How to disclose subvendor expenditures

A subvendor report is filed when a candidate or committee makes an expenditure of $5,000 or more, in the aggregate for
the calendar year, to a vendor, and the vendor makes expenditures of $500 or more on behalf of the candidate or
committee. The candidate or committee is required to disclose how the vendor spent the money.

This illustrated guide demonstrates how to e-file a subvendor report using Reporter 7, OCPF’s e-filing software.
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Log into Reporter 7 on the front page of the OCPF website.
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Select the All Reports tile.
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Choose the Subvendors tab.

OCPF Reporter 7 Home Reports Tools

Reports sppieseed, Johnny "DEP" (40005)

Switch Account

Y Report Year: 2021 -

Deposits Credit Cards Reimbursements

Create A New Deposit Report

Deposit reports are filed each time: 1. Checks, cash or money orders are d

Payroll Subvendors Year-End Report

2. Credit

Card contributions transferred from a 3rd party, 3. funds transferred from a count

into your depository account.

Status Seq. Deposit Date Receipt Total

Draft 133 10/14/2021 $0.00
E-Filed 132 3/5/2021 $500.00
E-Filed 131 1/2/2021 $100.00

Deposit Date

Net Deposit
$0.00
$450.00

$2.00

Create Report

E-Filed
415/2021
1/21/2021
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Enter the report date and the name of the original vendor, then click Create. Please remember that the expenditure to the
original vendor has previously been disclosed by the committee bank.

OCPF Reporter 7 Home Reports Tools Switch Account

Reports Appleseed, Johnny "DEP" (40005)

Y Report Year: 2021

Deposits Credit Cards Reimbursements Payroll Subvendors

2021 Subvendor Report -+

10/18/2021 Minuteman We

Subvendor reports are filed when a committee directly pays
a vendor, who in turn, pays another (sub)vendor. These
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Click the Subvendor Payments tab.

OCPF Reporter7 Home  Reports Tools  Switch Account

Subvendor Report 2ppieseed, Johnny "DEP" (40005)

This report is a draft. It will not be considered e-filed - il you complete =~ file it. When ready to file, switch to the summary tab and click the E-File Report button.
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Enter the subvendor information and click Save. In this example, the vendor, Minuteman West Consulting, paid $750 to
another vendor, Top Stat Polling, for a text poll. Top Stat Polling is the subvendor.

Subvendor Report Appleseed, Johnny "DEP" (40005)

This report is a draft. It will not be considered e-filed until you complete and file it. When ready to file, switch to the summary tab and click the E-File Re

A Summary Subvendor Payments

Subvendor Payment v

10/18/2021 $750|

Top Stat Polling Company

12345 West Street Springfield MA 01101 v
Campaign Poll (text Message)
Y Filters:  Filter by Name --- ALL RECORD TYPES --- Vv Start Date End Date Minimum Amount Maximum Amount
Date Subvendor, Address Purpose
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FINISH: Return to the Summary tab and e-file the report.

Subvendor Report 4ppleseed, Johnny "DEP" (20005)

This report is a draft. It wi" be considered - = 1d until you complete and file it. When ready to file, switch to the summary tab and click the E-File Report button.

M Summary

B8 Export to PDF

Report Date: 10/18/2021
Vendor: Minuteman West
Subvendor Payment Total: $750.00

By clicking the "E-File Report" button, you are certifying under the penalties of perjury that: 1) you are the candidate, the duly appointed treasurer or an authorized user who has been granted
permission to e-file reports and statements on the candidate's or committee's behalf; and 2) this report has been examined and approved for filing by the candidate and the committee treasurer (if
applicable) and that it is, to the best of your knowledge and belief, a true and complete statement of all campaign finance activity, including all contributions, loans, receipts, expenditures,
disbursements, inkind contributions and liabilities for this reporting period and represents the campaign finance activity of all persons acting under the authority or on behalf of the candidate and/or
committee in accordance with the requirements of M.G.L. c. 55. Moreover, clicking the "E-File Report" button to file an electr campaign financegeport or financial activity statement with OCPF is
your electronic signature of the report.

I E-File Report




