P=OKLAHOMA

www.ok.gov / Oklahoma's Official Web Site

COMMITTEE GUIDE

Oklahoma Campaign
Reporting System (CRS)




Oklahoma’s Campaign Reporting System

Page 2 of 21
Contents
OVERVIEW ..ottt ettt ettt ettt et ettt e et e ettt e e et et e ea e e et e e e e et e e e e e et e e e e e e e enn s 3
REGISTRATION PROCESS (Password and LOGIN PrOCESS)...cuuururueiuieeaieeeeeeereee e e e e e e s enreee e eanee e eanenns 4
CAMPAIGN REPORTING SYSTEM ...ttt ettt ettt ettt ettt e e e e e e et e it e e e e e r e s e e e e r e e ennen 6
CREATING A CONTRIBUTION AND EXPENDITURE REPORT (C-1R) ..tuituituieiinieieiee et et e et et e e e e ee e e e 8

=OKLAHOMA

——w W W .0k .g oW

D



Oklahoma’s Campaign Reporting System
Page 3 of 21

OVERVIEW

Oklahoma Ethics Commission’s Campaign Reporting System

This guide is intended as a desk reference for users of the Oklahoma Ethics Commission’s Campaign Reporting
System.

Basic Rules
1. The Campaign Reporting System is for use by state candidate committees and non-candidate
committees in the State of Oklahoma.
2. Submitted campaign disclosure reports are disclosed to the public via the Public Disclosure
System.

Who Can Use the System?

Only Oklahoma registered candidate and non-candidate committees can use the system to create and report
statements of organization, campaign disclosure reports, last minute contribution and expenditure reports,
and reports of electioneering communications to the Oklahoma Ethics Commission.

The foIIowmg reports are accessible online:
S0-1 — Statement of Organization filed by Candidate Committees
S0-2 — Statement of Organization filed by Non-Candidate Committees
C-1R — Contribution and Expenditure Report filed by Candidate and Non-Candidate Committees
C-3R — Statement of Inactivity filed by Candidate and Non-Candidate Committees
C-4R — Last Minute Contribution Report filed by Candidate and Non-Candidate Committees
C-5R — Last Minute Independent Expenditure Report filed by Non-Candidate Committees
C-6R — Report of Electioneering Communications
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REGISTRATION PROCESS (Password and Login Process)
Step 1:
New user selects “Need a login?” to begin the registration process.
T
P ORLAHOMA
et / Obdeoma s
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Select “Need a login” to enter login
information for a new committee that
has not been registered with the Ethics
Commission. (SEE REGISTRATION)
Step 2:

Complete the registration process screens. Your registration request will be sent to the Ethics Commission for
approval or denial within 2 business days. If your registration is approved, you will receive an email that
validates your account and enables a password selection.
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Step 3:

The link for Step 2 opens up a page where you can select two security questions and answer them. The
security questions serve as an account validation if a password is reset or lost.

Commission
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Step 4:

Select a password that is compliant with the state’s security policy. Remember your password, or keep it in a
safe place. You will need your password and ethics number to login to the Campaign Reporting System. You
will be required to select a new password every 90 days.
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CAMPAIGN REPORTING SYSTEM

Step 1:

Upon initial login into the Campaign Reporting System, you will be required to file an SO-1 or S0-2 for your
committee.

I
&G[’i T:F"LHLEH‘:I'TV Oklahoma Ethics

Commession
— e

Campaign Reporiing ‘Wiakcone Test 30NE (110001)
Hestin

Priic Disslusere fou must file & S0-1 bafone fing oniire. Filg S0-1
Halphs Hints

Dkahama Eics P .
Camimisalan e anee

Saale of Okahoma
Wil Sita

Lofaus

You must file a statement of
organization for your committee
(SO-1 for candidate committees
or SO-2 for non-candidate
committees).

Capyright 1S Sizmis af Dikdskama
Prli ALgi Priy

Huig Cunk | Polician | Abhout Cldabama’s VWb Pootal | Fased back

Step 2:
Once you complete and submit an S-01 or S-02 (Statement of Organization) you will have access to the
Campaign Reporting System’s Main Menu.

OKLAHOMA

_www .0k .gov




Oklahoma’s Campaign Reporting System

Page 7 of 21
.
FAOKLAOMA -~ cxtons s
c Commisaion
it Ry Welcome Test 7012 [112007)
f o LS
Public Mesiosum Commimgs Adminisirabon
Hudglul Hints Mo Pencing Fepors at this Ame
‘Dilshama Rthics
iy Elie Herw Repoeis
Siafe of Ckiaboma Wiy Sobmimed ISecorty
Wah Site
Armind Suteried Ripors
Lasgausi
Legat

P OKLAHOMA

= www.ok.gov



Oklahoma’s Campaign Reporting System
Page 8 of 21

CREATING A CONTRIBUTION AND EXPENDITURE REPORT (C-1R)

Step 1:

After initial login into the Campaign Reporting System, you will be ready to file a C-1R for your recently
registered committee.

PUOKLAOWA -~
|

Caripagn Ruperiog
b I L
Pubilic Disslosure
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Dilshama Rthics
Commisaion

Sinte of Ohiahoma
b s

Looegeiil
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Commimes AIm inisiralion
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Ei Hew Beporis

Lo

Oklahoma Ethics
Commisaian

Select File New Reports on the
Main Menu. You will have
access to create a new report
applicable to your committee
type and the period.
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Step 2:
Select the C-1R from the drop down of available reports.

“

Fa OKLAHOMA Okiahoma Eifics
J_ -’/' Ciedion
Campaign Regarting File & Maw Mo port
Haetia
m— * Resport Typa: |
el it Hiras Mack | (Comirue
Cetahoma Ethicn

Etali of Dalahame
Wl S

| Logou

Select the C-1R report from the
drop down menu.

Step 3:

Select the reporting period for the C-1R. Your options may be quarterly, monthly, annual or based on election
dates. The options vary according to your committee type.

|
Fa OKLAHOMA Cidahama Ethica
"_“f Commiasion

Campaign Asporing Flle a Mow Report
e oW Lo,

Choose a reporting penod for the C-1R
I“'F D'I_I-FM_FI'

S Qusety — Jan @1, 2005 hrogah M 31, 2008
T Quaredy — Apr 01, 2005 ihrough Jun 30, 2005

Quisflirty — Jul 01, 2005 Infgiugh Sap 3¢ 2005
1 T Ol i,
Wai Bia : Cumriarty - Ot 01, 3005 thigugh Dec 31, 2005

| Koo

Select a reporting period for
the C-1R report.
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Step 4:

If applicable, you will complete information to create the initial C-1R report.

FUOKLAHOWA o~
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Commissian

Campalgn Reparting
Histin
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55 in the aggregain. Mote: I you deckde o Pamize, these transactions wil be accessiole Trough the public disciosune system
5 Yes 3 Mo

* Is this the final report because you ane ckising oul your commiiee?
Y

Bk Cantinu |

Step 5:

The C-1R menu will enable you to enter contributions, expenditures, view the C-1R and submit it to the
Oklahoma Ethics Commission.

Campaign Reperting
Haoms

Publie Disclosire

Hslgtul Hints
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Lograul
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Step 6:
The manage contributions option allows you to enter contributions into the system for the C-1R report and its
schedules. Schedule totals are displayed to assist you.

~—

I Commission

Al Rl J Pl C-1R ) Coarson Mong

Campaign Beparting Tasi 100000 100000
Home Coniribution Type Srheduia Raparting Period Totals
Public Discloaurs Conirbulions fram persons amser
————————— | [than committees Aehecde £ iR
Helphal Hinds Refunds fram persons other tham
N Bchecue & 500
e ComElEes
Conlrbutions from commitines Schodyip A 125.00
Oklahema Emics e ;
Py Fefunds oM cemmilless Sebeue Al 2500
T Loans, promissary notes, seourity
State of Oklahsma apreaments el &0.00
Wb Site
Mehdte | |Refunde rabstes, intarest, sakes of ;
Logous assais, eic SO 0o
In-kirdl conirbulions Schadue D 00
'Written agroements Echaduie 01 an
Fundrabers Scheduks & an
Bk

Step 7:
Follow the onscreen steps to add a contribution into the system. Below is an example of a schedule
transaction.

a. S
ﬂ@K%I[DMV Oklahoma Ethics

= Commizeion

Piazm Marw 1 Fil
Gampalgs Reporting Scheduie A for the reparting perod Dot 07, 2005 1o Dec 31, 2005
FMome

Toaniar a ransachion on aralhar echecule, hit the back buttan
Pudslic Diselesun

Trarsadons llem@ad a5 0ans™ are pulked from the Schecuia 8. 0 you nead oo edi or delele ihesa ransactions
Helpdul Hints plmaza vl :

ol o Trarsactions Hemimed as *writen agreamants® are pulled fram the Schedule D1.  yow nead to edit or delete thass
OManama Ethics Irensacions, pieese vail Schedue 07
Cernmission
add & conributan
State of Didatams
‘Weh Site Occupation and
—_— Date | Amount af Kabun of Camgalgn-
AT e e actiir, | Accented Bontibution  Gontrioution | totate | “U0
Cer 06, [T
Hames Spacer Arior Self 005 31,0000 Loan 200000 . ;
ocro3 EaE Deleta
MIEE TOADY ki [oRs Crak afsaih S 0000 Weritlen IREtra menl 100,00 LUEg
il Dejerse
ks Coling o sl o 100000 Writien Insmument 2as00  Use
SN |

Add & conributian

— Lo
i \ Select add a coptribution

from the Schedule A Menu.
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T

Campalgn Rapaitiig
Hams

Fublic Disclosure
Holplal Hints
Conmact Us

klahama Ewics
‘Commission

Biste of Ohlahsma
Wab Site

Logout

FLOKLAHOMA

i | 52 b &, | C:

“FirstMame:  oe
Bidale Name:

“LostMame:  [sman

e,
Okishoma Ethics |
Commission |

Enter a contributor name or a
partial name to search the
contributor database.

Campalgn Reportimg
Home

FEOKLAHOWA o~

Oklahoma Ethies
Commission

Schadule & for the reporiing perlod et 00, 2005 16 Des 31, 2005,
Grap & Mew Conribusor

Halpful Hints
Contact Us

Dklahoma Elhies
Cornimi ssian

Heate of Dilahoma
"Weh Sine

Lagsut

Oocupation, Emplayer of | Campaign.io.
Contrbutar Addrmes Bt .oty i A Actian
FRIL ) SMITH f}i‘ 7}11?':“ Oklahama Gty ey e pp o

(B \

If your contributor is not
listed, select create a new
contributor.
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|
FaOKLAHOMA z =
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Gampaign Reportiag " Sireel AdUNEEE | 123 Main Seet
Home
Fusilie Diselosure * iy Delshnma iy
Molphul Hontn © Slate: aF - Okisoma £l
Contact Us

= Zip! 11
Dilahoma Elhies
Lt “ Qecupatian Office a1
Sitate of Oidatoma
Ml “ Emplayer: Srare: of Ol awawa
Lagsit

Bk [Continue

Enter contributor address
information.

I | Fosdhack

Commisgion

EjﬂK%ﬁHﬂMﬂ// Oklahoma Ethics

Nines, Warwi | C-17 ¢ Schariuls 4 ¢ dd Contribeion

Eampaign Reporting Contribution Detall
Homo
N Dale Aotepled: w [ ¢ s (mmddha
elphl Hals * ArFaLL LT
KLontactle QL records ndicate Nl Rk 18 e Ars: irarsaction far (s cormibulor in the sysiam
Gidahoma Bl I the contribautor alresdy has am aggragale amaurt for conlrbutons 10 your commities anter it here
Coammisasnn [a nal Incluca the amount of this iransacion In e aggregane amount
| e e Enber zero if the contributar has not given any amount priar i this contributian
Stane of Didamoma
Weh Site * Praviaws L. . .
T Apiagate $050 If this is the first time the
Laoge Amaunt: . .
contributor is entered,
il Writren miremen: 18 you will be asked to enter

an aggregate amount.
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- ———
Oklahoma Ethies
Commission
Fim C-1 1 | Cociriution Mers ! S haduis &,
Campalgn Reparting Schedula A far T reporing parisd Qe 01, 2005 o Dac 31, 2005
| Homa
Ta efvier a frarsaction an anether schedule. hit the Back pution
Pulsiie Disclos s
Transachone Bamized 85 "ene" ara puled from the Schadule B, IF vau need o ecit or delefs hese iranseoions,
Vel pfial Hinte please visl Schedule B
s i Transachons amized as "written agreements™ are pulled from the Schaeduke 0. 12 you need bo edt or delede these
Dlaheama Ethles ransacions, please ylsn Schece 01
Commissien o
The Irarsacion was sdoed succesaily,
S1aie of Oklahama
Wl Siie Ag 8 COmFRUgen
Lyt Dccupation and
T T Dane Aamvaunt of Hature of G.‘l‘lp*‘l—
Contribut I Prinaipal Actl
L E’ﬁ;ﬂ;‘:’“m." Accepted (Contrmution  Contribution fo-date e
lames Spader lcsar Sell S, 3,000,001 Losn 300000 "—E""‘
et 03 Edii Delete
PIKE TORDY clerk joe's crab shack ;mﬁ H 100,00 Wrimen InsIFurent 100 ) [H-1
Edil Dabine
ik Cellie Eﬁanm Ergineer D;t'au'sz' 100000 Wrinen Instrument w500 Lae
E lsn ! |l !
Edil Deble
Fofioa Manaqer Saie Qg o1,
o Smith kor Oikiahoena 2005 100.00  Wriman Engirument 150 .00 L rLﬁ_e ,
Agd a conirbution
Step 8:
Return to the C-1R menu and select the “Manage Expenditure Tool” to enter expenditures for the C-1R report.
.
d g Cesmmizgien

Bhary Whern, | Py e | - 1R
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Step 9:
The manage expenditures option allows you to enter expenditures into the system for the C-1R report ad its
schedules. Schedule totals are displayed to assist you.

Commizeion

&OH%IEDNLV Oklahoma Ethics

Mais Flany ! Flis O-100) Expasdiurs: Masa

Eampalgs Reporting Tas! 100000 100000

Home: Expanditune Type Scheduba Ragparting Parind Totals

Futili e Diselesurs Monietary Expendilures Sehpau E 100
Wanetary fransfans to other ;

Halpdil Hite gl Schedule G il

Ceniact Us Manstary Irarsfar rafunds Schadule G [Tl

OMuhosn Ethies gﬁxﬁgfﬁm o Schadule H a0

Cernmission -

T Experdiures ncurmed Echagule | on
State of Oldaboma = -
ey Loans amed by comimiies Scheduls J 3,000.00
Lagaut TRark |

Halp Cask

Step 10:
Follow the onscreen steps to add an expenditure into the system. Below is an example of a Schedule E
transaction.

e, |
a. EQKIAHOJ"@\ Oklahama Ethics
Commission

Polals, Mars,; P D4R ¢ Egprdorn M

Camgpalgs Riporing Schedule E for e reporting perlad Ot 01, 2008 1o Dec 31, 2006, |
o Trarsantions lemiped a5 Loan - Payment” are pulled from e Schedule J. I vau need 1o ol ar deisie hise

Public Dsslcmare raneaclions, plesse vdall Schedle )

Helpful Hinis —: Toender 8 ransaction on aralker schedule, hE the back bumon

Senlact La Al an expendiire

E::::;uih Diart Dwoscription and Purmposa Wondor Amount Action
ik s focati, 2005 descripuon - purpese [Tesl 1y AN D
‘Wit Site IS I

&did an axpendiure

Logeut et " \

Select add expenditure from
the Schedule E Menu.
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Casngaign Reporng Sysbem

2§ Expaaciirs Maaii | Sohegids £ | Wondor Moma

Campalgs Reporisg “Wapdor Mamar | Sam's Subs
Herne

=, =y i
Pisblic Disclosars {esek’) (Tonunue

Cenlacl Us

P E_nter a_vendor name and
Commipion =~ hit continue to search the

State of Ditanoma vendor database.
Wieh Sita

Logeut If the vendor exists,

address information will be
available for selection and
will be pre-populated by the
system.

.|
OKLAHOMA a Ethics
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elmin K I T-1 A Cxpeodiure PMacu | Schadule B Vandor Rars | Vsaded Inin
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Pubile Disebeasais *Chy: Dklaboma City
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Commission i N = -
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Enter vendor address
information and hit continue.
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Gampalgn Reporbng
Hema

Pubille el o
Halpful Hints
Contact Us

Oklahoma Ethees
Cermmissian

State of ODkdahoma
‘Web St

Logeut

Commizeion

Ej QIEHI[UME/ Oklahama Ethies
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" Dale of T 1] & o ] o
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* Amaunl 3 10000
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Frack (" Subrit Transacton

Enter expenditure detail and
select submit transaction.
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Step 11:
From the C-1R menu, you can view the C-1R form before submitting it to the Ethics Commission.
.
P OKLAHOMA Oklahoma Ethies
R A Mo s

i Perding Rageirs ¢ PG 1R

Campalgs Ripadtiag C-1R far tha repaing periad Oct 01, 2008 o Dee 31, 20056,
Hemne

arage Conlrfunens
Puhliz Dzl caars

g Exngndil
Halphul Mirage Expedilices

Centact Us Wiew C-1F Foem <\ :
Okahoma Eihics Sl reprl 1o Okianoms Eltcs Gommission Select View C-1R form to see a copy
SGommiysion of the C-1R form prior to submitting it

Shate of Oilahoma ) to the Ethics Commission.
Wb Site TRark

Logaut

Once the report is complete, select
Submit report to Oklahoma Ethics
Commission.

-OKLAHOMA

WOW W a k g oV

iy




Oklahoma’s Campaign Reporting System
Page 19 of 21

Step 12:
Below is an example of the View C-1R form from the C-1R main menu.

OKLAHOMA

WWW.n

Oklahoma Ethics
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- )
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- Tohlder hie b. Tkl
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1 ik

ECORTREBUTIONS ACCEFTED FRGW FEREOHE CTHER THAH CORBATTEES W
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Step 13:
Below is an example of the Submit Report to the Oklahoma Ethics Commission option. You are able to review
C-1R line item totals before the report is submitted.

ﬂ'ﬂ}/ Oklahoma Ethics
Commission

ERCELA

st i a1y ! Sslwid L-1R

This Befion will submit the C-1R for the reporting perod Oct 11, 2005 o Dac 31, 2005

Camaaign Reportisg
Homs Pragae canfirm tat all of welr 166815 are acurals pior 1o submiting the C-1R.
Pusilic Disch To view snd print ihe raport arad tha schedules s they wil appear in the public dsclosure click hara
Fi 1
Halphul Hns Carry Fanyard ]
Taotal far this mpoting Total Gampalgnstos
Comlacd Us poriod date
Okdaioma Ethics. Canributions Scepled oM peraons amer En
R Sommittas [Sohaduie A 1,145.00 1,145.00
m;_m Canribugions accepisd from commilices (Schoeoul Al 126,00 126.00
fr e Loars, promisery RoleS of SSOUrly agresments receed
Logeut {Schedule 8) 3.000.00 3.000.00
Cthar receipts (refanss. rebsias, Interast, sale of sssets, 0 o0
cto) | Schedule ) :
Total monetary receipls [Scheoule A = Schedule A1+
Schedule 5 + Schedule Cf 4EITHIE A ZT T
Ineking conributions (Scheculs 0 o 20
Wirles agreemans (Sehedide D1) .o 0
Aggragate ol recelps (Tetal Monetary Recaipls »
Schedule 0 + Schacula D7) HITLD A2
Expentilures Made(Schedule E] 10100 101.00
Mbarelary Transhars (Schedue &) il .o
Aggragate wial moralary scpendiings [Scheduk E =
Scheduls F + Scheduls G b Lt
In-kind Transfers {Schedule Hj Lo
Experifiiure incurred [Scheduk () fiil
Belamos on loane rwed by commitiea | Schedibs ) 3.000.00
Funds fuallabie 1.000.00
Ibaraimry Raoeipn 4.271.00
Toral Monetary Receipts 5.271.00
Cisbur=ments 1010
Funds Remanng 5,170.00
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Step 14:

The system indicates that the C-1R has been submitted to the Ethics Commission.

ﬂoﬁmmm A~

Oklahoma Ethics
Commizsion

Campaign Reporting C-1R for the raporting pancd Jam 01, 2006 to Mar 21, 2008 hes been submithed.
Heme
T, T ou have successully fied your C-1R io the Oklahama Eihics Commission. Click hare b print 3 copy of the C-1R
Pulslic Diselesune submitied. You may also view and print this form ard any submited forms in the futura trough tee Main Moenu.
The Candidate, ar ke wessimer for & Ldicial candsale, must e 8 wigen veifcalios [oom (G- wirdn §
HelpfulHinls busrass deys of fling this repart
Contnct s

Dkahoma Ethics
Coammmissian

Stam of Ollaboma
Weh Sige

Logeut

 Vaim Mare |

Step 14:
You are required to submit a written verification form (C-VR) to the Ethics Commission within 5 business days
of filing the C-1R report.

Form C-VR
74 0.5.Supp. 2005, Ch. 62, App.

VERIFICATION of C-1R, C-3R, or C-4R

State of Oklahoma

)88,
County )

name [print or type]
that he/she is the candidate above named, that he/she has read the contents of the [check one]:

[ 1 campaign contributions and expenditures report [Form C-1R]
[ ] statement of inactivity [Form C-3R] or
[ 11ast minute contributions/receipts report [Form C-4R]

filed by his/her candidal on 20 . for the period from

through and knows the contents thereof, and that the facts

therein set forth are true and correct. The Year of the General or Special General Election Report for

. of lawful age, being first duly sworn, states candidate’s

which the report or is being filed is
Candidate's Signature
OR
Name of Committee for Judicial Candidate Signature of the Treasurer of Committee for a Judicial
Candidate]
Subscribed and sworn to before me this day of 20
DELIVER OF FAX WITHIN FIVE Notary Republic [Seal)

BUSINESS DAYS OF FILING REPORT TO:
Ethics Commisssion
B-5 State Capitol Oklahoma City, OK 73105 My expires

(405) 521-3451 Fax (405) 521-4305
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