se of Contr~b~tion Card and forward the 

contribution to The President Ford Committee. .. ... 
e. Review information on all contributors. If the"re 

is any reason why a contributor might be unaccept-

able, please note on a separate sheet and forward 

~'.;.'; r~ L:J 
1 If, I . ~if 

with other documents. 

Consolidating Contributions of Currency 

Separate contributions made in currency from thoSe 
'·. 

a. 

made by check ~r money order. 

b. Total .~ontributions of currency. Hold each collect-

ed (where individual contributions are $10 or less) 

until. total .exceeds· $25. Obtain Money Order or ., , 
. . .,. ! 

~ertified check payable to The President Ford Com~ . . \ 
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mit tee. 

If any individu~l contribution is over $10, 

it must be forwarded on the day received, along 

with any other cash collected on that day. Ob-
• 

tain Money Order or certified check payable tc 

The President Ford Co:~uni ttee. 

NOTE: Do not use ym:::~ personal check to subm5 t 

cash. 

c. Fill in Cash Contribut.ion Sheet (Exhibit 4} a:.> 

follows: 
. ' 

(1) Place total numhr?:·r of individual con trib··l-

tions of curreric}', $10 or less in blank 'a". 

(2) Place total value of individual contribu~ions 

of currency, $10 or less in blank "b". 

(3) Place total numter of individual contributions 
• 

of currency greater tlfan $10 in blank "c" .. 

(4} Place total value of individual contributions 

of currency in blank "d". 

(5) Attach Contribution Card for each contribution 

..... greater than.$ld·to Cash Contribution Sheet, 

and note nu.mber in blank "e" and "f". 
'· 

(6) Add your name, address, date and identification .. 
·number to sheet • 

. (7). Add total amourit·of Mohey Order or certified 

check. 

. ~-.~t . . \ ., .. 

·. 
· .. 
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4. Forwarding Contributi6ns 

a. Record all contributor information for your future 

reference . 

b. Daily fonvard the following i terns to The Presicient 

Ford Committee: 
..... • Q 

1) All Contribution Cards 
2) All checks, ~oney Orders, etc. 
3) Cash Contribution Record Sheet 

5. E·~pense Reimbursements 

,. Any and all reimbursable E!Xpenses incurred on behc.' lf of 

The President Ford Committee must be 2pproved in advance and jl~ 

. 
writing by either the National oi appropriate State Finance Ch~ir-

~ 
man from budg·.~t programs approved by· the Treasurer of The Pre~. ~dent 

FQrd Committee:. The President Ford Ce:mmittee will not be resp .... v1sible 

for, nor r~inL1)urse, any fund· raiser or other individual who hc..s not 

obtained such prior vlri·tten authorization for such expenses. 

6.. Procedures for Reporting Personal Expenses 

All authorized expenses for which an advance has been 

received, or for which reimbursement is requested, must be reported 
.. 

in the Expense Reimbursement Report (see Exhibit 5) and submitted 

. for approval and payment. 

... 

7. Completion of Expense·Reim~ursement Report 

a. Enter name and address; 

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

been· assl.gned an ID number, contact your State 

Coordi!la tor;· 
t' ~ 

Ent.er ·period cover~d; . ~ 
,, 

I 
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d. Fill out the «Travel and Related Expenses" section 

as follO\·ls: 

Date 

. . 

~_s::tivity/ 
Purpose 

~·ransportation 
Expense 

.. 

. I, • 

Lodging 

. . 
.. 

On the first line, record departure 

date or the date the expense ~as 

incurred. On the line below, record 

the r~turn date. 

On th8 first lin.~ record the place of 

depa~ture and the destination. On 

the l1rie below record the pur?ose 

f t , t ·' o .w r~p. 

If y~:~·:.1r personal Automobile is used, 

on the first line record mileage to 

destination point. On the line below, 

record return mileage. In both cases, 

the mileage is multiplied by 15¢ per 

mile to give t~amq_unt" enterec~ in the 

next. column. 

If other types of transportation ex-

penses are incurred, note detail on 

a separat~ sheet and place total 

trans~ortation expense in amount 

column . 

Enter lodging expense (maximum allow-

·anc.e $20 per night, unless specificall: 

a~thorizcd in advance, and in writing, 

by the National or State Finance 
.. ~ ~~ 

; ~chairman) . ·, 
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follows: 

... 

·. 
Meals 

Other Expenses 

Total 

N)TE: 

~~~J. . pugc J.:> 

Enter meal expense for each day of 

travel (maximu~ allowance $13 per 

day, Unless specifically authorized 

in advance, and inwriting, by either· 

the National or State Finance Chairman} 

EnteL expenses for taxi, and ~ther 

i te·mr, not previously reported. 

Ente~:_-- total expenses reported per ·line·. 

Fund raisers are encouraged i:~ absorb 

thei~ own travel expenses anc may do 

so as lon~ as the cumulative·amount 

~f these ~xpenses for each svch individ 

ual. does not exceed $500 • 

Fill out the "Other Expenses" section of the report as 

Date 

Place 

Explanation · 

. .. 

E~pcnse 

Ente:· the date the expense Wfl ;; incurred 

Ente~ the place where the· exf<~nse 
·-: 

""· was incurred. 

Enter type of expense (such as tele-

phone bills) and/or explanation. Any 

type ~f entertainment expense must be 

approv~d in advance and in writing by 

'·· either the National or State Finance . . 
' 

- Chairman. With regard to an~ such 

authorized ~xpenditure, enter na~e and 

tit~e of pers~ns present and the purpose 

of the activity: .. ,. ! 

'ii~ter amount.~ 
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·. 
'f. 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 rPceived during this reporting 

period . 

. h. Balance-"'' 

Enter the difference betwe~n actual expenses and a~vance. 

If the advanc8s were more than the exp~nses, the balance shoul,] be 

.in parentheses. 
,. 

i.- Rf:~eipts 

Re::::eipts for all expenses .nust be attached to the :ceport. 

' • j, Si:9.:n Report 

.k~ EYpense Reimbursement 

Reports ~hould be mailed n0t later than the 20th of each 

month to reach The President Ford Committee by the end of the J11onth. 

Expense Reimbursement Reports and atta~hed receipt& should be mailed 

to: 

{Name and address of State Finance Chairman) 

1. At.the completion· of the fund raising campaign, you will 

be notified, in writing, of the termination aate of authorized fund 

' raising activities-by The President Ford Committee. Any and all 

expenses incurred after sai~:date would be unauthorized and will not 

be reiniliursed by the Committee • 

... . .. 



• 

. . 

·. 
THE PTIES I DENT FORD C0!'-1~1IT'I'EE 

FUND Ri\lSING 

Acknowledgement Letter 

·. 

AII page 17 

(Date) ------------------

Mr. Robert C. Moot, Treasurer 
The President Ford Committee 

• P • 0 • Box 19 7 :5 
·washington, D. C. 

Dear Mr. Moot: .. . 

I have received and r~ad a copy of the ~Instructions t0 
Fund Raisers" published by your office. I understand both the 
.requirements 0f those instructions ana the implication of non­
compliance with the instructions. 

Sincerely, 
... 

ID No. 

NM1E 

ADDRESS I. • 

... 

.. EXHIBIT 1 ... ~ 
.. ~ '~ '• 

·.1 . '\ 



CONTR!aUTOR 

INFORMATION 

Name: _________ _ 

.. 

Til~ PRESIDEN'!' FOHD COt·lHITTEE 
FUND RAISING 

THE PRESIDENT FORD COM~trfTEE 

P. 0. Box 300, W;nhington, D. C. 20C,4 

CONTRIBUTION CARD. 
(PLEASE TYPE OR PRINT.) 

--------------- Occupation: 

A II page 10 

I.D. NO:-----------

Date 

---
Home Address: ------- __________ rlace of Bus'11~.·.s: ------------- -----~ 

Ci[\': -~--¥----State: 

Amount of Contribution: $ 
Receipt Provided o 

____ Zip: _____ City: 

__________ C.ash 0 

. . . 

_______ State: -,.----Zi1•: ------

Check 0 Other o ------- ------
SPECIFY ... 

T.HE INFORMATION Lk~Y2D ON THIS DOCUMENT IS REQUIRED ,3'{ THE FEDERAL ELECTION LAWS. 

---------·-·------

... 

EXHIBIT 2 

. I, • 

.... . . 
·. .. 

·. . ~-\ . :, 
: 

'" . .. 

.• 

. ··. ' . 
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THE PRESIDENT FORD C01·11·liTTEE 
FUND Rl~ISING 

THE PRESIDENT FORD CO~t~HITEE 

AII· ,page 19 

The President Ford Committee, for the nomination of President 
Gcra~J R. Ford to the Presidency of the United States in 1976: 

(; l Acknowledges receipt of $ __ _._ __________ _ 

from ----------------------

on __ ~---------------~ -------~----~and 
(date) 

(:') Declares that the Internal Revenue StTVicc Form 4909 was or 
will have been properly filr.d before :he end of this calendar 
year, and that the undertakings in svrh form will be observed. 

. .. 

• .. 

.. . 

THE PRESIDENT FORD COMMITTEE 

by----~~~~-------'--Authorized Agent 

. ·•· .. 

... ... 

EXHIBIT 3 

• &., • 
• t 
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TilE PRESIDENT FORD C0!-1i1I'l'TEE 
FUND RAISING. 

THE PRESIDENT FORD CO\t~HTIEE • 

CASH RECEIPTS RECORD SHEET 

1\II. page 20 

• 

. DATE: _______________ _ 

NOTE: Dy law all coutrib.tfioru OI'C'T tJ 0 must be forwarded to till! i'rta.surcr witltin 5 days of recript. 

Total number o! :ontributions $10 or. less: (a}----' 

Total value of Contributions $10 or less: (b) ___ ------

,. Total number of Contributions greater than $10: (c) __ _ 

Total value o.f (:Cntributions greater.. than $10: (d) __ _ 

~~. 
c~i 

I. .. . 
\ . 

Contribution Clrc!> attached for: (e) ______ Coti:tr:hutions $10 or less. 

Contribution Cl.-. .::s attached for: (f)------ Contr;'>utions greater than $10. 

Amount ·,.{ M.O. or Certified Check $ ------

~AME: _________________________________ ~------------ ~~NO: _________ __ 

ADDRESS:_~-------------------------------------·~-----------------------
CITY: STATE: ZIP: -------------------------------- -------------------

. EXHIBIT 4 . 

I, 

... 

. • . . ' 
~ ·~ ' . 

• i \ 



·-··&·-·--·-
EXPE~SE REIMBURSEMENT REPORT 

·. 

PERIOD FfWM: ---------------TO: ____________ t.D. NO: ______ _ 

NAME:-----------------------------------------------------------------------------
ADDRESS: _________________________________________________________________________ _ 

CITY: STATE: ZIP: 
------------------------------------------- --------------------------- -------------------

TRAVEL AND RELATED EXPENSES 

Date 

.• 

Date 

· Artwovod By: 

Act-ivity, Purpo<e Tr.~nsportation Expense· 

Miles Amount Departure • Dcstinatiun Point 
--------~----~------.r--+---r-

Lodgin ~-

... 

-
,. 

-

.. ,. 

OTHER EXPENSeS 

-
Payee, Vendor, Rrstaurant 

Meals 

·-<: 

and Type of Expense Reason for 'Expense 

,. 

. . 

' 6 

: 
i. 

: 
.. 

. 

.. 
--

Date: 

~: ·-Roport Chocked By: Date: i 

Approved By: -- Onto: . 

rtolmhurs~d Chock No: 
------------------~--------~-------

Othrr Expenses Accounting 

Description Amount Total Usc Only -

-

-
t 
~' 

-

f--

-I 

... 
' Accounting 

Expenses Use- Only 

. 

# 

r--·· 

Total ExPOnsos Reported ., 
: 

Cash Advances Rocoivod 

: 

BALANCE 
·-

EKponso flv::oipts Attnchod [~ 
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Ai'PHOVED ni'· \"'< .c::! ~V,v_0 

APPROVED D"! 

THE PRES IDEWJ.' FOHD COJ.~~ITTEE 

• F' Il1A!·:C I A!.~ PROCEDUR:<:S M/diU AL 

CONTRIDUTIONS PROCESSING 

SEC1'ION 

PAGE 1 -- OF 

This procedu1·e describes the steps·.rc9.uired to proces~ indivi·lual 

nnd political cc;>mmitte•J contributions. Proces1:Lne of ticket sales, i_tem sales, 

mass collections, loa:1s, ot:her receipts, infor,~ntiol~ on previously SUSJ.-:>nsed 

cont!ibutions, bank dc.posit~, and non-deposit~1le receipts is discussQd under 

separate procedures. ,. 

. Hesponsib ili ty 

Mail Cler.k .. 

.·· 

-· 
. .. 

Action 
l . 

1. Re Cf7i ve all ria il ,· including hand de l::.ver ie s. 
Count pieces of mail and enter count onto 
Ma i 1 Log (1~ xh i b it · 1-) • 

2. Open mail. Xeep each envelope and 1-Gs 
contents together. 

I . 

. I. • 

a. Indiv:Ldual and pol.itical comm5ttee 
con··~ributions ... 

b. Additional information on prior 
contributors or contrib~tion~ 

n. .Ticket sales, item sales, mass 
collections, loans, and other 
receipts ·(e.g., interest or invest­
ment: income) 

• 
d. Invo~?es and expense vouchers 

..: .... 
e. All other, e.g., general correspondence 

Enter counts onto Mail Log. Counts should 
equal pieces re9eived. · Correct any 
d~screpa:n.cies. 

. . . .. 
. ';.'~ 

~ I\ 

. ., 

···fl ... , 
: 

·: ..... 
: .... 

. . ... ~ ....... ""\' . . . 



.......... " ...... ·~- I.J.&. · L>Lll~ run 

DATE P.EVISED ----· ·APPHOVED D::' . PAG'E 2 OJi' s 

RcSf()nsiliili ty 

\. 

Nail Clerk 

,. 

' Documentation Clerk 

... 

··--···-· .... 

·. 
THE PHESIDElJT FORD COJ.e.~ITTEE 

l''IHM!CJ/\1 P.RQC1~Durn:s 1.!/d!UJ\L . 

. . 
1\ction 

.• , . . 

4. Distribute ID3.il and attach one copy of l>1ail. 
!J::xj Hith ·each category tyr..e as follows: 

. ' -
a. Coritribu:.ions to Documentation Clerk. 

b "'_,d • • 1 in£ • . I • n-..1. 1tiorr~ ·ormation to Documentat1:-n Clerk. 

c. Ticket S.lle·s, etc., to D::>cumentation Clerk. 

d. Invoices and e.xp::nse vouchers to Disbu~scrnents 
Clerk~ 

e. 1\11 other to Executive Director. 

5. Re~ a copy ::f. the Hail log. 

6. Receive contritution documentation and copy of l~il 
IDg. Insure that pieces received equal COt.trrt on· 
Ma.il log. . 

7. Review each ch2ck to detennine Hhether or n )-'; the .· 
contribution can be bank deposited:. 

a; Payee must be "'Ihe President Ford Car,:uttee11 

or an approximation. Allowable are "President 
Ford" and "David Packard" as long as a letter 
is attached indicating an inteJ1ded campaign. · 
rontribution. Non-allo.vable are 11Republica:n 
National Ccrrmittee11 or any State caranittee 
names. 

b. Check must be signed. 

c~ Check must be dated.· 

(1. ttritten and m.lmeric amounts must be identical. ... 

..;! 
.. .. 

. .... ---· 
.• 

• 
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DATE·. REVISED 

RCS}'OTIS ib il:l.ty 

Documentation Clerk 

• c. 

-·-

,. 

.... 

----
APPROVED DY PAGE 3 OF 

THE PRES IDEl~T FOHD COW.UTTEE 

FINANCIAL PTI-OCEDUfn:s JJMWAL 

• 

------------~----------------------------

·Act ion 

8. Segregate contributiona that cannot te 
bank de.po~ited from thoae t,hn.t can be 
deposited r:-nd:" 

. ' - a. RctaiiJ all dpcumentation such 1s trn.ns­
mitt~l letters, envelopes, a~d checks, 
and rrepare a Contribution C1rd 
{Exhibit 2) if one does not· 2xist. 
Wri1e full name in upper rig3t hand 
corJ:e1·. Attach the card to 1n 

. ' 

8-l- 11 x 11 11 sheet of·papcr. 

b ~ Date . 1;tamp the contr ibut io.n c a rd. 

c. Note ~asis for non-deposit on 
Con-tribution Card • 

d. List each non-deposit item on a 
Suspense Item Control Sheet -
Undeposited Re~eipts (Exhibit 3) and 
date stamp the control sheet. 

e. Forward a copy of the contro~ sheet to 
the Executive Director for res~lution. 

-~ 

· · . · ·f. Forward a copy of the control sheet 
to the Control Clerk. 

. 9~ 

g. Retain a copy of the control sheet. 

Pr~pare a Con~ribution Card for depositable 
contributions, ·if one does not exist. 
Write full_name'in upper right hand corner. 
Staple the card to an 8± 11 x ll'i sheet of 
papdr. Staple all odd size materials to 

. 8-} 11 x 11 11 .• sheets of paper. 
~~ 

10.. Date stamp Contribu'tion Cards with date 
received. 

1~,. Review the ·documentation accompanying 
each contribution for required data: 

f;l. Full name and pr~ncipal residence address of 
.. ,cont~ibutor a~e required for 
.~~cdntr~bution~ ~n excess ~f $10.00. 

b. Occupation and principal place of 
.bus inc's s arc rc quircd for 
.---·1 ..... -tl ...... ~ . .:~V'\n .t'Y"'\ 1"\'V'f'\1"\0'"' r\f' ·1·1()() nn 



I\ I' !'llU V J:..JJ lJ·l SECTION ..__ ____ _ 
>ATE nEV !SED Af'PflOVED D"f OF 

THE PRES I DENT FORD COJ.t\~ITTEE 

FIHAHCIAL PROC~:nunt:S }.!/dltJAL ----------------------·------
Resp:>nsibil i ty 

' ~~ntution Clerk 

._ .. _ ..... ' 

'· • 

.... 

.... 

. ' 

· · Action 

Note: If information in (u) and (b) is 
' available, but is not required acc-ording 

t6 ti:e criteria set out j,n (a) anci (b), 
write it ·on the Contribution Card . 

,..:·· · 12. List miss.ing irJ:onration onto the ContribuL.Jn Curd. 
. I 

13. Review the docr·;nentation accanpanying each contribution 
for legality: 

a. Verify pcJi tical Carmi ttee ID nurn)y::-.....rs \ · i th the 
Federal Ccmn.:Lssion for contributions wj th 
checks drc-Mn on association, groups, ar.n other 
organizati .ons. 

b. ·. Check amxmts must be equal to or less than 
.$1,000 f01· individua~s and equal to or less 
than $5,0\.'0 for p:>litical ccmnittees . 

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

d. · Checks mEt be dra\vn on .individuals or political 
carrn.ittee·:o:. No check can be d.ravm on c. corporation 

·government contractor, l~r orgill1izatlon, 
national J:ank. or foreign national. 

' 
e. 'Ihe dOClllnc:·ntation must re clear as to the s~cific 

contributor even though another's signature is 
on the financial instrun~ent received. 

14. List questionable date on the Contribution Card. 
~ 

15. Sep.:rrate individual and ccrn:nittee contributions. Sort 
contributions by state and alphabetiec"llly by contri­
butor' s name within state . 

.. 
16. h~pare a Susp.::"nse Item Control Sheet - .Hissing or 

Questionable Date (Exhibit 4) for itans so noted .in 
steps 12 and 14. 

17. Run tapes on the amounts shovm in tl1e Contrjbution 
C'"l.rds, including .i terns listed on the Suspc11sc Item 
Control Sheet - Hissing or Questionable D.:lta. r:o not 

.. 
' .. 

~-· : ~-\ 



DATE I:3.SUE'D 

DATE f:!~V !SED 

.APPHOVED ·ny 

AT·PROVED D;' 

THE PRES IDEliT F OHD COl.~.!ITTEE 

. SEC'l'ION ------
PAGE 5 OF --

FHJM1CIJ\L PTWCEDURES HM!UAL 
-----------------~~~~~~~~~~---------------------

ResE?nsibility 

' 
IXx:urrcntation Clerk 

,. 

I .. 

Control Clerk 

... 

' ' ... 

18. 

-· Action 

, . 
include data listed on the Suspcn~e Item Control 
Sheet - Undcrositcrl Receipts. Keep indiv.ijml 
and comnitto" contributions separate. La.l:x:!l the 
tapes and date than. Attach tapes to dOCt.:.r.cntation. 

I 
RW1 tapes on < :hecks, noney orders, currency, etc. · 
Keep individu<tl and c01mittee contribuU.on~; separRtc. 
label tapes and date them. Attach tapes t;.) receipts. 

19. Verify. that sJ;ep 17 totals agree with step 18 totals. 
Resolve any d··_screpancies. 

20. Forv.Brd docunentation and three copies of s·1spcnse 
Itan Control ·;;heet .:. Nissing or Questionahv~ Data to 
th( Control c_erk. Annotate Mail Log to <.;hr:JW change 
in document. umnts and forward to Control Clerk. 

21. Forward checks, noney orders, currency, etc. , and 
related tap;:·s to the Bank Clerk. 

22. Re~eive docun:~ntation, Suspense ItEm Control Sheet -
Unqeposited J.?.eceipts, Suspense Iten Control Sheet -
Missing or Q\12stionable Data, and I-1ail Log fran 
Documentation Clerk. 

23. Revi6v the accuracy of items listed on the Suspense· 
Item Control Sheet - Hissing or Questionable Data. 

24. Prepare in triplicate a Daily Contributor list by 
state and alpharetically by contributor :r...3Ille Hithin 
state, includirlg items listed as containing missing 
or questionable data but excluding items suspensai 
as undepositc'C1 receipts. Segregate individl.la.l and 
and ca.tmittee contributions. List full nan--e, amount 
contributed, date of check, noney order, etc., or 
d?te currerlcy received. 

25. Forward one copy of Da.ily Contributor list to State 
Clerk. .Fm-v-rard. one copy of Da.ily Contributor list 
with dOC1.lJTCl1tption to :rypist • 

..;! 
. ~ .! , .. 

• 1 '" 

···---



ATE ISSUED APPROVED DY ------ ------ ~ECTIOH 

ATE HEVISED 

.. 
ResJ?_onsibil ity 

State Clerk 

Typist 

• c 

........ 

' 

... 

APPROVED DY PAGE 6 OF 8 

THE PRESIDENT FORD cm.U.UTTEE 

. FINANCIAL PROCEDURES MANUAL 

• 

Action 

26. Receive D~~l~ Contributor list from 

2? ..:•' . . 

28. 

Control .Clt~rk. , 

Pull Contr ib·1t·ion Ledger CB.rd s for cuch 
name on th8 Daily Contributor list. 
Annotate p~~vious contributions on the 
Daily List. Do:not update the led~cr 
cards.. -.--

Forward annctated list to Control Clerk • 

. 29. Receive annc•tatcd Daily Contributor Jist 
from Statt! Clerk. 

JO. Update as regliired, the Suspense··Items cCm·:_-rol Sheet­
Mj.s sing OJ' Quest ion~b le Data, and C:ontr i­
bution Cards using the annotated list as 
required. 

Jl. · Forward a c::,py of the annotated Daily List to 
.. the Typist • 

. · :32·~ Re~ord identified and sus})ense amo-t.-t,•-i.: s 
received onto the Cash Receipts J.mrnal • ... 

:3:3. -Receive DaiJ.y Contributor list and' :celate.d 
documentation from Control Clerk. 

34. Verify that documentation is organizBd by 
~tate and alphabetically lry contributor 
name within state •. 

3~. ~ta~p each Scheduie A (Exhibit 5) in upper 
left hand corner with "Received" date 
stamp. 

'·. 
J6. Prepare Schedule A .from Daily list: 

a. Enter "Part No. I" in upper right hand 
corner for individual contributions 
and "Part ·No. V11 for political 
committee contributions. 

b. Enter _date of c.neck, money order, etc., 
~-~ o:· date currency received in 11 date 11 

. ·,\column • 

• < 

" . ... ... . . . . ........... .. 
• •· I • • 



DATE ISSUED .APPROVED BY 

DATE REVISED APPROVED DY -----
SEC'l'IOH 

PAGE 7 -- OF 8 
t---

Responsibility 

Typist . 

• ... 

,. 

Control Clerk 

' 

State Clerk 
... 

THE PRESIDENT FORD COMUITTEE 

FINJ\NCIAL PROCEDUTIES HA11UAL 

. . . 

. ' ,..:·· 

Action 

.·~. Ente~ appropriate contributor informatic 
in. c_entcr co1Ulfu'1 1 leavine blank 
13pac.e for missine information . 

d. Enter -today's contribution in the 
11 Amo11nt of Receipt This Per:lod 11 

column. 

'37. Receive anr.Dtatcd Daily list from Cuntrol 
Clerk. 

J$. Update today 1 s Schedule A using -the annotated 
Daily Lin·~. Enter amount shown ~:.1 ttJ·eur 
.to date 11 -column on annotated list into 
-"Aggregate year-to-date 11 box on Schedule A • 

'39. Run a tape on today' s Schedule _f._ a''lcJ attach. 
--Type amount on tape onto last pa~e of 

Schedule fl.. Reconcile Schedule A towl to total 
on Contribution list. 

40. Forward Sc~edule A, and all suppor~~ng 
document~ to Control Clerk. 

41. Reconcile the Sc·h"edule A total .t·o :ihe total 
receipts for the day shown on the Cash 
Receipts Journal. Resolve any discrepuncil 

42. Reproduce Schedule A and distribhte as 
follows: 

. 
4 '3. 

a. Documentat~on clerk 

b. Typist 
• 

'· c • S t at e C 1 c r k ., 
d. Records Clerk 
e. Control Clerk file 

Recei~c Schedule A from Control Clerk. 

a. Update ~nd prepare new Contribution 
Ledger Cards us ~equircd. 

b •. Run tapes by st'~te in last "amount 11 

' -· ~; column of all new and \11)d u t eel curds 

c. Reconcile tapes to Schedule A by 
Htatc •. Attach tapes to ~.chedulc A. 



. . 

JATE f~!::VI.SED ---

~nsibility 
~ 

\. 

State Clerk 

Records Clerk 

Control Clerk 

,. 

Ackncr.vledgenent Clerk 

Record Clerk 

... 

.APPHOVED DY SE-CTlON . ------
Af'PHOVED DY PAGE 0 OF · 8 --

THE PRES IDEl11' FORD C01.t\~ITTEE 

Flli/\HC I/\L PROCEDUR?.S l.t/d1UAL 

.. 
Action 

d. File SChcJule A. 
• 

44. Rccci ve Sche:lu 1 e ·l\; fran Control Clerk. 

45. Prepare Daily ~~tate Report. Reconcile tota>s to · 
Control Clerk's Schedule A. 

46. Update the Stal:e ledger sheet using the SchEdule A. 
Record daily a 1d year-to-date totals using 
Schedule A" 

47. Forward a:mtri:)ution documentation to Ackn01·•ledgment 
Clerk. 

•' 

40. Receive contri:)ution docum2Iltation- and upda·;:cd 
Suspense Itern..c: Control Sheet - Missing or Q.tcstionable. 
Data. 

49. Admowledge ccntribution, and request furth·'~r 
infonnation or; receipts listed on the suspe"",se sheet. 
Secure fran fu;-2CUtive Director tai: of lett~.,rs for 
questionable icems. . .... 

50~ Fo:nvard contrj bution documentation to Recorcs Clerk. 

51. Annotate susp2nse sheet with date inquiry sent. 

52. Receive and file contribution documentation. 

. I, • 

••• "•\ ,. . \\ 

., 
"' 

----- .. -·--.-



·. 
MAIL LOG. 

Date: 

Prepared by: 

I. Pieces of mail received today: 

II. Pieces ·or mail furwarded: 

n. Individual and political committee 
cont1·ibul.ions 

b. Additional information on prior 
contributors or- contributions 

c. Ticket saJes, item sales, ~ass 
.' c-ollect ions, loans, and other 

.receiptG 

d. Invoices nnd expense vouc~ers 

.... 

e. All other: e.g.·, general ~correspondence 

Total 

III. Pieces received from mail ~oom: 

n. (Write in item) 

I. • 

... 

• •• ': '\. 
~\. 

EXHIBIT I 

Count 

100 
:::::::: 

25 

25 

25 

·o 

100 

Count 



(A."llc rccc i vc(l ~· L.:unp .f1i~~inq ln[o: 

.. 

CONTRIBUTOR 

INFOfl.\fA TION 

• \ 

\. 
\. 

,. 

N.1me: ___________ _ 

Horne Adure~\: ...-'------.,..---

·. 

Qucstion~tblc: 

; . 
~. 

~· 

I 
' , 

.. (, 

TilE PRESIDENT FORO CO~I~llTTEE 

P. 0. Dox 300, Wa~hington, D. C. 20J44 :.u. NO:-----

CONTRI£3UTION' C/\RD 
Q.JIC 

.(PLEASE TYPE OR PRINT.) 

-------------~-
Occup~tion: 

___________ Place of Dushcs~: 

<;ity: State: ______ Zi!': ______ City: __________ . __ St.tte· ---~=..,: ------
1\mo.vnc of. Contribution: S 
Rrce,pt Plovided o 

-----------------C.Jsh 0 Cl:cck 0 Other () ---- ---­
SPECIFY 

THE INFOf1MATION LISTt:D ON THIS DOCUMENT IS REOU1f1ED uY THE FEDE11AL ELECTION LAWS. 

Cam\."':!nts 

.. 
~· .... 

I . . . 

.. · 

: ... 
~-~ 

• I\ 

·-.: 

., .... .. 



Date Hcccivcd: Page_ of --. . . 
·. Pre:pated by: --------------------------

.. 

CONTftiBUTOR 

,. 

• . • 

.... 

Number of 

Number of 

SUSPENSE JTEJ,\S C0!1THOL SHEET 

I 
I 
I· 
\ 

i 

. I 
I 

I 
I 
I 
l 

• I . 

HES. 
STATE 

. . 

Contributors 

Cont:ributors 

UNDEPOSITED RECEIPTS 

.. 

. I 

I 
I 

t 

CHECK 
DATE .· 

CHECK i) IS POSIT I or 
M.mUNT PROBLEM DATE l.lETJIO! 

----~------~~~-----

. 
;, . 
I . 

l 

' .. 
I 
' I 

i 
I 
i 
I 
·I 

i . 
·t' 

i 

i. 
I 
; 
i 
I 

I 
I 

I 
I 
I 

... 

·,. 

(P~gc 'fotal) 
.. \ 

(Total of.all paics) 



Date Stamp •. 
~ F"a ~e ·of 

Q 

Prep~red by . 
: . 

.. 
SUSPENSE ITEMS CONTROL SliEET 

, 
Missing or Questionable Data . . 

I AMOUNT 

I 
DIS ?OS IT·t:O 

RES. CHECK MISSING jQUESTION- CLE~K· 
~~ONTF.IBTJTOR STATE DATE I "T.NF'O . AP!_:S C Q!.G If: ~TT S DA~:.. I ~ ~ -_~ "7' - -- --·----· ;_:::;;;:_;_ 

j 
missing. \ 

; 

Full Name Stat.~ or Date o{ I Amount Amount ; Kind of data Lea·ie I Le 
: : 

. pr..obable check, of of 
! 

or reason vrhy contrl.- blank bl 

i contri- ' I state money contri-
I 

out ion is question- until· : ur 
order, but ion l but ion \ able resolvedl re ' ·' I I . .. • etc., . " ! I 

I 
: 

or date I ; .. ! .. currency I i . . - ! received • •.. . ·•. \ . . I ! . .. , 
i . 

... .. I 
! I .. ' ! -._c-.. ' 

I 
! I 

t ,. t.• . 
\ 

I .. I ., "!"' i 
. . 

; 
. . .. I I . _.; .. I ! .. 

•' . 'I f I - I 

•' I i I 
I ! ' .I ! l • 

I 
. 

i ! . 
'' ! 

' ;. I i ! _, ' l I I I .. I 
; .. ~ l ' . 

";.; .. 

l I I 
,• 

\ 
t i 

4 •• I 

I ; I ~ 

: I . 
I 

\ 
t ! I l 

' I !; 
l I : 

i . . ·I 

•. 

J t 
.. i I I l ! . __ ..., ___ _ ______ ,_ ··---- -·· ... ..... ··-··"' ·- -~. ...... . . -·· .... - .. . ... .. - .. . -. -

Subtotals (Page Totals) 

Total 
.. ,. 

.. ====:::== ======= (Total of all :pages) 

-



ITE~llZED HECE1PT5-CO:'\THIBUTIOI\S,· TICI\ET I'UHCIIASES, LOANS, AND TltA~SfEHS 
r . . 

Pnrt No. ______ _ 
(Full Name ~f Candiclalc or Comrnillcc) (Usc for itemizing Part 1, 2, 3, ·t, or G) 

. 
SEE llEVERSE SIDE FOR INSTTIUCTIONS 

(Usc separate _page fs) for each numbered Part) 

-=-=--=-=-=-=-=-""·-====-=--=-=-=--======-=-=-=-==--'""'--=--=-=-==--=-=-======--=--=">=-==-=====-========-=-=-=-=-=--=--===== 
i!nlc (month, •Full Name, Mailinr: Ad<lres~. and ZIP C<Hlc 

.. 
Amount of Hcreipt ,---- --' day, year) (occupation and principal place of business, if any) Ar..~rcg-atf' YPar-to-dalc 'l'his l'criod 

(c~mplclc if applicable) 

•· " 
, 

; . 
' 

r:rg-rcgalc Year-to-date ... $ . 
. 

. 

r:{:grcg-atc Yea-r-to-date 
$.. . . --. . . 

'. . . 
IT;grcgatc Year-t-o-date 

. \ . . 
·-

• • . 

r:r,gregatc Year-to-date 

.. -

I Aggregate Year-to-date 
$ ... . .. ·~-

. 
-

r:ggregate Year-to-date 

~ 

\, 

r:ggregate Year-to-date 

... .. . . 
. . . -

• r :r.grcgatc Year-to-date 

.. 
r-~~~f:'H'g"ate ).' ear·IO·~n.tc ' 

$ . . . 

TOTAL TillS PERIOD 
(Lnst page of this Part only)--------

Page·_._. 
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Til~ PRESIDENT FOIW COHMITTEE 

BUDGET TNST!nJCTIONS FOR STATE flfl/\NCE Clli\Tltl'IEN 

INTRODUCTION 

The Fcd,cral Election Campaign Act, ns amended in 1974, requires the Committee 
\ 

to maintain a comprehensive and well contiollcd financial budget and accounting 

and reporting system.· The system is rcquire'd t•) meet the legal record kecph:g and 

reporting requirements PJ.cscribed by the ~ct, <L>. well as to provide cffectiv,, cam­

' 
paign resource maoagement. The financial activ:ties in campaign program arc~s and 

in the states will have to be closely monitored by the National Office to ih~ure 

compliance 'Hith the Act. In developing the bud get plan·,. ·we will; insofar as 

possfble, attempt to simplify the record keeping requirements at the state J ~vel, 

to permit enough flexibility to respond to day~~o-day needs, and to insure timely 

reporting for both management and compliance purposes. 
• 

. BUDGET PLAN 

'A master budget plan is being developed at the National level for use as a 

guide to plan and control major categories of receipts and expenditures. Th~, de·-

velopment 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, must 

have an administrative budget tailored for his state and approved by the Treasurer, 

The President For:1 Committee. You should prepc::re and forward an initial .. budget 

plan for approval as quickly as possible, but not later than ------------------• .. 
using the attache9 Fonnat BlOO. The budget plan, when approved.;· will be the basis 

for apportioning funds to finance fund raising campaign activities. The success 

of fund taising a~tivities will determine the extent to which we can finance the 

budget as the campaign progresses. The budget estimate should be projected at ., ., ' 
•' . ': -~ 

.· .. 
;\ 

,' 

'· 



l'ngc 2 

least through the period 'covered by the contribution quota for the state and phas<.'d 

on a monthly basis. H information is not available to complete the entire budr,ct 

pl<m in. the initial £uLmission, fill in the details as completely as possib~c now. 

and submit a•rnodified plan latct. 

.. NOTE': In those st:>tcs where it is anticipated that total reimburs:-~ble fund 1:aising 

• • 

expenses of less than $500 a month will be incurred, a budget plan will not 

be required if the fund raisers arc will{ng to absorb the co~t or initially 

fi~ancc th1! expenses and wait for reimbursement on a monthly cycle •. ~ 

budget is -required, however, if anticip~ted expc.nses will exceed $SOC a 

month or i£ the State Finance Chairman \:ishes an advance of funds reg.nrdless 

,. of the amot;nt. Hhether a budget is subnitted or not, it will be nece".>sary 

for all fu:·:d raisers to keep a record o:~ expenses incurred regardJ.es!; of 

amount . 

. ACCOUNTING AND RE)ORTING 

The accuracy and timely.reporting of actual results compared to the bud~et for 

expenditures by m.mth will be important to the Nationa1. Offiee in monitoring the 

campaign and considering future plans. The siecific reporting procedures to be 

followed for each local operation, along with procedures to be used for paying ex-

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

1 •• 

... 

.. ..;! •. 



Forre.a.t BlOO THE PRES!DEN~ FORD COMMITTEE 

ADXINISTRAT!VE Bu~GET PLAN - STATE OF: 

DESCRIPTION 

Rei~bursable fund raising 
expenses of State Finance 
Chair:-:an: 

1. 

2. 

3. 

Payroll & Ecployee Taxes 

Communications 
Hedia Expenses 

Non-Communications 
Media Expenses 

SUBTOTAL: 

Reimbursable expenses of 
····:Fund Raisers· ,.. ... -

Total Fund Ra.ising Expenses 

Non-Fund Raising Expenses: 
(Identify, if any, on 
separate sheet) 

GRAND TOTAL: 
-.; 

7/75 8/i5 

'"'7'---:--

---- ------

---- ,, ----

SUBMITTED BY: _ __._..._..._. ____ _..._. ________ _..._... ________ ~ 
State Finance Chairman 

.APPROVED BY: 
Treasurer,· .The President Ford Corrunittee 

(Instructions on Reverse-Side) 

(Including estimated costs to be reimbursed 
fund raisers in the state) 

~. 

FOR 'T-'-=-_.,_.t:., N0~:11 OF: 
9/75 10/75 11/i5 1'2/iS · 

---.-. 
---- ---- ----

. . ---- ----
---- ----

---.-- ----

DATE: ----.-.-.-.--

DATE: 

to all 

TOTAL 

·--



·. 

, 
., 

--~· ... .,. ~-

-·· ... 

.. ::" 

1. 

2. 

3. 

INSTRUCTIONS 

. ~ 

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

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

Co~uunications media expenses include expenditures for television, radio, newspa?er or 
magazine advertising, cutd0o~ adv~rtisin~. or c~pcnJitu=as fer the cost of the telephones, 
paid telephonists and automatic telephone equipment obtained for the specific purpose of 
co~~unicating with potential voters. It does not include costs incurred by an incividual 
volun~eer for use of a telephone by him. 

4. Non~com~unications media expenses include all other expenditures.for rent and occupancy, 
equipment rental and purchase, telephone, postage, travel and transportation, supplies, 
outside services, insurance, etc. 

5. ·.Reimbursable expenses of fund .. raisers include the total of estimated reinbursable travel 
and other expenses of individual fund raisers. 

6. Submit the initial budget plan as soon as possible, but not late.r. than --'"---------• ·· 

7. Submit revised budgets as required. 

. .. 

· .. 

. ' 
I 



. . . 
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TilE PHES I DENT FOHD CQJ.a,{ITTEE. 8/11/7 5 

Cll/\HT OF ACCOUNT;3 ACCOUNT DESCHIPT IO!JS 

.ASSETS · 

1000 CAS!l ~ .. 

\1.001 .Q_pcrat1nr. 1\ccount (Dual Sir,n.ature) 

To record all committee receiptdi and all dis-

bursemcnts in excess of $2,ocq.oo. Account trans-

acti0ns require signatures of two out of the four 
, . 

authcrized check sicners. 

1002 Oporat:t;·:r, Account (Single Sign<:ture) 

To rec··l:nd all committee disburr:ements of 

$2~000.00 or l~ss. 
. . \ . 

'· 1020 }'ayrol~ Account 
• 

To record semi-monthly disbursEment of committee 

payr0ll. The account is to tc maintained on a zero 

amount imprest basis· and is to be reimbursed from 

the operating account (1001) ror the sum of payroll 
' -~ . 

checks and related taxes at the end of each payroll 

period. 

lOJO Petty Cash - Finance Office 

To record amount of petty cash funds _set up by the 

committed~or use as minor disbursements. The 

petty cash fund is-to be maintained. on an imprest 

basis. No single transaction is permitted to 

be in excess of $100.00. 

lOJr Pe~ty Ca~h - Canmnir,n Office 

To record amount of petty cash funds set up by the 
\~ ~~ 

committee ·for usc as minor d isbursemcnts. 

.. 
The 



·. 
petty cash furid is to be maintained on an 

imprest basiD. No Dinclc transaction io permitted 

to be in excess of $100.00 • 
. . . 

' 1100 RECEIVADLES 
' 

.. 

' ' 

'\ 
1110 Accounts Recciva1le 

To record all receivables (dcb·~s ~~d oblication~ 

owe<.i to th·c ·committee) other than 11 a-dvances 11 , 

11 matchine funds receivable", and "accrued interest 

rec£ ivable.u 

1120 Advances 
,. 

To re,'ord payments made (to si..:1ff personnel, volunteer 

wor;.:;:ers, and other p.ersons) tor committee expenditures. 

Sue~ persons must furnish receipts, paid bills, and 

so ~orth to the committee as well as any unexpended 

fun.:'ls. 

1160 Matc~~ng Funds.Receivable 

To ret:ord funds due the committee f;rom the- U. s. 

Treasury's Presidential Prifuary Matching Payment 

Account. 
,_ 

1170 Accrued Interest Rec~tvable 

To record interest earned on n_otes,· bonds, and so 

forth, not yet received. 
i. 

1180 Pledr,es Receivable 

To record pledges made in writing by contributors • 

.. 
1300 01'l1ER /\SSETS 

., ... 
·, I 

I t ~ \ 

To record amounts· on deposit made for use of te.lephono 

an~ t~lephone equipment; r0ntnl of space or equipment, 



TilE PHES l DENT FORD Co:l:·llTTEE· 8/11/75 . 

· . 

. 
and ,so on, which will be refunded· to the committee. 

1330 lnvcst,mcnls Investment J,cdr;cr 

' ' , To record tl1c cost of investments, such as certificates of deposit, 
f 

made by the'committce. 

1390 Value of Go0d~> Received as Contributions 

To r"ecord tl.c estimated value of goods rc'-eived as contributions to the 

committee. 

LIABILI'l'IES 

2000 Pr\ )'ABLES 

2020 Loans Payab"l_~ __ Ba_l_1l_<.s_ 

To record anounts loaned to the conuni t teP by banks. • . • 
. 2030 Loans Payabje - Individuals 

To record alP.Ollll t S loaned to the committet~ by individuals. 

RECEIPTS 

4000 INDIVIDUAL CONTRIBUTIONS ... 
-~ 

4010 Currency Received 

To record cash received by mail, direct solicitation, or ot~er means, 

where the contributor can be identified by name, principal place of 

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

not more than $flJO.OO. Contributions of $10.00 or less are also 

recorded in this account. .. 
4011 Currency Received - Suspense 

To record cash received that· is question~ble, such as a receipt from 

a contributor who r.:ay be ·a corporation., that contains miss:ing dat:l, or 

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

~-~ . \ _\ 



r l"ORO CO',!'.! T.:......--1'Tr:.r:, Till: T'RESTDl·X · 1 1 --------- ~~~~~---

8/11/75 

. · . 
4020 _Curr~·n~_l Equ ivn 1 <'~~ 

· 1 k orders, certified checks, 
To record receipts of personal clcc.s, money 

. i . other means, ~here the contri-
and the like, by mail, solicitat on or 

i 1 1 of residence, date, 
butor can be identified by name, princ pa p ace . 

f $10 00 and also by occupation 
and amount for contributions in exce~s o . ' 

for contributions aggrcgdting mor0 than 
and pri~cipal place of business 

'$100.00. 1 are ·also recorded in this Contributions of $10.00 or ess 

account. 

/1021 CurrcJt.::y Equivnlcnts - Suspense 

To retord receipts that are.questicnable, that contain missing 

,. data, or that aggregate more than ~:1000.00 from the same cqntriLutor. 

4030 Donations in Kind. ,. . 

. 
To record the estimated value of gocds received as contributions 

to the committee. 

4060 Securities Received, at 'fair market value at date of transfer 

To rec0rd stocks, bonds, and simila~ instruments received as con-

tribut1ons to the committee. 

4090 Return of Unacceptable Corrtributioni 

·~ 

·<t 

... 

To record the return of funds for unacceptable contrib~tions~ 

such as individual contributions exceeding an aggregate of $1,000.00, 

corporate contributions, and so forth! 

4100 SALES 

4110 Ticket Sales . I.. 

·. 
To record money received froni ticket sales for dinners, luncheons, 

. . 
rallies, and similar fund-raising events. 

4120• Hass Collections 
.;~ 

l'o record amou'nts ·received. from. pnideritHicd contdhutC)rS at 

rallies and specia~ events. 

. · 

~! ... , ,I 

•\ .. 
. . 



41JO Snle of ltcmn 

'l'o record the' amount received from the nule of items 

such as buttonn, bumper stickern, literature, and 

similar materials. 

4 200 co;.e.!ITTf(E COtlTH TBUT I OilS ... .. 
' 4210 Committee Contributions·- Identified 

'l'o rec01'd contributj.ons by p~liticu.l committees,. identif~ed 

by na11e and address. The aggr.cr;ate amount cannot exceed 

$5,00''.00 for any one commiti..f::!e. 

4211 Commi tt,;c Contributions - Suspc2~~ 

To reco~d contributions by pol~tical committees that 

,. are q~estipnable or that coniuin missing data .. 

4 700 BAT CHING FUi:DS 
\ . 

~ To recard the amount of funds received by the Committee 
• 

·from the U. S. Treasury's Presidential Primary Matchi~g 

Payment Account. 

~800 PUBLIC FINANCING 

To record the a~ount of funds received by the Committee .. 
-~ . 

from the u. s. Treasury 1 s Presidential Election Campaign 

Fund. Such funds are to be used for a presidential 

nomin~ting convention or a presidential election. 

lt900 OTHER RECEIPTS· 

4910 Interest I~some 

To record interest earned and ~eceived on notes, 

treasury bills,: and so forth. 

EXPENDITURES 
.. 

6000 FUND HATS HlG F.XPF.NDTTUHES 

6010 Payroll and Frin~e Benefits 
~. ~-. 

To record t'he gross salurl~es and wages paid to 

employees, including Fe~cral, state, and local· 

.; 



,. 

• 
' 

tuxes·, atJ well un employer Fcdcrnl taxca (F·. I.C,II.,) 
·. 

~nd Federal ~nd atatc unclnplo:rmcnt insurance tuxec. 

This account does no~ include non-salaried volunteers 

or professional personnel bn r~taincr or other fixed . 

fee reimbursement arrangements .• 

'6020 Rent & Occupancy 

• To rcco:·u amounts expended on rental of office space, 

par~~ng f~cilitics, utilities, office· phones, 

main'L·~nance, and similar i te·.ns. 

60.30 EquipJ:~c"D.t Rental & ·Purchase 

To record amounts cxpend~d for the purchase or rental 
,. 

of furniture and office equirment. 

6040 Suppl5e~ ' . 

·To re~ord expenditures for office supplies such as 

·papc:i:', pencils, rubber stamps:, and so on. 

~050 Cbmmunications 

To rercrd expen~itures. for special canvassing telephonE.:::;, 

telq,rams, telex, WATS lines, postage, f~ight, printing, 

mailing lists, buttons, stickers, literature, and 

similar items. Direct mail campaig::-..s, when impleJnented 

by an outside service, should be recorded under this 

account." 
.. 

6060 Media Time & Space 

To record expendituies for TV, radio, newspapers, mag~zines, 

and outdoor facilities~ . . 
6070 Travel & Related Expenses .. 

To record C:>::penditures for tranDportution, entertain-

ment, me~ls,.lodginri, cq~ferebccs, nnd~~ectings. 
~: ~- :I . \ \ 



• 

1'11~ l'I\ESIDE~rr FOIW CO~I!·!JTTEE 8/11/75 

·. 
6080 Ouu;idc Services ..:__ __ 

To record expenditures for lerial, accounting, EDP, pollinc, and 

similar services. . . . . 
6090 Other 

. 
- To record expenditures for sdlc.s u~xes, personc1l property taxes. 

transfers of securiti~s, intere~t expense, insurance, and otl1er 
. . 

expenses not' directly identifiable with any of the above expenditure 
I 

accounts. 

7000 NON FllliD RJ\lS H\G EXPENDI'l1JRES 

7010 R_ayrnr.l c-md Frint;2 Benefi t5 

To record tfie gross salaries and ~~ges paid to employees, inclu:ling 

Fedrital~ state, and local taxes, a~ well as employer Federal t~x2s 

(F.I.C.A.) and Federal and state pr.~mployment insurance taxes. 

This ·3ccount does not i_pclude non-~alaried volunteers or profes:;lonal 

personnel on· retainer or other fix·: d fee reimbursement arrangenwn ts. 

7020 Rent & Occupancy. 
... 

To record amounts expended on rent1l of of-lice space, parking 

facilities, utilities, office phones, maintenance, and similar 

items. 

7030 Equipment Rental & Purchase 

To record <Jmounts expended for 'the purchase or rental of furniture 

and office equipment. 

'·· 
7040 Suppl i_e_s __ ·. 

To record expenditures for office supplies such as paper, pencill}, 

rubber stamps~ and so on • .. 
·. ., ..... 

. • 

·. ·. 



.. 

. TilE Prn:~; I DEllT FOHD COW.iiTTEE 8/11/7 5 

r/Q ~ Q C 0 r.H:lU i1 l C 3. t l 0 n !J 

To"rccord expenditures for special cunvnGsinG 

teleph6ncs, telearurns, telex, WATS lines, postnae, 

frcicht, printinG, mailing.·lists, buttons, stickers, 

\. 
literature, and simi~ar items. Direct mail campaicns, 

when. implemented by an outside service, should be 

reco:Jed under this account. 

7060 Mcd ia 'l' ime r;_·· Space 

To record expenditures for TV, radio, newspapers, 

maga~ine, and outdoor facilities. 

7070 Travel & Related Expense~ ,. 
To record expenditures for traLsportation, entertain-

~ent, meals, lodging~ conferrnces, and meetings. 
~ 

• 7080 outsid2 Services 

To reci·rd expenditures for leg~l, accounting, EDP, 

polling, artd similar services" 

7090 Other 
... 

To reccrd expenditures for sal€ s taxis, personal 

property taxes,· transfers of securities, interest 

expense, insurance, and other expenses not directly 

identifiable with any of the above expenditure accounts. 

8500 GAIN OR LOSS : 

8 510 S e· cur it. i c s 

... 

'. 
To record gains or l~sses of securities received as 

contributions ~o the committee or purchase~ with 

committe~ funds, measured· from the tair market value 

at dnte of,receipt or purchase. 

$515'Asncts . ~ -\ .. 
• 1 \. 

·To record the cain or lose of ussets received as· 



1111~ J'lt)',,>li'J'.!ll !"~/1\ll \JUidJH.l<1>"• 

·~.---
U{J..J.{I..J 

contributi6JfD 'to the committee or purchnocd with 

committee fund:;, mcunurcd from the cntin1utcd vn1uc of 

tl}c coods ut the. du-t:e of receipt or purchu~;e. 

9000 J.~EJ.\0 i\CCOllllTS -· .. 
6100 Restricted Funds 

Account to be defined at n i~t2~ d~te. 

I . 

. . 

... 
·--: 

I. • 

.. 

. ~ _: 
, .. 



August 19, 1975 

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

Dear Commissioners: 

Reference is made to the advisory opinion 
request submitted to the Commission on August 18, 1975 
regarding accounting and reporting instructions 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 Dr 
receiving work relief benefits, including unemployment 
compensation. which are provided at least in part by 
monies appropriated by Congress." 

Sincerely, 

/ 

Robert P. Visser 
General Counsel 

rpv/nt 




