


 
 
 
 
 
 
 

2010 MAYOR AND CITY COUNCIL ELECTION 
 
The terms of Mayor Bain and City Councilors Patrick, Obteshka, and Kilbride, will expire on 
December 31, 2010. The Mayor’s term is two years, and each Councilor’s term is four years. An 
election for these positions will be held on Tuesday, November 4, 2010. 
 
_________________________________________________________________ 
 
Qualifications for holding office: Pursuant to the City Charter, a candidate must 
have been a resident of the City of Newport for at least one year immediately 
before the election. No person may be a candidate at a single election for more 
than one city office, and neither the Mayor nor a Councilor may be employed by 
the city. 
 
Interested persons may become a candidate by meeting the qualifications 
prescribed by City Charter, state statute, and filing a declaration of candidacy 
(form SEL120) by 5:00 P.M., on Tuesday, August 24, 2010. 
 
This packet contains information useful to candidates for City of Newport offices. 
 
 ELECTION CALENDAR 
 

2010 CITY ELECTIONS MANUAL. This manual contains the candidacy 
form (SEL120) and other forms needed by candidates. 

 
 CAMPAIGN FINANCE MANUAL 
 
 ORESTAR USER’S MANUAL 
 
 NEWPORT CITY CHARTER 
 
 LINCOLN COUNTY VOTER’S PAMPHLET INFORMATION 
 
 CITY OF NEWPORT SIGN ORDINANCE 
 
 “SO YOU WANT TO RUN FOR OFFICE” 
 
For additional election information, contact Peggy Hawker, City Recorder/Special 
Projects Director, at 541.574.0613, or stop by City Hall, 169 SW Coast Highway, 
Newport, Oregon 97365, or by e-mail at p.hawker@thecityofnewport.net. 
 

mailto:p.hawker@thecityofnewport.net


 
 
 
 
 
 
 
 
 
 

CITY OF NEWPORT 
 

2010 ELECTION CALENDAR 
 

GENERAL ELECTION 
 

NOVEMBER 2, 2010 
 
 
 
June 2, 2010  Candidate Information Packets available. 
 

Candidates receiving contributions and making expenditures 
should review the schedule of accounting periods and filing 
deadlines for detailed reporting included in the Campaign 
Finance Manual. 

 
 
August 24, 2010 Deadline for filing declarations of candidacy. 
 
 
September 7, 2010 Deadline for submitting information to the County Clerk for 

inclusion in the Voter’s Pamphlet. The filing fee is $50.00. 
 
 
November 2, 2010 Election Day. 
 



 
 
 
 
 
 
 
 

CANDIDACY INFORMATION 
 

GENERAL ELECTION 
 

NOVEMBER 2, 2010 
 
 
 
To become a candidate, several forms must be completed. They are: 
 
1. Filing of Candidacy for Nonpartisan Nomination form (SEL120). This 

document is filed with the Newport City Recorder. 
 
2. A Statement of Organization for Candidate Committee (SEL220) and 

Campaign Account Information form (SEL223) for a new committee must be 
filed within three business days of receiving a contribution or making an 
expenditure, but not later than the deadline for filing for candidacy. These 
documents are to be filed with the Oregon Secretary of State, Elections 
Division. A copy of the Orestar User’s Manual is included in this packet. 
Reference this document for financial filing information. 

 
A candidate is not required to establish a campaign account, file a Statement 
of Organization, or file contribution and expenditure reports, if ALL THREE of 
the following conditions are met: 

 
 A. The candidate serves as the candidate’s own treasurer; 
 B. The candidate does not have an existing candidate committee; AND 

C. The candidate does not expect to receive or spend more than $350.00 
during a calendar year. 

 
These forms are contained in the 2010 City Elections Manual and/or the 2010 
Campaign Finance Manual. 

 
 
File declarations of candidacy no later than 5:00 P.M., August 24, 2010, in the 
office of the City Recorder, City Hall, 169 SW Coast Highway, Newport, Oregon 
97365.  
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Notice

The 2010 City Elections Manual and associated forms are adopted by Oregon Administrative Rule No. 165-020-0005.



Office of the Secretary of State

Kate Brown 
Secretary of State

Elections Division

255 Capitol St NE, Suite 501 
Salem, OR 97310-0722 
503 986 1518

Dear Oregonian,

It is my pleasure to provide the online 2010 City Elections Manual. The purpose of this 
manual is to promote uniformity in administration of elections for more than 240 cities in 
the State of Oregon. The manual is prepared for use by city governing bodies, city elec-
tions officials, candidates and chief petitioners in the conduct of elections. 

Procedures are provided for filing for city office, citizens interested in filing a city initia-
tive or referendum petition, and city governing bodies to follow during an election cycle. 
However, it is recommended that city elections officials check their local charters and/or 
ordinances for provisions that may impose different or additional requirements.

In the 2009 Legislative Session a change in the timeframe in which a “city initiative” may 
be circulated was limited to two years from the time the petition is approved to circulate.

Please read this year’s manual carefully to find any other changes that will affect the 
process. The person responsible for coordinating elections for a city should work closely 
with your county elections official.  The Elections Division of the Secretary of State is also 
available to assist you with any questions or resolve any concerns you may have.

Best,

Kate Brown 
Secretary of State
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7Introduction

Introduction

The 2010 City Elections Manual explains the procedures 
and regulations necessary to file for candidacy for city of-
fice or to file a city initiative or referendum petition.

This manual provides an overview of city initiative and 
referendum processes. Some of the processes may be 
superseded by the city’s charter. In the absence of a con-
flicting city charter or ordinance provisions this manual is 
the legal guideline to follow. Check with the city elections 
official for applicable city charter or ordinance provisions.

City elections official means the city official responsible 
for city elections processes, including initiative and refer-
endum petitions, recall petitions, candidate filings, govern-
ing body referrals, contribution and expenditure reporting 
and certification of elections results.

This symbol denotes deadlines, which are always 
located at the bottom of the page.

For assistance contact the Elections Division at: 

Elections Division 
255 Capitol St NE, Suite 501 
Salem, OR 97310

phone 503 986 1518

email  elections@sos.state.or.us

web www.sos.state.or.us/elections 
 www.oregonvotes.org

toll free 1 866 ORE VOTE/673 8683 
 se habla español

tty 1 800 735 2900 
 for the hearing impaired

All city candidates file their Statement of Organization 
and contribution and expenditure transactions with the 
Secretary of State, Elections Division. A city candidate 
should check with their city, as it may adopt ordinances 
that require a committee to also file campaign finance 
transactions with the city.
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2010 Local Elections Calendar

County Elections Filing Officers1 

publish notice of district board election on 
or before (ORS 255.075)

Date of Election 
March 9 May 18 September 21 November 2

District Candidates2

file verified signatures or $10 filing  
fee with county elections officer  
on or before (ORS 255.235)

Local Governing Bodies3

file notice of measure with county  
elections filing officer on or before  
(ORS 254.095, 254.103, 255.085)

Voters’ Pamphlet Filings

candidates who file candidacy with  ´
county clerk, file material for inclusion 
in county Voters’ Pamphlet on or before

persons filing measure arguments and  ´
candidates who file candidacy with gov-
erning body other than county clerk, 
file material for inclusion in county 
Voters’ Pamphlet on or before (OAR 
165-022-0010)

Footnotes
1 Regular district elections for the purpose of electing district board members (including Local School Committee 
members, School Board and ESD directors) are generally held at the May election in each odd-numbered year. 
Districts should contact the county elections filing officer of the county in which the district’s administrative 
office is located for district board election information.
2 Candidates: contact the Secretary of State regarding filing required campaign finance reports.
3 County and City Elections Filing Officers: Publish notice of receipt of ballot title and notice of measure elec-
tion, as required by charter, ordinance and/or statute, in next available edition of newspaper in electoral district. 
Note: When a city files a referral with the County Elections Filing Officer the ballot title challenge process must 
be complete. (ORS 250.175, 250.275, 255.085, 255.145)
4 For resubmitted measures the deadline is September 16; the measure argument filing deadline is 
September 20, if the county includes the resubmitted measure in the county voters’ pamphlet.

November 28, January 28 June 12 July 15 
2009

January 7 March 9 July 22 August 24

January 7 March 18 July 22 September 24

January 11 March 11 July 26 August 26

January 11 March 22 July 26 September 7
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2011 Local Elections Calendar

County Elections Filing Officers1 

publish notice of district board election on 
or before (ORS 255.075)

Date of Election 
March 8 May 17 September 20 November 8

District Candidates2

file verified signatures or $10 filing fee 
with county elections officer on or before 
(ORS 255.235)

Local Governing Bodies3

file notice of measure with county elections 
filing officer on or before (ORS 254.095, 
254.103, 255.085)

Candidate Statements and Measure 
Arguments

file for inclusion in county Voters’  
Pamphlet (OAR 165-022-0010)

Footnotes
1 Regular district elections for the purpose of electing district board members (including Local School Committee 
members, School Board and ESD directors) are generally held at the May election in each odd-numbered year. 
Districts should contact the county elections filing officer of the county in which the district’s administrative 
office is located for district board election information.
2 Candidates: contact the Secretary of State regarding filing required campaign finance reports.
3 County and City Elections Filing Officers: Publish notice of receipt of ballot title and notice of measure elec-
tion, as required by charter, ordinance and/or statute, in next available edition of newspaper in electoral district. 
Note: When a city files a referral with the County Elections Filing Officer the ballot title challenge process must 
be complete. (ORS 250.175, 250.275, 255.085, 255.145)
4 For resubmitted measures the deadline is September 22; the measure argument filing deadline is 
September 26, if the county includes the resubmitted measure in the county voters’ pamphlet.

November 27 February 5 June 11 July 30 
2010

January 6 March 17 July 21 September 8

January 6 March 17 July 21 September 84

January 10 March 21 July 25 September 12

Local Elections Calendar
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Candidates Filing by Declaration  
(ORS 221.180, 249.002-249.056)
The following information for city candidates is provided 
in the order in which the activities generally occur and 
includes explanations and time frames for each activity.

For city offices, city charter or ordinance requirements 
may differ from state statutes. For more information and 
specific requirements, contact the city elections official  
before filing.

All Candidates for City Office

Qualifications for various city offices differ. Before filing 
for public office, a candidate should review the city charter 
and statutory requirements for the office sought.

Candidates for city offices file under ORS Chapters 221 
and 249.

City Elections Official

The city elections official provides the following approved 
candidate filing forms, available at the back of this manual 
and online:

Filing of Candidacy for Nonpartisan Nomination  ´
(SEL 120)
Statement of Organization for Candidate Committee  ´
(SEL 220)
Campaign Account Information (SEL 223) ´

City Candidates

A candidate may have only one candidate committee. A 
prospective candidate establishes a candidate committee 
by establishing a campaign account and filing a State-
ment of Organization for Candidate Committee (SEL 
220) and Campaign Account Information form (SEL 
223) with the Secretary of State, Elections Division.

The candidate is not required to establish a campaign 
account, file a Statement of Organization or file contri-
bution and expenditure transactions, if all three of the 
following conditions are met:

the candidate serves as the candidate’s own treasurer ´

the candidate does not have an existing  ´
candidate committee
and
the candidate does not expect to receive or spend more  ´
than $350 during a calendar year

The $350 includes personal funds spent for any campaign 
related expenses, such as any costs related to circulating 
a nominating petition, paying the candidate filing fee, 
paying any Voters’ Pamphlet filing fee or cost of a Voters’ 
Pamphlet portrait. If the candidate exceeds $350 in either 
contributions or expenditures, the candidate must establish 
a campaign account and file a Statement of Organization 
within three business days after exceeding the threshold. 
Additionally, all contributions and expenditures made 
during the calendar year must be filed electronically not 
later than seven calendar days after the threshold has been 
exceeded. 

If the candidate has an existing candidate committee, the 
candidate or treasurer must file an amended Statement of 
Organization for Candidate Committee (SEL 220) within 
10 days to reflect any changes (designation of office sought, 
applicable election, etc.), but no later than the date of the 
filing of candidacy.

Deadline to File a Statement of Organization

The Statement of Organization must be filed within 3 
business days of receiving a contribution or making an 
expenditure, but no later than when the Filing  of Can-
didacy for Nonpartisan Nomination (SEL 120)  is filed.

1

Warning

A person may only file for one lucrative office at the 
same election. Unless the person has withdrawn from 
the first filing, all filings are invalid. ORS 249.013(3)
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For further detail on campaign finance requirements, see 
the Campaign Finance Manual and the ORESTAR User’s 
Manual. ORESTAR (Oregon Elections System for Track-
ing and Reporting) is the Secretary of State, Elections Divi-
sion’s secure, web-based electronic reporting system.

A prospective candidate files a completed Filing of Can-
didacy for Nonpartisan Nomination (SEL 120), accom-
panied by the appropriate filing fee, if any, with the city 
elections official. Suggested guidelines on completing 
required sections on this form are on page 22. 

Deadline to File a Completed Filing of Candi-
dacy for Nonpartisan Nomination

The deadline is no sooner than September 10, 
2009, and no later than 5pm on March 9, 2010, for 
the 2010 Primary Election. If a city does not hold 
a Primary Election, the filing deadline is no sooner 
than June 2, 2010, and no later than August 24, 
2010, for the 2010 General Election.

2
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The following information for city candidates is provided 
in the order in which the activities generally occur and 
includes explanations and time frames for each activity.

For city offices, city charter or ordinance requirements 
may differ from state statutes. For more information and 
specific requirements, contact the city elections official 
before filing.

All Candidates for City Office

Qualifications for various city offices differ. Before filing 
for public office, a candidate should review the city charter 
and statutory requirements for the office sought.

Candidates for city offices file under ORS Chapters 221 
and 249.

City Elections Official

The city elections official provides the following  
approved candidate filing forms, available at the back of 
this manual and online:

Filing of Candidacy for Nonpartisan Nomination  ´
(SEL 120)
Petition for Nonpartisan Nomination Signature Sheet  ´
(SEL 121)
Statement One or More/No Petition Circulators Will  ´
Be Paid (SEL 301)
Statement of Organization for Candidate Committee  ´
(SEL 220)
Campaign Account Information (SEL 223) ´

Candidates Filing by Petition

A candidate may have only one candidate committee. 
A prospective candidate establishes a candidate committee 
by opening a campaign account and filing a Statement of 
Organization for Candidate Committee (SEL 220) and 
Campaign Account Information form (SEL 223) with the 
Secretary of State, Elections Division.

The candidate is not required to establish a campaign 
account, file a Statement of Organization or file contri-
bution and expenditure transactions, if all three of the 
following conditions are met:

the candidate serves as the candidate’s own treasurer ´

the candidate does not have an existing  ´
candidate committee
and
the candidate does not expect to receive or spend more  ´
than $350 during a calendar year

The $350 includes personal funds spent for any campaign 
related expenses, such as any costs related to circulating a 
nominating petition, paying the candidate filing fee, paying 
any Voters’ Pamphlet filing fee or cost of a Voters’ Pamphlet 
portrait. If the candidate exceeds $350 in either contribu-
tions or expenditures, the candidate must establish a cam-
paign account and file a Statement of Organization within 
three business days after exceeding the threshold. Addi-
tionally, all contributions and expenditures made during 
the calendar year must be filed electronically not later than 
seven calendar days after the threshold has been exceeded. 

If the candidate has an existing candidate committee, the 
candidate or treasurer must file an amended Statement of 
Organization for Candidate Committee (SEL 220) within 
10 days to reflect any changes (designation of office sought, 
applicable election, etc.), but no later than the date of the 
filing of candidacy. 

Warning

A person may only file for one lucrative office at the 
same election. Unless the person has withdrawn from 
the first filing, all filings are invalid. ORS 249.013(3)

Warning

All signature sheets must be approved in writing 
by the city elections official, before circulating. 
Failure to do so will result in the rejection of those 
signature sheets.

Candidates Filing by Petition 
(ORS 221.180, 249.002-249.048, 249.061-249.076) 

Deadline to File a Statement of Organization

The Statement of Organization must be filed within 
3 business days of receiving a contribution or 
making an expenditure, but no later than when the 
completed petition is filed.

1
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For further detail on campaign finance requirements, see 
the Campaign Finance Manual and the ORESTAR User’s 
Manual. ORESTAR (Oregon Elections System for Track-
ing and Reporting) is the Secretary of State, Elections Divi-
sion’s secure, web-based electronic reporting system.

Before circulating the nominating petition, the candidate 
files a prospective petition with the city elections official. 

See pages 41-43 for signature sheet requirements.

Checklist for Filing a Prospective Petition

Below is a checklist of all the components required to file  
a prospective nominating petition:

Filing of Candidacy for Nonpartisan Nomination (SEL  {
120) check-marked ”Filing of Candidacy by Prospec-
tive Petition.” Suggested guidelines on completing 
required sections on this form are on page 22. 

Petition for Nonpartisan Nomination Signature Sheet  {
(SEL 121)

Statement One or More/No Petition Circulators Will  {
Be Paid (SEL 301)

City Elections Official

As soon as possible, the city elections official reviews the 
prospective petition for required information. The city 
elections official gives written approval for circulating 
the petition and advises the candidate of the number of 
signatures required.

Candidate Filing By Petition

Before circulating the nominating petition for signa-
tures, the candidate reviews with the circulators all of 
the guidelines for circulating the petition. Failure to 
comply with the legal requirements and guidelines will 
result in the rejection of these sheets. The guidelines are:
all signers  ´ must be active registered voters in the candi-
date’s electoral district
all signers on any one petition sheet  ´ must be registered 
in the same county
all signatures  ´ must be original signatures
all signatures  ´ must be personally witnessed by the 
petition circulator and circulator’s certification must 
be completed and dated after all signatures on that 
sheet have been collected
circulators  ´ must not attempt to obtain signatures of 
persons knowing that the person signing the petition is 
not qualified to sign it
circulators  ´ must personally sign their legal signature on 
the petition circulator’s certification with a minimum of 
a first name initial and full last name
circulators  ´ must not alter, correct, clarify or obscure on 
the signature sheet any information about the petition 
signer unless the signer initials the changes made. Only 
a signer may complete the information about themselves, 
such as their printed name, address and date signed. 
However, a circulator may assist a disabled signer who 
requests assistance in completing the optional information
circulators  ´ must not accept compensation to circulate a peti-
tion that is based on the number of signatures obtained
and
circulators  ´ must complete the date when the certification 
is signed and should not collect any other signatures on 
that sheet unless the additional signatures are certified

For instructions on certifying new signatures to a petition 
sheet that has already been certified and dated by a circu-
lator, see OAR 165-014-0270(4)(d) on page 52.
See pages 20-21 for petition signer and circulator  
requirements and circulator certification guidelines.

Candidates Filing by Petition

Warning

Violations of certain circulator requirements may 
result in conviction of a felony with a fine of up to 
$125,000 and/or prison for up to 5 years.

1

2
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The candidate circulates the nominating petition by:
obtaining more than the required number of signatures  ´
to ensure the petition contains a sufficient number of 
valid signatures
ensuring each signature sheet certification is signed and  ´
dated by the circulator
and
submitting the signature sheets to the appropriate  ´
county elections official for signature verification

A candidate must allow enough time to have the signa-
tures verified before the filing deadline.

The county elections official reviews signature sheets for 
sufficient circulator certification (see OAR 165-014-0270, 
page 52), verifies the original signatures against the voters’ 
current registration card and returns the certified signature 
sheets to the candidate. The county may confer with the 
Secretary of State on the proper application of this rule.

Deadline to File the Completed 
Nominating Petition

The deadline is no sooner than September 10, 
2009, and no later than 5pm on March 9, 2010, for 
the 2010 Primary Election. If a city does not hold 
a Primary Election, the filing deadline is no sooner 
than June 2, 2010, and no later than August 24, 
2010, for the 2010 General Election.

2

Candidates Filing by Petition (cntd.)

Signature and Distribution Requirements 
(ORS 249.072)

Generally, the number of active registered voters’ signatures 
required to place a candidate on the ballot is based upon a 
percentage of voters registered in the electoral district or upon 
a percentage of votes cast at a previous election. Confer with 
the city elections official for specific requirements.

Unless a city charter or ordinance provides otherwise, the 
number of signatures of active voters registered in the elec-
toral district must equal the lesser of 500 signatures or 1% 
of the votes cast in the electoral district for all candidates 
for Governor at the last general election at which a candi-
date for Governor was elected to a full term. This number 
will be calculated after the prospective petition is filed.

The signatures must include those of active voters regis-
tered in each of at least 10% of the precincts in the city. 

The candidate files the completed nominating petition 
with the city elections official consisting of 
the following:
new Filing of Candidacy for Nonpartisan Nomination  ´
(SEL 120) check-marked ”Filing of Candidacy by Com-
pleted Petition.” Suggested guidelines on completing 
required sections of this form are on page 22
Statement One or More/No Petition Circulators Will  ´
Be Paid (SEL 301) marked completed and signed by the 
candidate
and
signature sheets with the sufficient number of signatures  ´
verified by the appropriate county elections officials

3
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Timeline for City Candidates

Timeline for City Candidates

Candidate
The deadline for submitting a Filing of Candidacy for Nonpartisan Nomination or a 
completed nominating petition is: 
2010 Primary: no sooner than September 10, 2009, and no later than March 9, 2010  
2010 General: no sooner than June 2, 2010, and no later than August 24, 2010
A Statement of Organization for Candidate Committee (SEL 220) and Campaign Account 
Information form (SEL 223) for a new committee must be filed within 3 business days of 
receiving a contribution or making an expenditure, but no later than the deadline for filing 
for candidacy.
The deadline for withdrawing a candidacy or nomination is no later than 5pm on: 
2010 Primary March 12 2010 General August 27

County Elections Official
The 2010 Primary and General Elections are conducted on: 
2010 Primary May 18 2010 General November 2
The abstract of votes must be delivered to the city no later than: 
2010 Primary June 7 2010 General November 22

City Elections Official
The deadline to determine the results of the election and to prepare a register of nominations 
(for the Primary Election) and prepare  a proclamation and certificates of nomination or 
election is no later than 5pm on: 
2010 Primary June 17 2010 General December 2
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The following information gives a general overview of other 
procedures relating to candidates filing for office, including 
submitting a Voters’ Pamphlet statement, withdrawal of 
candidacy, contribution and expenditure reporting, conduct 
of elections and signature sheet requirements.

State Voters’ Pamphlet (ORS Chapter 251)

A candidate of a city with a population of 50,000 or more 
may file a statement for inclusion in the state Voters’ Pam-
phlet if no county Voters’ Pamphlet is published. Counties 
may publish a county Voters’ Pamphlet for any election. 
Contact the county elections official for filing information 
and requirements.

Secretary of State

The Elections Division publishes and distributes the state 
Voters’ Pamphlet. Published candidate information includes:

candidate’s photograph ´

office for which candidate has filed ´

candidate’s name and party affiliation, if applicable ´

candidate’s required information (occupation, occupa- ´
tional background, educational background and prior 
governmental experience)
candidate’s optional information (the candidate’s state- ´
ment of the reasons for seeking nomination or election)
and
name of the candidate or the candidate committee that  ´
provided the information

Checklist for Filing a Statement in the State 
Voters’ Pamphlet

Below is a checklist of all the components required to file a 
state Voters’ Pamphlet statement:

one original and two identical copies (for a total of  {
three) of Candidate’s Statement for State Voters’ Pam-
phlet (SEL 430)

a Statement of Endorsement (SEL 400), if the candi- {
date’s statement uses the name or title of another person  
or organization as supporting or endorsing the candidate. 
A separate Statement of Endorsement must be filed for 
each person or organization named, unless the statement 
of the person or organization is a quotation, identified by 
source and date, which has been previously published.

phone numbers and fax numbers, if available, for possible  {
contact by the Elections Division for any corrections

appropriate Voters’ Pamphlet filing fee {

two identical 5” x 7” black and white photographs  {
meeting the requirements listed on form SEL 430 
(ORS 251.075) 

Withdrawal of Candidacy or Nomination 
(ORS 249.170 and 249.180)

All Candidates

To withdraw from candidacy or nomination, a candidate must 
file a Withdrawal of Candidacy or Nomination (SEL 150), 
with the city elections official. On this form, the candidate 
provides a reason for the withdrawal and must sign the form 
attesting that the information is accurate.

General Information for Candidates

Deadline for the Elections Division to Mail the 
Voters’ Pamphlet

The mailing of the Voters’ Pamphlet must be com-
pleted no later than April 28, 2010, for the 2010 
Primary Election, and October 13, 2010, for the 
2010 General Election.

Deadline to Withdraw from Candidacy 
or Nomination

The deadline to withdraw from candidacy or nomi-
nation is no later than 5pm on:

2010 Primary Election: March 12 
2010 General Election: August 27
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Contribution and Expenditure Reporting 
(ORS Chapter 260)

All Candidates

Every candidate and prospective candidate is required to 
establish a candidate committee by opening a campaign 
account and filing a Statement of Organization (SEL 220) 
and Campaign Account Information form (SEL 223) 
within 3 business days of receiving or spending any money 
to support the candidacy.

The candidate is not required to establish a campaign 
account, file a Statement of Organization or file contri-
bution and expenditure transactions, if all three of the 
following conditions are met:

the candidate serves as the candidate’s own treasurer ´

the candidate does not have an existing  ´
candidate committee
and
the candidate does not expect to receive or spend more  ´
than $350 during a calendar year

The $350 includes personal funds spent for any campaign 
related expenses, such as any costs related to circulating a 
nominating petition, paying the candidate filing fee, paying 
any Voters’ Pamphlet filing fee or cost of a Voters’ Pamphlet 
portrait. If the candidate exceeds $350 in either contribu-
tions or expenditures, the candidate must establish a campaign 
account and file a Statement of Organization within three 
business days after exceeding the threshold. Additionally, all 
contributions and expenditures made during the calendar year 
must be filed electronically not later than seven calendar days 
after the threshold has been exceeded. 

All city candidates file their Statement of Organization and 
contribution and expenditure transactions with the Secretary 
of State, Elections Division. A city candidate should check 
with their city as it may adopt ordinances that require a com-
mittee to also file campaign finance transactions with the city.

A candidate, the candidate’s treasurer or the designated 
alternate transaction filer files contribution and expenditure 
transactions. “Candidate” includes any of the following:
a candidate who files for office ´

a candidate who withdraws or is disqualified ´

an individual who files a prospective petition for candi- ´
dacy, even if signatures are never filed
or
an individual who has solicited or received a contribu- ´
tion or made an expenditure to secure the nomination or 
election to any public office at any time, whether or not 
the office for which the individual will seek nomination 
or election is known when the solicitation is made, the 
contribution is received and retained or the expenditure 
is made and whether or not the name of the individual is 
printed on a ballot

Oregon election law requires all candidate committees to dis-
close timely and accurate contribution and expenditure trans-
actions. All candidates must retain documentation pertaining 
to contributions received and expenditures made. Campaign 
finance transactions must be filed electronically using the 
Secretary of State’s online filing system, ORESTAR, or by 
using vendor software to upload transactions. In addition, the 
statute provides for civil penalties up to 10% of the amount of 
any late or insufficient transactions.

A candidate or committee that does not expect to receive 
or spend more than $2,000 in a calendar year may qualify 
to file a Certificate of Limited Contributions and Expen-
ditures (PC 7). 

See the Campaign Finance Manual for detailed information 
on filing a certificate (PC 7).

continued on the next page

General Information for Candidates

Deadline to File a Statement of Organization 

The Statement of Organization must be filed within 
3 business days of receiving a contribution or mak-
ing an expenditure, but no later than when candi-
dacy papers are filed.

Deadline to Report Contribution and 
Expenditure Transactions 

Generally, a transaction is due no later than 30 
calendar days after the date of the transaction. 
However, for the period between the 42nd day 
before the election and election day, transactions 
must be reported no later than seven days after the 
date of the transaction. For detailed deadlines, see 
the Campaign Finance Manual.

1

2
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The candidate and treasurer are jointly responsible for the 
committee and for filing contribution and expenditure 
transactions. If the treasurer violates any campaign finance 
regulations, the candidate is also in violation and is jointly 
liable for any civil penalties.

For further detail on campaign finance requirements, see 
the Campaign Finance Manual and the ORESTAR User’s 
Manual. ORESTAR (Oregon Elections System for Track-
ing and Reporting) is the Secretary of State, Elections Divi-
sion’s secure, web-based electronic reporting system.

Conduct of Elections (ORS Chapter 254)

City Elections Official

The city elections official prepares and files a statement of 
candidates to be placed on the ballot with the county elec-
tions official.

County Elections Official

County elections officials conduct the election.

County elections officials deliver the abstract of votes 
to the appropriate elections official of each electoral 
district involved in the election.

City Elections Official

The city elections official completes the post-election 
procedures:

The city elections official receives the abstract  of votes 
from the county elections official and determines the 
results of the election.

The city elections official prepares:
a register of nominations, including: ´

name of each candidate nominated
office for which the candidate was nominated
date of entry
proclamation declaring the nomination or election  ´
of candidates
and
certificates of nomination or election ´

Write-In Post Elections Procedures

If any individual is nominated or elected by write-in votes:

The city elections official delivers a write-in acceptance 
form to the individual (SEL 141).

The individual must sign and file the write-in accep-
tance form with the city elections official.

If the individual files the write-in acceptance form, the 
city elections official must prepare and deliver a certifi-
cate of nomination or election to the individual and, if 
applicable, issue a proclamation of election.

If the individual fails to file the write-in acceptance 
form there is a vacancy in nomination or office.

With the exception of the office of sheriff, county clerk, 
county treasurer or to fill a vacancy a nonpartisan office 
may be won at the Primary. To win at the Primary one 
candidate must receive a majority of the votes cast. If no 
candidate receives a majority of the votes cast the top 
two vote getters are nominated to the General election.

The office of sheriff, county clerk, county treasurer or to 
fill a vacancy may only be won at the General election. 
If one or two candidates file for the Primary election 
for one of these offices, they are considered to be direct-
ly nominated to the General election and their names 
will not appear on the Primary election ballot. If more 
than two candidates file for the office at the Primary 
election, all names will be printed on the Primary elec-
tion ballot. If one candidate receives a majority of the 
votes cast at the primary election, only their name will 
appear on the General election ballot. If no candidate 
receives a majority of the votes cast at the primary elec-
tion, the top two vote getters will be nominated to the 
General election.

General Information for Candidates (cntd.)

Deadline for the City Elections Official to 
File a Statement of Candidates with the County 
Elections Official

The statement must be filed no later than 5pm on:

2010 Primary Election: March 18 
2010 General Election: September 2

Deadline for the County Elections Officials to 
Deliver Abstract of Votes to City

The abstracts must be delivered no later than: 

2010 Primary Election: June 7 
2010 General Election: November 22

1

1

2

1

2

3

2
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Signature Sheet Requirements 
(ORS 249.031, 249.061 and 249.064)

All signature sheets must be approved, in writing, by the 
city elections official before circulating. Failure to do so 
will result in the rejection of those signature sheets.

Signature Sheet Requirements

Each signature sheet must include all of the following:
candidate’s name, office for which the candidate is run- ´
ning and political party, if applicable
statement that one or more/no petition circulators will  ´
be paid
statement that signers on any one signature sheet must  ´
be active registered voters in the same county
area for placing the petition identification number ´

statement that signers must initial any changes that the  ´
circulator makes to their printed name, residence or 
mailing address or date they signed the petition 
area for placing the signature sheet number ´

petition circulator’s certification stating that the  ´
circulator witnessed the signing of the signature 
sheet by each individual whose signature appears on 

the signature sheet, that the circulator believes each 
individual is an elector qualified to sign the petition 
and that any compensation received was not based on 
the number of signatures obtained
area for providing date when circulator signed certification ´

area for placing the county elections official’s certification ´

and
ten signature lines unless a variation is approved by the  ´
city elections official
Each signature line must include fields for:

signature  
date of signing petition 
printed name 
residence or mailing address 
precinct number

Signers are required to provide a signature and residence or 
mailing address. However, an elector’s printed name, the 
date they signed the petition and precinct number are not 
mandatory under Oregon law. These information fields, while 
optional for the signers, provide valuable assistance to county 
elections officials who perform the signature verification. If 
these optional fields are not completed, the signatures may 
still be submitted for signature verification. If the county 
elections official can determine from the signature alone 
that the elector was an active registered voter at the time the 
elector signed the petition, that signature will count toward 
the total signature requirement for the petition. If no date is 
provided by the elector, the signature is considered valid only 
if the county elections official determines that the elector was 
an active registered voter during the period beginning the 
date the petition was approved for circulation through the 
petition is filed for signature verification.

General Information for Candidates

Warning

Circulators are advised to encourage signers to com-
plete the optional information whenever possible. 
Failure to provide the optional information increases 
the possibility that the signature cannot be con-
firmed to be that of an active registered voter, and 
thus reduces the chances of the petition having ad-
equate verifiable signatures to qualify for the ballot.

Deadline for the City Elections Official to 
Complete the Post-Election Procedures

The post-election procedures must be completed 
no later than 5pm on:

2010 Primary Election: June 19 
2010 General Election: December 2

Deadline to Complete the Post-Election 
Procedures for Write-in Candidates 

If applicable, the deadlines are as follows:

1 City delivers write-in acceptance form to candidate

2010 Primary Election June 17 
2010 General Election December 2

2 Candidate files write-in acceptance form

2008 Primary Election July 2 
2008 General Election December 17

3 City delivers certificate of nomination or election 
and, if applicable, issues a proclamation

2008 Primary Election July 7 
2008 General Election December 22
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Signature Sheet Format

Candidate signature sheets must meet the following 
formatting requirements:

standard 8-1/2” x 11” size paper ´

at least 20 pound (weight) uncoated paper ´

and
printed on white or pastel colored paper stock to  ´
render text readable and enable election officials to 
readily verify signatures

Size and style of type must be deemed readable and 
approved in writing by the city elections official. 

Petition Signer Requirements 
(ORS 249.072)

Electors’ signatures on candidate nominating petitions 
must be verified by the appropriate county elections official 
before filing the candidate’s completed petition with the 
city elections official. Signers must meet all of the follow-
ing requirements:

signers on any one signature sheet  ´ must be active regis-
tered voters in the same county
each signer  ´ must be an active registered voter of the 
candidate’s electoral district at the time of signing 
the petition
and
each signer  ´ must provide a signature and residence 
or mailing address

Circulator Requirements (ORS 249.061)

The circulator of the candidate nominating petition must 
sign the circulator’s certification, stating that:

“I hereby certify that I witnessed the signing of the signa-
ture sheet by each individual whose signature appears on the 
signature sheet, and I believe each individual is an elector 
qualified to sign the petition. I also certify that compensation 
I received, if any, was not based on the number of signatures 
obtained for this petition.”

Circulators must not alter, correct, clarify or obscure on 
the signature sheet any information about the petition 
signer unless the signer initials the changes made. Only 
a signer may complete the information about themselves, 
such as their printed name, address and date signed. How-
ever, a circulator may assist a disabled signer who requests 
assistance in completing the optional information.

The circulator must complete the date when the certifica-
tion is signed and should not collect any other signatures 
on that sheet unless the additional signatures are certified.

For instructions on certifying new signatures to a petition 
sheet that has already been certified and dated by a circu-
lator, see OAR 165-014-0270(4)(d) on page 52.

Circulators must follow all of the guidelines for circulating 
the petition listed on page 44.

General Information for Candidates (cntd.)

Warning

Violations of certain circulator requirements may 
result in conviction of a felony with a fine of up to 
$125,000 and/or prison for up to 5 years.

Warning

Logos, slogans, advertisements, party affiliation, 
etc. or any symbol or language which may be con-
strued as advocacy is not permitted on any cover or 
signature sheet. Failure to comply with this require-
ment will result in rejection of those sheets and 
disqualification of those signatures.

Warning

Any proposed variation to an approved signature sheet 
must be resubmitted and approved in writing by the 
city elections official before circulating. Failure to do so 
will result in the rejection of those signature sheets.
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Certification of Signature Sheets 
(OAR 165-014-0270)

While processing signature sheets submitted for verifica-
tion the county and city elections officials confirm that 
each signature sheet has a sufficient circulator certification. 
The following criteria (as adopted in OAR 165-014-0270, 
pages 52-53) are used to determine what constitutes an 
insufficient or sufficient circulator certification.

Insufficient Circulator Certification

A petition sheet will be rejected for insufficient circulator 
certification for any of the following reasons:

no signature whatsoever appears below the certification ´

no date appears next to circulator’s signature or the date  ´
is crossed out
the date of the circulator certification is earlier than the  ´
date of the electors’ signatures, unless the circulator and 
the only signer are the same person
the original date is crossed out, and a new date is provided,  ´
but the circulator failed to re-sign
any part of the original date is overwritten with a   ´
different date
the date information is insufficient or ambiguous  ´
The date must be provided in month, day, year order  
if written in all numeric characters
the original signature of a circulator has been crossed  ´
out, and a different circulator’s signature is inserted
two individuals sign and date as circulator, unless the  ´
only signers and the circulators are the same people
white-out appears on the signature or date line ´

the circulator has signed using only initials, unless  ´
the circulator’s use of initials as a signature is verified 
by exemplar
the circulator has signed using a signature stamp,  ´
unless use of a signature stamp has been approved 
under ORS 246.025
the circulator’s signature is photocopied, carbon-copied,  ´
or otherwise appears on the face of the document to 
be a replicated and not an original signature except as 
provided for in ORS 250.043

the signature, printed name, and address are  ´
all illegible
the signature alone is illegible, unless the circulator’s  ´
use of the apparently illegible signature is verified 
by exemplar
the circulator’s signature is in printed script rather than  ´
cursive script, unless the circulator’s use of a printed 
signature is verified by exemplar
or
if for any other reason, from the face of the  ´
signature sheet, the circulator’s identity cannot 
be determined or it otherwise cannot be determined 
that the circulator executed the certification after 
witnessing the electors’ signatures

If a preliminary determination is made that a certification 
is insufficient, the certification signature may be verified 
by exemplar. For correct procedures on filing an exemplar, 
refer to OAR 165-014-0270 located on pages 52-53.

Sufficient Circulator Certification

The following defects in the circulator certification will 
not result in rejection of the signature sheet:

the circulator’s signature appears on the printed name  ´
line instead of on the signature line
the signature consists of full last name and at least the  ´
first name initial
the circulator has signed and dated the certification,   ´
but has not provided an address or printed name
or
the circulator has re-signed and re-dated the certifica- ´
tion and the circulator’s original signature has not been 
crossed out

General Information for Candidates
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Guidelines for Required Information on 
SEL 120 (ORS 249.031)

On the Filing of Candidacy for Nonpartisan Nomina-
tion form, SEL 120, the information in the fields for 
“occupation,” “occupational background,” “educational 
background”  and “prior governmental experience” are 
required and must be accurate. The statements made in 
these fields are subject to ORS 260.715(1), which states, 
“No person shall knowingly make a false statement, oath or 
affidavit where a statement, oath or affidavit is required under 
the election laws.” A false statement may be enforced as a 
Class C Felony.

The purpose of these guidelines is to assist the candidate in 
completing the required fields. A variation not addressed 
here does not necessarily indicate an election law viola-
tion. The main principle is that all information provided is 
accurate and can be substantiated by the candidate should a 
complaint be filed.

The following are some suggestions for completing the 
Occupation category:

Include current full or part-time employment or other  ´
line of work, business, craft or professional information 
(not required to indicate whether paid or unpaid).
There is no required amount of time spent at an occu- ´
pation in order to include it.
It is not required that every occupational experience is  ´
included, but what is listed must be accurate.
If there is no relevant information, the candidate must  ´
at least list “None,” although it is advisable to provide a 
description such as, “retired,” “unemployed,” “student,” 
“homemaker,” etc.
It is advisable to convey the nature of the work performed  ´
rather than only a generic description (such as, “self-
employed writer,” rather than only “self-employed” or 
“Grocery Store Manager,” rather than only “Manager”).
Caution is advised in listing an occupation title that  ´
is regulated and requires a specific license, permit 
or degree, unless the license, permit or degree has 
already been obtained and is currently valid (for example, 
“Attorney,” “Doctor of Chiropractic,” “Paramedic”).

The following are some suggestions for completing the 
Occupational Background category:

Include previous full or part-time employment or other  ´
line of work, business, craft or professional information 
(not required to indicate whether paid or not paid).
It is not required for the candidate to go back to their  ´
first occupational experience.
There is no required amount of time spent at an occu- ´
pation in order to include it.
It is not required that every occupational experience is  ´
included, but what is listed must be accurate.
If there is no relevant information, the candidate must  ´
at least list “None,” although it is advisable to provide a 
description such as, “retired,” “unemployed,” “student,” 
“homemaker,” etc.
It is advisable to convey the nature of the work performed  ´
rather than only a generic description (such as, “self-
employed writer,” rather than only “self-employed” or 
“Grocery Store Manager,” rather than only “Manager”).
Caution is advised in listing an occupation title that  ´
is regulated and requires a specific license, permit or 
degree, unless the license, permit or degree was obtained 
(for example, “Attorney,” “Doctor of Chiropractic,” 
“Paramedic”).

The following are some suggestions for completing the 
Educational Background category: 

It is advisable to include the complete name of a school  ´
rather than only acronyms.
If a school’s name has changed since attendance, it is  ´
advisable that both the old and new names are included.
It is not required for the candidate to go back to their  ´
first educational experience (such as school attended in 
Kindergarten or Grade School).
It is not required that every educational experience is  ´
included, but what is listed must be accurate.
Do not indicate a diploma, degree or certificate unless  ´
it has already been obtained.
A “degree” indicates a college, university or professional  ´
school has conferred a title upon the person upon comple-
tion of a program of study.

General Information for Candidates (cntd.)
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The following are some suggestions for completing the 
Prior Governmental Experience category:

Include current and previous  ´ governmental 
experience, which refers to a person’s involvement 
in governmental activities, such as appointed boards 
and commissions, elected boards and other elected 
or appointed public offices.
Full or part-time, paid or unpaid or volunteer experi- ´
ence may be included (not required to indicate whether 
paid or not paid).
It is not required for the candidate to go back to their  ´
first governmental experience.
There is no required amount of time spent at an experi- ´
ence in order to include it.
It is not required to list every governmental experience,  ´
but what is listed must be accurate.
If there is no relevant information, the candidate must  ´
at least list “None.”
Include the complete name of the position - the use of  ´
acronyms is not advised.

General Information for Candidates
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Filing Prospective Initiative Petition 
(Oregon Constitution, Article IV, §1 
and ORS 250.265) 

A prospective initiative petition consists of the text of the 
proposed city charter or ordinance, or an amendment to an 
existing city charter or ordinance, as well as the required 
forms that must be completed before filing the prospective 
initiative petition with the city elections official. All the 
forms required to file a prospective initiative petition and 
the instructions for completing those forms are contained 
in the back of this manual and are available online.

City charter or ordinance requirements may supersede cer-
tain state statutes, except for the statutory form and ballot 
title requirements and other mandatory state laws. Review 
the requirements with the city elections official before fil-
ing the prospective petition.

Chief Petitioners

The chief petitioners file the prospective initiative petition 
with the city elections official. The prospective initiative 
petition must include the following:

text of proposed measure to be initiated Chief petitioners  ´
are encouraged to seek legal assistance when drafting the 
text of any measure.
Statement One or More/No Petition Circulators Will  ´
Be Paid (Initiative/ Referendum Only) (SEL 301)
Prospective Petition for Local Measure (SEL 370) ´
which designates not more than three chief petitioners 
If the petition designates fewer than three chief petition-
ers, additional chief petitioners, up to a total of three, 
may be added before final approval of the cover and 
signature sheets. A chief petitioner may not resign or be 
replaced by another individual after final approval of the 
cover and signature sheets. A letter signed by all current 
chief petitioners must accompany the SEL 370 when 
designating additional or different chief petitioners. At 
least one original chief petitioner must remain as a 
chief petitioner throughout the process. If all original 
chief petitioners resign, the initiative must be refiled.
Residence addresses of the chief petitioners are printed 
on the cover sheet ORS 250.265(2).
Statement of Organization for Petition Committees  ´
(SEL 222), if required
Campaign Account Information (SEL 223), if required
These forms are not required with the initial filing of 
the prospective petition but must be filed with the State 
Elections Division within 3 business days of spending 
or receiving any money to support the initiative effort. 
However, approval to circulate will not be given until the 
Statement of Organization and Campaign Account Infor-
mation form have been filed with Elections Division.

See the Campaign Finance Manual

City Initiative Petition Process

Deadline to File a City Prospective  
Initiative Petition

A prospective initiative petition may be filed 
at any time.
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Checklist for Filing a Sufficient Prospective 
Initiative Petition

Below is a checklist of all the components required 
to file a prospective initiative petition:

the text of proposed measure to be initiated {

a completed Statement One or More/No Petition  {
Circulators Will Be Paid (Initiative/Referendum Only) 
(SEL 301)

Prospective Petition For Local Measure (SEL 370). {

Constitutional Requirements 
(Oregon Constitution, Article IV, §1  
and ORS 250.270)

After receiving the prospective initiative petition, the city 
elections official must review the text of the proposed char-
ter or ordinance to determine whether it complies with con-
stitutional requirements. After the review, the city elections 
official notifies the chief petitioners of the determination. 

City Elections Official

If the text of the proposed charter or ordinance does not 
comply with constitutional requirements, the city elections 
official notifies the chief petitioners by certified mail (with 
return receipt requested).
If the text of the proposed charter amendment or ordi-
nance does comply with constitutional requirements:

The city elections official notifies the chief 
petitioners in writing that the text complies 
with constitutional requirements.

The city elections official forwards two copies of 
the prospective initiative petition to the City Attorney 
for preparation of the ballot title.

The city elections official assigns the petition an identi-
fication number.

City Initiative Petition Process

Deadline to File a Statement of Organization

The Statement of Organization must be filed with 
the State Elections Division within 3 business days 
of spending or receiving any money to support the 
initiative effort.

Deadline for the City Elections Official 
to Complete Review of the Prospective 
Initiative Petition

After receiving the prospective initiative petition 
the city elections official has 5 business days 
to review the text of the proposed charter or 
ordinance to determine whether it complies 
with constitutional requirements.

Deadline for the City Elections Official to 
Mail the Notice that Prospective Initiative 
Petition Does or Does Not Comply with 
Constitutional Requirements

The city elections official must mail the notice no 
later than the 6th business day after the prospective 
initiative petition is filed.

Deadline for the City Elections Official 
to Forward the Prospective Initiative Petition to 
the City Attorney

If the text of the prospective initiative petition does 
comply, the city elections official forwards it to the 
City Attorney no later than the 6th business day 
after the prospective initiative petition is filed.

1

2

3
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Registered Voter

Any elector who disagrees with the city elections official’s 
constitutional requirement determination may file a peti-
tion with the Circuit Court to review the determination.

Ballot Title 
(ORS 250.035, 250.275 and 250.296)
If the city elections official determines that the proposed 
charter amendment or ordinance complies with consti-
tutional requirements, the city elections official forwards 
two copies of the prospective initiative petition to the City 
Attorney for preparation of the ballot title.

City Attorney

After receiving copies of the prospective initiative peti-
tion, the City Attorney must prepare a ballot title and file 
it with the city elections official. Oregon law requires that 
the ballot title contain all of the following elements:

a caption that does not exceed 10 words ´
The caption must reasonably identify the subject 
of the initiative.
a question that does not exceed 20 words ´
The question must plainly phrase the chief purpose 
of the initiative so that an affirmative response corre-
sponds to a yes vote on the ballot.
and
a summary of the prospective initiative that does not  ´
exceed 175 words

The summary must be concise and impartial and summa-
rize the measure and its major effect.

City Elections Official

Immediately after receiving the ballot title from the City 
Attorney the city elections official completes the ballot 
title process as follows:

The city elections official provides the chief petitioners 
with a copy of the ballot title.

The city elections official publishes a notice in the next 
available edition of a newspaper of general circulation 
in the city which includes all of the following:
a statement that the ballot title has been received ´

a statement that the prospective initiative petition com- ´
plies with the constitutional requirements
a notice that an elector may file a petition to review the  ´
ballot title
the deadline for filing a petition to review the ballot  ´
title with the Circuit Court
and
the ballot title provided by the City Attorney or infor- ´
mation on how to obtain a copy of the ballot title

City Initiative Petition Process (cntd.)

1

2

Deadline to File a Petition to Review the 
Procedural Constitutional Requirement 
Determination

text does not comply with constitutional require- ´
ments: no later than the 7th business day after 
the written determination is made

text does comply with constitutional requirements:  ´
no later than the 7th business day after the ballot 
title is filed with the city elections official

Deadline for the City Attorney to File 
the Ballot Title 

After receiving the prospective initiative petition, 
the City Attorney has 5 business days to prepare a 
ballot title and file it with the city elections official.
file a petition to review the ballot title.

Deadline for the City Elections Official 
to Publish Notice that the Ballot Title has 
been Received

After receiving the ballot title from the City Attorney, 
the city elections official publishes a notice that the 
ballot title has been received in the next available edi-
tion of a newspaper of general circulation in the city. 
The notice must be published prior to the deadline to  
file a petition to review the balllot title.
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Registered Voter

Any elector who is dissatisfied with the ballot title may 
petition the Circuit Court to review the ballot title issued 
by the City Attorney. The petition must name the City 
Attorney as the respondent. The petition must also state 
the reasons the title filed with the court is insufficient, not 
concise or unfair.

If an elector files a petition to review a ballot title with the 
Circuit Court, the elector must also notify the city elec-
tions official in writing that the petition has been filed.

Circuit Court

After a petition to review a ballot title is filed, the Circuit 
Court conducts its review. The review of the ballot title 
by the Circuit Court shall be the first and final review.

After reviewing the ballot title the Circuit Court renders 
its decision and certifies a ballot title meeting the require-
ments of ORS 250.035 to the city elections official.

The city elections official must not approve the cover and 
signature sheets for circulation until after the challenge 
period for the ballot title or, if the ballot title is chal-
lenged, after the Circuit Court order is received by the 
city elections official.

Prospective Initiative Petition Cover 
and Signature Sheets (ORS 250.265)

After receiving a final ballot title, the chief petitioners may 
begin the cover and signature sheet approval process. 

The text, cover and signature sheets for a prospective 
initiative petition must be approved in writing by the city 
elections official before the chief petitioners may begin 
circulating the petition. 

The chief petitioners must comply with specific detailed 
requirements when preparing their cover and signature 
sheets. Failure to comply with the requirements on pages 
41-43 will delay the receipt of written approval to circulate.

Chief Petitioners

After preparing the cover and signature sheets for the 
prospective initiative petition, the chief petitioners submit 
a draft to the city elections official for review. If the text of 
the prospective initiative is not printed on the cover sheet, 
a complete copy of the text must also be submitted with 
the draft cover and signature sheets. If cover and signature 
sheets are submitted for approval by someone other than a 
chief petitioner, all of the chief petitioners must file writ-
ten consent with the city elections official before the initial 
review of the cover and signature sheets. 

See the Guidelines and Requirements for Petitions on pages 41-
45 and the Sample Cover Sheet on page 55.

City Elections Official

After receiving the text, cover and signature sheets from 
the chief petitioners, the city elections official reviews the 
sheets for compliance with the requirements for prospec-
tive city initiative petitions.

The city elections official contacts the State Elections 
Division to determine if the chief petitioners have filed 
a Statement of Organization. Cover and signature 
sheets will not be approved for circulation until the 
Statement of Organization and Campaign Account 
Information form have been filed.

cotinued on next page

City Initiative Petition Process

Warning

If this notice to the city elections official is not 
timely filed, the petition to the Circuit Court will 
be dismissed.

1

1

2

2

Deadline to File a Petition to Review 
the Ballot Title

The deadline to file a petition to review the ballot 
title is no later than the 7th business day after the 
ballot title is filed with the city elections official.

Deadline to Notify the City Elections Official 
that a Petition has been Filed

The notice must be filed with the city elections 
official no later than 5pm on the first business day 
after the petition is filed with the Circuit Court.

1
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The city elections official reviews the text of the initia-
tive petition to ensure that the text reads exactly the 
same and is formatted the same as the text submitted 
with the prospective petition. The city elections official 
also reviews the cover and signature sheets for compli-
ance with the city petition requirements. 

See pages 41-43.

The city elections official prepares and mails a written 
notice to the chief petitioners detailing any corrections 
which must be made to the text, cover or signature 
sheets before they can be approved for circulation.

Once the text, cover and signature sheets meet all of 
the requirements, the city elections official notifies the 
chief petitioners in writing of approval to circulate the 
initiative petition.

The city elections official informs the chief petitioner of 
the number of required signatures.

Circulating an Initiative Petition  
(ORS 250.265) 

Once the chief petitioners receive written approval of the 
text, cover and signature sheets from the city elections 
official the chief petitioners may collect the signatures 
needed to place the initiative on the ballot.

If the chief petitioners intend to mail cover and signature 
sheets to prospective signers the text must be included 
with each mailing.

If at any time after receiving approval to circulate the resi-
dence address of any chief petitioner changes or if the cir-
culators pay status changes, new cover and signature sheets 
with the correct address must be submitted for approval.

Chief Petitioners

Before collecting signatures, the chief petitioners must re-
view with circulators the legal requirements and guidelines 
for circulating an initiative. Failure to comply with the 
legal requirements and guidelines will result in rejection 
of those sheets.

See page 44.

Chief Petitioners and Circulators

After reviewing the legal requirements and guidelines for 
circulating an initiative, the chief petitioners and circula-
tors may circulate the petition.

Each person collecting signatures  ´ must carry at least 
one full and correct copy of the text of the initiative and 
must allow any person to review the text upon request.
Each signature collected  ´ must be personally witnessed 
by the circulator. The circulator must sign and date the 
certification at the bottom of the petition sheet after all 
the signatures on the sheet have been collected.
The circulator  ´ must complete the date when the certi-
fication is signed and should not collect any additional 
signatures on that sheet unless the additional signatures 
are certified. 
For instructions on certifying new signatures to a peti-
tion sheet that has already been certified and dated by a 
circulator, see OAR 165-014-0270(4)(d) on page 52.
Circulators  ´ must not attempt to obtain signatures of a 
person knowing that the person signing the petition is 
not qualified to sign it.
Circulators  ´ must not alter, correct, clarify or obscure on 
the signature sheet any information about the person who 
signed the signature sheet unless the person who signed 
the signature sheet initials after the changes are made.
Only a signer may complete the optional information 
about themselves, such as their printed name, address 
and dates signed. However, a circulator may assist a 
disabled signer who requests assistance in completing 
the optional information.
Circulators  ´ must not offer money or any thing of value 
to another person to sign or not sign a petition, and 
must not sell or offer to sell signature sheets.
Circulators  ´ must not accept compensation to 
circulate a petition that is based on the number 
of signatures obtained.

City Initiative Petition Process (cntd.)

Warning

Violations of the circulator requirements may 
result in conviction of a felony with a fine of up 
to $125,000 and/or prison for up to 5 years.

3

2

4



29

Filing a Completed Initiative with the City 
Elections Official (ORS 250.315)

Once the chief petitioners have collected at least the 
constitutionally required number of signatures to place an 
initiative on the ballot, the chief petitioners may submit 
the signature sheets to the city elections official.

Chief petitioners must submit a new SEL 301, marked 
completed and signed by all current chief petitioners at 
the time signatures are submitted for verification.

Chief Petitioners

Only the chief petitioners may submit signature sheets to 
the city elections official for verification. Signature sheets 
will not be accepted from circulators, agents, circulator 
companies or any other individual or entity.

Before submitting the signature sheets for verification 
with the city elections official, the chief petitioners must 
number the signature sheets beginning with the number 
1 and continue numbering sequentially until all sheets 
have been numbered.

The chief petitioners submit sorted and numbered 
signature sheets for verification with the city elections 
official. The initiative must contain at least the consti-
tutionally required number of original signatures.

When submitting signature sheets the chief petitioners 
must include a letter stating how many signatures they 
purport to have. 

The chief petitioners must submit the petition signature 
sheets to the city elections official no later than two 
years after the date on which the petition was approved 
to circulate.

Chief petitioners must report contribution and expen-
diture transactions electronically using the Elections 
Division’s ORESTAR system. Each financial transac-
tion must be independently reported. 

See the Campaign Finance Manual.

Withdrawing an Initiative (ORS 250.029)

Chief Petitioners

Chief petitioners may withdraw their initiative only prior 
to submitting the petition signature sheets for signature 
verification. A Withdrawal of Initiative or Referendum 
Petition (SEL 375) must be submitted to the city elections 
official signed by all current chief petitioners.

City Elections Official

The city elections official discontinues the initiative pro-
cess and forwards a copy of the withdrawal to the City 
Attorney. The chief petitioners may not re-activate the 
withdrawn petition.

City Initiative Petition Process

Warning

It is the responsibility of the chief petitioners to 
ensure that the signature sheets are numbered 
sequentially before filing the petition signatures for 
verification. Failure to comply with this requirement 
will result in rejection of those sheets not filed in 
accordance with OAR 165-014-0110.

2
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Deadline to Report Contribution and  
Expenditure Transactions

Generally, a transaction is due no later than 30 cal-
endar days after the date of the transaction. How-
ever, for the period between the 42nd day before 
the election and election day, transactions must 
be reported no later than seven days after the date 
of the transaction. For detailed deadlines, see the 
Campaign Finance Manual.
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Verification of Signatures 
(ORS 250.315 and OAR 165-014-0110)

After receiving the signature sheets from the chief petition-
ers, the city elections official begins the process of signature 
verification to determine if the initiative contains enough 
valid signatures to qualify for the ballot. 

City Elections Official

The city elections official processes signature sheets sub-
mitted for verification by:

comparing the submitted cover and signature sheets to  ´
the approved versions
verifying that each signature sheet is signed and dated  ´
by the circulator
verifying that each signature sheet has the approved- ´
cover sheet copied on the back
and
verifying the original signature using the voter  ´
registration card

City elections officials arrange with the county elections 
officials for verification of signatures.

If the petition requires more than 4,500 signatures the city 
elections official must use a statistical sampling process to 
determine if the petition contains a sufficient number of 
signatures to qualify to the ballot. See OAR 165-014-0110.

Review of Initiated Measure by City 
Governing Body (ORS 250.325)

City Elections Official

The city elections official files the initiated measure with 
the city governing body no later than the next meeting of 
the city governing body after determining that the initia-
tive has qualified for the ballot.

City Governing Body

After receiving the initiated measure, but not later than 
the 30th day after the measure is filed with it, the govern-
ing body may either adopt or reject the initiated measure 
(unless the measure, for example disincorporation of the 
city, is required to be submitted to the voters under the 
city charter or state law). If the governing body rejects the 
measure, or city charter or state law requires an election, 
the initiated measure must be submitted to city electors 
at the next available election date which is no sooner than 
the 90th day after the completed initiative petition was 
filed with the city governing body.

See page 46.

The governing body may also refer a competing measure to 
the ballot at the same election where the initiated measure 
will appear. If the governing body chooses to refer a com-
peting measure it must prepare the measure no later than 
the 30th day after the initiated measure is filed with the 
governing body. The mayor does not have power to veto an 
initiated measure or a competing measure.

City Initiative Petition Process (cntd.)

Deadline to Submit Signatures

Signatures must be submitted to the city elections 
official no later than 2 years after the petition was 
approved to circulate.

Deadline to Withdraw an Initiative

Chief petitioners may withdraw their initiative only 
prior to submitting the petition signature sheets for 
signature verification.

Deadline for the City Elections Official to 
Verify Signatures

Signature verification must be completed no 
later than the 15th calendar day after signatures 
are submitted.

Deadline for the Governing Body to Accept 
or Reject Initiated Measure

The deadline is no later than the 30th day after 
the measure is filed with the governing body.

Deadline for the Governing Body to Refer 
a Competing Measure

The measure must be prepared no later than the 
30th day after the initiated measure is filed with the 
governing body.
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Certification of Measure to Ballot 
(ORS 250.325 and 254.108)

After the governing body acts, the city elections official noti-
fies the county elections official if an election is required.

City Elections Official

The city elections official notifies the county elections 
official of the election and files with the county elections 
official a completed SEL 802. 

See page 46.

County Elections Official

The county elections official assigns a measure number. 
Ballot measure numbers will not be repeated.

City Initiative Petition Process

Deadline to Notify the County Elections Official 
and Conduct the Election

The city elections official must give notice of mea-
sure election to the county elections official no later 
than the 61st day before the election. The election 
will be held at the next available election that is no 
sooner than the 90th day after the completed initia-
tive petition was filed with the city governing body. 
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Timeline for Placing a City Initiative on the Ballot

Chief Petitioner or Interested Party
A prospective initiative petition may be filed at any time.

Elections Officials
After receiving the prospective initiative petition, the city elections official has 5 business 
days to review the text of the proposed charter or ordinance.
The city elections official must mail the notice by certified mail that the text of the pro-
spective initiative petition does or does not comply no later than the 6th business day after 
it is filed.
If the text of the prospective initiative petition does comply, the city elections official 
forwards it to the City Attorney no later than the 6th business day after the prospective 
initiative petition is filed.

City Attorney
After receiving the prospective initiative petition, the City Attorney has 5 business days to 
prepare a ballot title and file it with the city elections official.

Chief Petitioner or Interested Party
If the text of the prospective initiative petition does not comply with constitutional 
requirements, petitions to review the determination must be filed no later than the 7th 
business day after the written determination is made.

Elections Officials
After receiving the ballot title from the City Attorney, the city elections official publishes 
notice of receipt of the ballot title in the next available edition of a newspaper of general 
circulation in the city.  The notice must be published prior to the deadline to file a petition 
to review the ballot title.

Chief Petitioner or Interested Party
Petitions to review the ballot title must be filed no later than the 7th business day after the 
ballot title is filed with the city elections official.
A notice must be filed with the city elections official no later than 5pm on the first busi-
ness day after the petition has been filed with the circuit court.
If the text of the prospective initiative petition does  comply with constitutional require-
ments, petitions to review the determination must be filed no later than the 7th business 
day after the ballot title is filed with the city elections official.
Chief petitioners may withdraw the initiative only prior to submitting the petition signa-
ture sheets for verification.
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Chief Petitioner Committee
The Statement of Organization for Petition Committee (SEL 222) and Campaign Account 
Information form (SEL 223) for a new committee must be filed within 3 business days of 
receiving a contribution or making an expenditure to support the initiative effort. 
Generally, a transaction is due no later than 30 calendar days after the date of the transac-
tion. However, for the period between the 42nd day before the election and election day, 
transactions must be reported no later than seven days after the date of the transaction. 
For detailed deadlines, see the Campaign Finance Manual.

Elections Officials
Signature verification must be completed no later than the 15th calendar day after signa-
tures are submitted for verification.

Governing Body
The deadline for the city governing body to accept or reject the initiated measure is no 
later than 30 days after the initiated measure is filed with it.

Elections Officials
The city elections official must give notice of measure election no later than the 61st day 
before the election. The election will be held at the next available election that is no sooner 
than the 90th day after the initiative petition was filed with the city governing body.

Governing Body
The deadline for the city governing body to refer a competing  measure to the ballot is no 
later than 30 days after the initiated measure is filed with it.

Elections Officials
The county elections official prepares the abstract of votes no later than 20th day after 
the election.
The city elections official determines the results of the measure election no later than the 
30th day after the election.
The city elections official must send a status inquiry letter no later than 30 days before the 
annual anniversary date of when the petition was approved for circulation.

Chief Petitioner or Interested Party
Chief petitioners must certify to city elections officials no later than each anniversary date 
of approval to circulate that the initiative is still active.
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City Referendum Petition Process

Filing Prospective Referendum Petition 
(ORS 250.265)

A prospective referendum petition consists of the text of 
the ordinance or other legislative enactment adopted by 
the  governing body, as well as the required forms that 
must be completed before filing the prospective referen-
dum petition with the city elections official. All the forms 
required to file a prospective referendum petition and the 
instructions for completing those forms are contained in 
the back of this manual and are available online.

City charter or ordinance requirements may supersede certain 
state statutes, except for the statutory form and ballot title 
requirements and other mandatory state laws. Review the 
requirements with the city elections official before filing the 
prospective petition.

A referendum petition may be filed on an entire or a 
part of an ordinance or other legislative enactment. Refer-
ences to the ordinance in this manual include a portion 
of the ordinance or other legislative enactment, if that is 
what is referred.

Chief Petitioners

The chief petitioners file the prospective referendum 
petition with the city elections official. The prospective 
referendum petition must include the following:

text of the ordinance as enacted by the governing body ´

Statement One or More/No Petition Circulators Will  ´
Be Paid (Initiative/ Referendum Only) (SEL 301)
Prospective Petition for Local Measure (SEL 370)which  ´
designates not more than three chief petitioners If the 
petition designates fewer than three chief petitioners, 
additional chief petitioners, up to a total of three, may 
be added before final approval of the cover and signature 
sheets. A chief petitioner may not resign or be replaced by 
another individual after final approval of the referendum 
cover and signature sheets. A letter signed by all current 
chief petitioners must accompany the SEL 370 when 
designating additional or different chief petitioners. At 
least one original chief petitioner must remain as a chief 
petitioner throughout the process. If all original chief 
petitioners resign, the referendum must be refiled.
Residence addresses of the chief petitioners are printed 
on the cover sheet ORS 250.265(2).
and
Statement of Organization for Petition Committees  ´
(SEL 222), if required
Campaign Account Information (SEL 223), if required
These forms are not required with the initial filing of 
the prospective petition but must be filed with the State 
Elections Division within 3 business days of spending or 
receiving any money to support the referendum effort. 
However, approval to circulate will not be given until the 
Statement of Organization and Campaign Account Infor-
mation forms have been filed with Elections Division.

See the Campaign Finance Manual

Deadline to File a City Prospective 
Referendum Petition

A prospective referendum petition must be filed 
after the ordinance is adopted and signatures must 
be filed for verification with the elections official 
no later than the 30th day after the adoption of a 
nonemergency ordinance. To determine the filing 
deadline, day one is the first day after the measure 
was adopted by the governing body. If after the 
deadline to file, changes may only be made by 
initiative petition.

Deadline to File a Statement  of Organization

The Statement of Organization must be filed with 
the State Elections Division within 3 business days 
of spending or receiving any money to support the 
referendum effort.
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Checklist for Filing a Sufficient Prospective 
Referendum Petition

Below is a checklist of all the components required  
to file a prospective referendum petition:

text of the ordinance as enacted by the governing body {

a completed Statement One or More/No Petition  {
Circulators Will Be Paid (Initiative and Referendum 
Only) (SEL 301)

Prospective Petition For Local Measure (SEL 370) {

Ballot Title 
(ORS 250.035, 250.275 and 250.296)

Upon receiving a prospective referendum petition, the city 
elections official assigns the petition an identification number 
and forwards, two copies to the City Attorney for preparation 
of the ballot title. The ballot title drafting process and the 
collection of signatures can occur simultaneously. Once the 
chief petitioners have received written approval to circulate 
from the city elections official the chief petitioners may begin 
collecting signatures. The chief petitioners are not required to 
wait for the ballot title before collecting signatures.

City Attorney

After receiving copies of the prospective referendum peti-
tion, the City Attorney must prepare a ballot title and file 
it with the city elections official. Oregon statutes require 
that the ballot title contain all of the following elements:

a caption that does not exceed 10 words ´

The caption must reasonably identify the subject of 
the referendum.

a question that does not exceed 20 words ´

The question must plainly phrase the chief purpose of 
the referendum so that an affirmative response corre-
sponds to a yes vote on the ballot.
and
a summary of the referendum that does not exceed  ´
175 words
The summary must be concise and impartial and sum-
marize the measure and its major effect.

City Elections Official

Immediately after receiving the ballot title from the City 
Attorney the city elections official completes the ballot 
title process as follows:

The city elections official provides the chief petitioners 
with a copy of the ballot title.

The city elections official publishes a notice in the next 
available edition of a newspaper of general circulation 
in the city which includes all of the following:
a statement that the ballot title has been received  ´

a notice that an elector may file a petition to review the  ´
ballot title
the deadline for filing a petition to review the ballot  ´
title with the Circuit Court
and
the ballot title provided by the City Attorney or infor- ´
mation on how to obtain a copy of the ballot title

Deadline for the City Attorney to File  
the Ballot Title 

After receiving copies of the prospective referen-
dum petition, the City Attorney has 5 business  
days to prepare a ballot title and file it with the city  
elections official.

1

2

Deadline for the City Elections Official to  Publish 
a Notice that the Ballot Title has been Received

After receiving the ballot title from the City Attor-
ney, the city elections official publishes a notice that 
the ballot title has been received in the next avail-
able edition of a newspaper of general circulation in 
the city. The notice must be published prior to the 
deadline to file a petition to review the ballot title.



36 City Elections Manual

Registered Voter 

Any elector who is dissatisfied with the ballot title may 
petition the Circuit Court to review the ballot title issued 
by the City Attorney. The petition must name the City 
Attorney as the respondent. The petition must also state 
the reasons the title filed with the court is insufficient, not 
concise or unfair. 

If an elector files a petition to review a ballot title with the 
Circuit Court, the elector must also notify the city elec-
tions official in writing that the petition has been filed.

Circuit Court

After a petition to review a ballot title is filed, the 
Circuit Court conducts its review. The review of the 
ballot title by the Circuit Court shall be the first and 
final review.

After reviewing the ballot title the Circuit Court renders 
its decision and certifies a ballot title meeting the require-
ments of ORS 250.035 to the city elections official.

Prospective Referendum Petition Cover 
and Signature Sheets (ORS 250.265)

The text, cover and signature sheets for a prospective 
referendum petition must be approved in writing by the 
city elections official before the chief petitioners may begin 
circulating the petition.

The chief petitioners must comply with specific detailed 
requirements when preparing their cover and signature 
sheets. Failure to comply with the requirements on pages 
42-43 will delay the receipt of written approval to circulate.

The ballot title drafting process and the collection of 
signatures can occur simultaneously. The chief petition-
ers are not required to wait for the ballot title before col-
lecting signatures. Once the chief petitioners have received 
written approval to circulate from the city elections official 
they may begin collecting signatures.

Chief Petitioners

After preparing the cover and signature sheets for the pro-
spective referendum petition, the chief petitioners submit 
a draft to the city elections official for review. A complete 
copy of the ordinance must also be submitted with the draft 
cover and signature sheets. If cover and signature sheets are 
submitted for approval by someone other than a chief peti-
tioner, all of the chief petitioners must file written consent 
with the city elections official before the initial review of the 
cover and signature sheets.

See the Guidelines and Requirements for Petitions start-
ing on page 41 and the Sample Cover Sheet on page 55.

City Elections Official

After receiving the ordinance, cover and signature sheets 
from the chief petitioners, the city elections official reviews 
the sheets for compliance with the requirements for a city 
referendum petition.

The county elections official contacts the State Elections 
Division to determine if the chief petitioners have filed a 
Statement of Organization. Cover and signature sheets 
will not be approved for circulation until the Statement 
of Organization and Campaign Account Information 
form have been filed.

Warning

If this notice to the city elections official is not timely 
filed, the petition to the Circuit Court will be dismissed.

1

1

2
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Deadline to File a Petition to Review 
the Ballot Title

The deadline to file a petition to review the ballot 
title is no later than the 7th business day after the  
ballot title is filed with the city elections official.

Deadline to Notify the City Elections Official 
that a Petition has been Filed

The notice must be filed with the city elections 
official no later than 5pm on the first business day 
after the petition is filed with the Circuit Court.

City Referendum Petition Process (cntd.)

1
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The city elections official reviews the text of the ordi-
nance to ensure that the text reads exactly the same and 
is formatted the same as the ordinance adopted by the 
governing body. The city elections official also reviews 
the cover and signature sheets for compliance with the 
city petition requirements. 

See pages 42-43.

The petition will be circulated using the title of the ordi-
nance as enacted by the city governing body or, if there is 
no title, the title supplied by the chief petitioner.

The city elections official prepares and mails a writ-
ten notice to the chief petitioners detailing any 
corrections which must be made to the text of the 
ordinance, cover or signature sheets before they can 
be approved for circulation.

Once the text of the ordinance, cover and signature sheets 
meet all of the requirements, the city elections official 
notifies the chief petitioners in writing of approval to 
circulate the referendum petition. 

The city elections official informs the chief petitioner of 
the number of required signatures and the last day to sub-
mit signatures collected for the referendum petition.

Circulating a Referendum Petition (ORS 
250.265 and 250.305)

Once the chief petitioners receive written approval of the 
text of the ordinance, cover and signature sheets from the 
city elections official, the chief petitioners may collect the 
signatures needed to place the referendum on the ballot.

If the chief petitioners intend to mail cover and signature 
sheets to prospective signers the text of the ordinance must 
be included with each mailing.

If at any time after receiving approval to circulate the resi-
dence address of any chief petitioner changes or if the cir-
culators pay status changes, new cover and signature sheets 
with the correct address must be submitted for approval.

Chief Petitioners

Before collecting signatures, the chief petitioners must 
review with circulators the legal requirements and guide-
lines for circulating a referendum. Failure to comply with 
the legal requirements and guidelines will result in rejec-
tion of those sheets

See page 44.

Chief Petitioners and Circulators

After reviewing the legal requirements and guidelines for 
circulating a referendum, the chief petitioners and circula-
tors may circulate the petition. 

Each person collecting signatures  ´ must carry at least 
one full and correct copy of the text of the ordinance 
to be referred and must allow any person to review the 
text upon request. 
Each signature collected  ´ must be personally witnessed 
by the circulator. The circulator must sign and date the 
certification at the bottom of the petition sheet after all 
the signatures on the sheet have been collected.
The circulator  ´ must complete the date when the certi-
fication is signed and should not collect any additional 
signatures on that sheet unless the additional signatures 
are certified.
For instructions on certifying new signatures to a peti-
tion sheet that has already been certified and dated by a 
circulator, see OAR 165-014-0270(4)(d) on page 52.
Circulators  ´ must not attempt to obtain signatures of a 
person knowing that the person signing the petition is 
not qualified to sign it. 
Circulators  ´ must not alter, correct, clarify or obscure 
on the signature sheet any information about the 
person who signed the signature sheet unless the 
person who signed the signature sheet initials after 
the changes are made.
Only a signer  ´ may complete the optional information 
about themselves, such as their printed name, address 
and dates signed. However, a circulator may assist a 
disabled signer who requests assistance in completing 
the optional information.

2
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Circulators  ´ must not offer money or any thing of value 
to another person to sign or not sign a petition, and 
must not sell or offer to sell signature sheets.
Circulators  ´ must not accept compensation to circulate a 
petition that is based on the number of signatures obtained.

Filing a Completed Referendum with the 
City Elections Official (ORS 250.315)

Once the chief petitioners have collected at least the 
constitutionally required number of signatures to place a 
referendum on the ballot, the chief petitioners may submit 
the signature sheets to the city elections official. 

Chief petitioners shall submit a new SEL 301, marked 
completed and signed by all current chief petitioners, at 
the time signatures are submitted for verification. 

Chief Petitioners

Only the chief petitioners may submit signature sheets to 
the city elections official for verification. Signature sheets 
will not be accepted from circulators, agents, circulator 
companies or any other individual or entity. 

Before submitting the signature sheets for verification 
with the city elections official, the chief petitioners 
must number the signature sheets beginning with the 
number 1 and continue numbering sequentially until all 
the sheets have been numbered.

The chief petitioners submit sorted and numbered 
signature sheets for verification with the city elections 
official. The referendum must contain at least the con-
stitutionally required number of original signatures.

When submitting signature sheets the chief petitioners 
must include a letter stating how many signatures they 
purport to have.

Chief petitioners must report contribution and expen-
diture transactions electronically using the Elections 
Division’s ORESTAR system. Each financial transac-
tion must be independently reported.

See the Campaign Finance Manual.

Warning

Violations of the circulator requirements may  
result in conviction of a felony with a fine of  
up to $125,000 and/or prison for up to 5 years.

Deadline to Report Contribution and 
Expenditure Transactions

Generally, a transaction is due no later than 30 calen-
dar days after the date of the transaction. However, 
for the period between the 42nd day before the elec-
tion and election day, transactions must be reported 
no later than seven days after the date of the trans-
action. For detailed deadlines, see the Campaign 
Finance Manual.

Deadline to File Signatures with the 
City Elections Official

Signatures must be filed for verification with the 
elections official no later than the 30th day after the 
adoption of a nonemergency ordinance. To deter-
mine the filing deadline, day one is the first day after 
the measure was adopted by the governing body.

City Referendum Petition Process (cntd.)

Warning

It is the responsibility of the chief petitioners to  
ensure that the signature sheets for each county 
are separated and numbered sequentially before 
filing the petition signatures for verification. Failure 
to comply with this requirement will result in rejec-
tion of those sheets not filed in accordance with 
OAR 165-014-0110.
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Withdrawing a Referendum (ORS 250.029)

Chief Petitioners

Chief petitioners may withdraw their referendum only 
prior to submitting the petition signature sheets for sig-
nature verification. A Withdrawal of Initiative or Refer-
endum Petition (SEL 375) must be submitted to the city 
elections official signed by all current chief petitioners.

City Elections Official

The city elections official discontinues the referendum 
process and forwards a copy of the withdrawal to the City 
Attorney. The chief petitioners may not re-activate the 
withdrawn petition.

Verification of Signatures (ORS 250.315 
and OAR 165-014-0110)

After receiving the signature sheets from the chief peti-
tioners, the city elections official begins the process of sig-
nature verification to determine if the referendum contains 
enough valid signatures to qualify for the ballot.

City Elections Official

The city elections official processes signature sheets sub-
mitted for verification for each referendum by:

comparing the submitted cover and signature sheets to  ´
the approved versions
verifying that each signature sheet is signed and dated  ´
by the circulator

verifying that each signature sheet has the approved- ´
cover sheet copied on the back
and
verifying the original signature using the voter registra- ´
tion card

City elections officials arrange with the county elections 
officials for verification of signatures.

If the petition requires more than 4,500 signatures the city 
elections official must use a statistical sampling process to 
determine if the petition contains a sufficient number of 
signatures to qualify to the ballot.  See OAR 165-014-0110.

Certification of Measure to Ballot 
(ORS 250.355 and 254.108)

City Elections Official

After the signature verification process has been com-
pleted and it has been determined that the referendum has 
enough valid signatures to qualify as a city measure, the 
city elections official notifies the county elections official 
and files with the county elections official a completed 
SEL 802.

County Elections Official

The county elections official assigns a measure number. 
Ballot measure numbers will not be repeated.

See page 46.

Deadline for the County Elections Official to 
Conduct the Election

The election will be held at the next available elec-
tion date which is no sooner than the 90th day after 
the referendum petition was filed with the city elec-
tions official.

Deadline to Withdraw a Referendum

Chief petitioners may withdraw their referendum 
only prior to submitting the petition sheet for signa-
ture verification.

Deadline for the County Elections Official to 
Verify Signatures

Signature verification must be completed no later 
than the 15th calendar day after signatures are sub-
mitted for verification.
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Timeline for Placing a City Referendum on the Ballot

Chief Petitioner or Interested Party
A prospective referendum petition must be filed after the ordinance is adopted.

Elections Official
After the city elections official receives a prospective referendum petition, two copies are 
forwarded to the City Attorney for preparation of the ballot title.

City Attorney
After receiving copies of the prospective referendum petition, the City Attorney has  
5 business days to prepare a ballot title and file it with the city elections official.

Elections Official
After receiving the ballot title from the City Attorney, the city elections official publishes 
notice of receipt of the ballot title in the next available edition of a newspaper of general 
circulation in the city. The notice must be published prior to the deadline to file a petition 
to review the ballot title.

Chief Petitioner or Interested Party
Petitions to review the ballot title must be filed no later than the 7th business day after the 
ballot title is filed with the city elections official.
A notice must be filed with the city elections official no later than 5pm on the first busi-
ness day after the petition has been filed with the circuit court.
Chief petitioners may withdraw the referendum only prior to submitting the petition 
signature sheets for verification.
Signatures must be filed for verification with the city elections official no later than the 
30th day after the adoption of a nonemergency ordinance.

Elections Official
Signature verification must be completed no later than the 15th calendar day after signa-
tures are submitted for verification.

Chief Petitioner Committee
The Statement of Organization for Petition Committee (SEL 222) and Campaign Account 
Information form (SEL 223) for a new committee must be filed within 3 business days of 
receiving a contribution or making an expenditure to support the referendum effort. 
Generally, a transaction is due no later than 30 calendar days after the date of the transaction. 
However, for the period between the 42nd day before the election and election day, transac-
tions must be reported no later than seven days after the date of the transaction. For detailed 
deadlines, see the Campaign Finance Manual.

Elections Official
The election will be held at the next available election date which is no sooner than the 
90th day after the referendum petition was filed with the city elections official.
The county elections official prepares the abstract of votes no later than 20th day 
after the election.
The city elections official determines the results of the measure election no later than the 
30th day after the election.
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Initiative Petition Cover and Signature 
Sheet Requirements (Oregon Constitution, 
Article IV, §1, ORS 250.265)

All cover and signature sheets must be approved in writing 
by the city elections official before circulating any petition. 
Signatures collected on unapproved cover and signature 
sheets will be rejected.

The city elections official will not approve the cover and 
signature sheets for circulation until after the challenge 
period for the ballot title expires or, if the ballot title is 
challenged, after the Circuit Court order is received by 
the city elections official. 

If at any time after approval to circulate the residence address 
of any chief petitioner changes or if the circulators pay status 
changes, new cover and signature sheets must be submitted 
for approval.

Cover Sheet Requirements

Each cover sheet for a prospective initiative petition must 
include all of the following:

the printed words  ´ City Initiative Petition across the 
top of the cover sheet
the certified ballot title for the initiative ´

names and residence addresses of all chief petitioners  ´
as designated on the Prospective Petition For Local 
Measure (SEL 370)
and
the instructions to the petition circulators and signers  ´

The instructions must read exactly as they appear on the 
Prospective Petition For Local Measure (SEL 370).

The chief petitioners may also include the name and  
mailing address of the political committee sponsoring  
the prospective initiative petition.

Signature Sheet Requirements

Form SEL 371 or 373 may be recreated by the chief peti-
tioners but must appear the same as the original form. Each 
signature sheet for an initiative petition must have a cover 
sheet copied on the back and include all of the following:

a notice stating  ´ Some Circulators For This Petition 
Are Being Paid, if one or more persons will be paid for 
obtaining signatures of electors on the petition
the sentence “It is unlawful to sign a petition more than  ´
one time.”
the petition identification number ´

statement that signers must initial any changes that   ´
the circulator makes to their printed name, residence 
address or date they signed the petition 
caption of the final ballot title ´

a space for placing the signature sheet number ´

petition circulator’s certification stating that the circula- ´
tor witnessed the signing of the signature sheet by each 
individual whose signature appears on the signature 
sheet, that the circulator believes each signer is an elec-
tor, and that any compensation received was not based on 
the number of signatures obtained
area for providing date when circulator signed certification ´

area for placing county elections official’s certification ´

and
ten signature lines unless a variation is approved by the  ´
city elections official
Each signature line  ´ must include fields for:

signature 
date of signing petition 
printed name 
residence address

Warning

Logos, slogans, advertisements, party affiliation, 
etc. or any symbol or language which may be 
construed as advocacy is not permitted on any text, 
cover or signature sheet. Failure to comply with this 
requirement will result in rejection of those sheets 
and disqualification of those signatures.

Guidelines and Requirements for Petitions
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Signers are only required to provide a signature. An elec-
tor’s printed name, residence address and date they signed 
the petition are not mandatory under Oregon law. These 
information fields, while optional for the signer, provide 
valuable assistance to county elections officials who are 
performing the signature verification. If these lines are not 
completed, the signatures may still be submitted for signa-
ture verification. Failure to provide the optional informa-
tion increases the possibility that the signature cannot be 
confirmed to be that of an active registered voter, and thus 
reduces the chances of the petition having adequate verifi-
able signatures to qualify for the ballot. If no date is pro-
vided by the elector, the signatures are considered valid only 
if the county elections official determines that the elector 
was an active registered voter during the period beginning 
the date the petition was approved for circulation through 
the date of filing the petition for signature verification.

Referendum Petition Cover and Signature 
Sheet Requirements (Oregon Constitution, 
Article IV, §1, ORS 250.265–250.275)

All cover and signature sheets must be approved in writing 
by the city elections official before circulating any petition. 
Signatures collected on unapproved cover and signature 
sheets will be rejected.

If at any time after approval to circulate the residence address 
of any chief petitioner changes or the circulators pay status 
changes, new cover and signature sheets must be submitted 
for approval.

Cover Sheet Requirements

Each cover sheet for a prospective referendum petition 
must include all of the following:

the printed words  ´ City Referendum Petition across 
the top
the title of the measure as enacted by the city govern- ´
ing body or, if there is no title, the title supplied by 
the chief petitioners
names and residence addresses of the chief petitioners  ´
as designated on the Prospective Petition For Local 
Measure (SEL 370)
and
instructions to the petition circulators and signers ´

The instructions must read exactly as they appear on the 
Prospective Petition For Local Measure (SEL 370). 

The chief petitioners may also include the name and  
mailing address of the political committee sponsoring  
the prospective referendum petition.

Signature Sheet Requirements

Form SEL 371 or 373 may be recreated by the chief peti-
tioners but must appear the same as the original form. Each 
signature sheet for a referendum petition must have a cover 
sheet copied on the back and include all of the following:

a notice stating  ´ Some Circulators For This Petition 
Are Being Paid, if one or more persons will be paid for 
obtaining signatures of electors on the petition
the sentence “It is unlawful to sign a petition more than  ´
one time.”
the petition identification number ´

statement that signers must initial any changes that the  ´
circulator makes to their printed name, residence address 
or date they signed the petition 
the number of the ordinance being referred, if any, and  ´
the date it was adopted by the city governing body
a space for placing the signature sheet number ´

petition circulator’s certification stating that  the circula- ´
tor witnessed the signing of the signature sheet by each 
individual whose signature appears on the signature 
sheet, that the circulator believes each signer is an elec-
tor, and that any compensation received was not based on 
the number of signatures obtained

Warning

Circulators are advised to encourage signers to 
complete the optional information whenever pos-
sible. Circulators are prohibited from completing the 
optional information for signers, unless the signer is 
disabled and requests assistance.

Warning

Logos, slogans, advertisements, party affiliation, 
etc. or any symbol or language which may be 
construed as advocacy is not permitted on any text, 
cover or signature sheet. Failure to comply with this 
requirement will result in rejection of those sheets 
and disqualification of those signatures.

Guidelines and Requirements for Petitions (cntd.)
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area for providing date when circulator signed certification ´

area for placing county elections official’s certification ´

and
ten signature lines unless a variation is approved by the  ´
city elections official
Each signature line  ´ must include fields for:

signature 
date of signing petition 
printed name 
residence address

Signers are only required to provide a signature. An elector’s 
printed name, residence address and date they signed the 
petition are not mandatory under Oregon law. These infor-
mation fields, while optional for the signer, provide valuable 
assistance to county elections officials who are performing the 
signature verification. Failure to provide the optional infor-
mation increases the possibility that the signature cannot be 
confirmed to be that of an active registered voter, and thus 
reduces the chances of the petition having adequate verifi-
able signatures to qualify for the ballot. If no date is provided 
by the elector, the signatures are considered valid only if the 
county elections official determines that the elector was an 
active registered voter during the period beginning the date 
the petition was approved for circulation through the date of 
filing the petition for signature verification.

Format Requirements for Text Cover 
and Signature Sheets

Text, cover and signature sheets must meet the following 
formatting requirements:

standard 8 ½ “ x 11” size paper ´

at least 20 pound (weight) uncoated paper ´

and
printed on white or pastel colored paper stock to render  ´
text readable and enable election officials to readily 
verify signatures

All paper must be approved by the city elections official 
prior to circulation (coated paper and newsprint will not 
be approved).

Size and style of type must be deemed readable and approved 
in writing by the city elections official. However, the text 
must be printed in at least 10 point type.

Text, cover and signature sheets must be submitted 
for approval exactly as intended to circulate, including 
weight, style and color of paper with cover sheet copied 
on the back of the signature sheet. Any proposed varia-
tion to approved text, cover or signature sheets must be 
resubmitted and approved in writing by the city elections 
official before circulating.

Warning

Circulators are advised to encourage signers to 
complete the optional information whenever pos-
sible. Circulators are prohibited from completing the 
optional information for signers, unless the signer is 
disabled and requests assistance.
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Guidelines for Circulation of Petitions 
(ORS 250.265, 260.555 and 260.558)

It is very important for chief petitioners to instruct circula-
tors on the guidelines for circulating a petition. A circula-
tor’s failure to comply with the guidelines may result in the 
rejection of petition signature sheets and a felony convic-
tion for the circulator. To ensure compliance with the 
circulating requirements the chief petitioners must educate 
their circulators and monitor their activities.

Petition Circulator

Each petition circulator:
must ´  carry at least one full and correct copy of the 
text of the initiative or referendum and must allow any 
person to review the text upon request
must ´  ensure all active registered voters who sign a 
single signature sheet are residents of the city and the 
same county
must ´  personally sign their legal signature on the peti-
tion circulator’s certification with a minimum of a first 
name initial and full last name
must ´  provide the date when the certification was signed 
and should not collect any additional signatures on 
that sheet after dating the certification unless the ad-
ditional signatures are certified
For instructions on certifying new signatures to a peti-
tion sheet that has already been certified and dated by a 
circulator, see OAR 165-014-0270(4)(d) on page 52.
must not ´  attempt to obtain the signature of a person 
knowing that the person signing the petition is not 
qualified to sign it
must not ´  alter, correct, clarify or obscure on the signa-
ture sheet any information about the person who signed 
the signature sheet unless the person who signed the 
sheet initials after the changes are made

Only a signer may complete the optional information 
about themselves, such as their printed name, address 
and dates signed. However, a circulator may assist a 
disabled signer who requests assistance in completing 
the optional information.
must not ´  knowingly make any false statement regard-
ing the contents, meaning or effect of the petition to a 
prospective signer
must not  ´ offer money or any thing of value to another 
person to sign or not sign a petition
must not ´  sell or offer to sell signature sheets
may ´  be paid to obtain signatures on any petition, but 
must not accept compensation based on the number of 
signatures obtained

Petition Signer

Each petition signer must be an active registered voter and 
a resident of the city at the time of signing the petition or 
the person’s signature will not be counted.

Signing a petition and filling out a voter registration card, 
or updating their voter registration information at the same 
time, is not sufficient to make the petition signature valid 
unless the completed card is received by an elections filing 
officer before 5pm on the same day the petition is signed.

Warning

Violations of the circulator requirements may result 
in conviction of a felony with a fine of up to $125,000 
and/or prison for up to 5 years.

Guidelines and Requirements for Petitions (cntd.)
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Certification of Signature Sheets 
(OAR 165-014-0270)

While processing signature sheets submitted for verifica-
tion, the city elections official verifies that each signature 
sheet has a sufficient circulator certification. The following 
criteria (as adopted in OAR 165-014-0270; see pages 52-
53) are used to determine what constitutes an insufficient 
or sufficient circulator certification.

Insufficient Circulator Certification

A petition sheet will be rejected for insufficient circulator 
certification for any of the following reasons:

no signature whatsoever appears below the certification ´

no date appears next to circulator’s signature or the date  ´
is crossed out
the date of the circulator certification is earlier than the  ´
date of the electors’ signatures, unless the circulator and 
the only signer are the same person
the original date is crossed out, and a new date  ´
is provided, but the circulator failed to re-sign
any part of the original date is overwritten with a  ´
different date
the date information is insufficient or ambiguous ´

The date must be provided in month, day, year order if 
written in all numeric characters.
the original signature of a circulator has been crossed  ´
out, and a different circulator’s signature is inserted
two individuals sign and date as circulator, unless the  ´
only signers and the circulators are the same people
white-out appears on the signature or date line ´

the circulator has signed using only initials, unless  ´
the circulator’s use of initials as a signature is verified 
by exemplar
the circulator has signed using a signature stamp, un- ´
less use of a signature stamp has been approved under 
ORS 246.025
the circulator’s signature is photocopied, carbon-copied,  ´
or otherwise appears on the face of the document to 
be a replicated and not an original signature except as 
provided for in ORS 250.043
the signature, printed name, and address are all illegible ´

the signature alone is illegible, unless the circulator’s use of  ´
the apparently illegible signature is verified by exemplar
the circulator’s signature is in printed script rather than  ´
cursive script, unless the circulator’s use of a printed 
signature is verified by exemplar
or
if for any other reason, from the face of the signature  ´
sheet, the circulator’s identity cannot be determined or 
it otherwise cannot be determined that the circulator 
executed the certification after witnessing the electors’ 
signatures

If a preliminary determination is made that a certification 
is insufficient, the certification signature may be verified 
by exemplar. For correct procedures on filing an exemplar, 
refer to OAR 165-014-0270 located on pages 52-53.

Sufficient Circulator Certification

The following defects in the circulator certification will 
not result in rejection of the signature sheet:

the circulator’s signature appears on the printed name  ´
line instead of on the signature line
signature consists of full last name and at least the first  ´
name initial
the circulator has signed and dated the certification,   ´
but has not provided an address or printed name
or
the circulator has re-signed and re-dated the certifica- ´
tion and the circulator’s original signature has not been 
crossed out

Signature Requirements 
for Completed Petitions (ORS 250.305)

The number of active registered voters’ signatures required 
to place an initiative or referendum measure on the ballot 
is based upon a percentage of voters registered in the city 
at the time the prospective petition is filed.

The signature requirements are:
for an initiative petition, not less than  ´ 15%
for a referendum petition, not less than  ´ 10%
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Initiative and Referendum Timeline 
for Ballot Placement (ORS 221.230, 
250.325 and 250.355)

For a City Initiative Measure

After the city elections official has determined that the 
initiative has qualified for the ballot, the city elections 
official files the completed initiative measure with the city 
governing body at the body’s next meeting. The governing 
body may either adopt or reject the initiated measure (un-
less the measure is required to be submitted to the voters 
under the city charter or state law). If the governing body 
rejects the measure, or city charter or state law requires 
an election, the initiated measure must be submitted to 
city electors at the next available election date which is 
no sooner that the 90th day after the completed initiative 
petition was filed with the city governing body.

For a City Referendum Measure

After the city elections official has determined that the 
referendum has qualified for the ballot, the city elections 
official notifies the county elections official of the election.

County Elections Official

After receiving notification from the city elections official of 
the impending election the county elections official issues the 
measure a number and assigns it to the appropriate election.

Timeline for City Measure

Signatures are filed for verification

Signature verification must be completed no 
later than the 15th calendar day after signatures 
are submitted for verification.

Initiative only

The petition is filed with the city governing body at its 
next meeting. The governing body must adopt mea-
sure or refer to voters within 30 days of its receipt.

Initiative

The date of the election is the next available 
lection date not sooner than the 90th day after 
the measure was filed with the city governing body 
after verification.

Referendum

The date of the election is the next available election 
date not sooner than the 90th day after the referen-
dum petition was filed with the city elections official.

City Initiative Last Day to File 
Election Dates Initiative Measure with 
 Governing Body to 
 Qualify for this Election

March 9, 2010 December 9, 2009

May 18, 2010 February 17, 2010

September 21, 2010 June 23, 2010

November 2, 2010 August 4, 2010

March 8, 2011 December 8, 2010

May 17, 2011 February 16, 2011

September 20, 2011 June 22, 2011

November 8, 2011 August 10, 2011

General Information for Petitions
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Contribution and Expenditure Reporting 
(ORS Chapter 260)

All local committees must file their Statement of Organi-
zation and contribution and expenditure transactions with 
the Secretary of State, Elections Division.

All chief petitioners must comply with ORS 260.118 
regarding filing of statements of organization and contri-
bution and expenditure transactions with the Elections 
Division. For detailed information regarding compliance 
and schedules of accounting and reporting periods refer to 
the Campaign Finance Manual.

Conduct of Elections (ORS Chapter 254)

County Elections Official

County elections official conducts the election.

County elections official prepares the abstract of votes 
and delivers them to the city elections official. 

City Elections Official

After receiving the abstract of votes from the county, the 
city elections official determines the result of the election.

1

2

Deadline for the County Elections Official 
to Deliver Abstracts to the City

The county elections official delivers the abstract 
of votes to the city, no later than the 20th day after 
the election.

Deadline for the City Elections Official 
to Determine the Election Results

The election results must be determined no later 
than the 30th day after the election.
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As used in state election manuals, unless the context requires 
otherwise, the following terms mean:

Act  
A bill that has been passed by both houses of the legisla-
ture and has either been signed by the Governor, or not 
vetoed by the Governor within the time provided for the 
Governor to veto or sign the bill. A bill becomes an Act 
when it has been signed by the Governor or has become 
law without the Governor’s signature.

Appropriate Elections Filing Officer/Official 
The person with whom the candidate or political  
committee files the appropriate forms:

State Candidate or Measure—Elections Division,  ´
Secretary of State’s Office
County Candidate or Measure—County  ´
Elections Official
City Candidate or Measure—City Recorder/Auditor ´

District Candidate or Measure—County Elections  ´
Official. (For a district located in more than one 
county, the County Elections Official of the county in 
which the administrative office of the district is located.)

As of January 1, 2007, all state and local candidates file their 
Statement of Organization and contribution and expenditure 
transactions with the Secretary of State, Elections Division. 
A local candidate should check with their local jurisdiction 
(e.g. a city or county) as it may adopt ordinances that require a 
committee to also file campaign finance transactions with the 
local jurisdiction.

Assembly of Electors 
A gathering of registered voters in one place at one time to 
nominate candidates to partisan office.

Business Days 
Regular work days (calendar days excluding weekends and 
legal holidays as provided in ORS 187.010 and 187.020.)

Candidate 
An individual whose name is printed or expected to be 
printed on the ballot, an individual who campaigns for 
write-in votes, or an individual who collects or spends 
money to secure nomination or election to office at any 
time, even if the specific office is not indicated and the 
candidate’s name does not appear on a ballot. “Candidate” 
for purposes of ORS chapter 260 does not include a candi-
date for precinct committee person.

Candidate Committee 
A political committee formed by an individual running 
for public office.

Chief Petitioner 
The individual responsible for the preparation and organiza-
tion of an initiative, recall or referendum petition. No more 
than three persons may be designated as chief petitioners for 
any one initiative or referendum petition. For a recall peti-
tion, there is only one chief petitioner.

Circulator 
Any person who carries cover and signatures sheets to 
obtain and witness the collection of signatures.

City Offices 
The elected public offices of a city which may be voted on 
only by the registered voters of the city. City offices typically 
include a Mayor, four City Councilors, a municipal Judge 
and other officers the city council considers necessary for the 
conduct of business. (The offices may vary depending upon 
the city’s charter and ordinances. Contact the city elections 
filing officer for any questions regarding city offices.)

Definitions
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Committee 
A political committee or a chief petitioner committee.

Committee Director 
Any person who directly and substantially participates in 
decision-making on behalf of a political committee concern-
ing the solicitation or expenditure of funds and the support 
of or opposition to candidates or measures. The officers of 
a political party are considered the directors of any political 
party committee of that party, unless otherwise provided in 
the party’s bylaws.

Committee Identification Number 
The six-digit number assigned to Oregon committees 
registered with the Elections Division.

Completed Petition 
A completed petition is either of the following:

the prospective initiative or referendum petition where  ´
the chief petitioners have submitted 100% of the signa-
tures required for verification
a candidate petition containing 100% of the certified  ´
signatures necessary to obtain ballot access

County Offices 
The elected public offices of a county which may be voted 
on only by the registered voters of the county. County 
offices typically include County Commissioners, County 
Assessor, County Clerk, County Sheriff and County 
Treasurer.

The offices may vary depending upon the county’s charter 
and ordinances. Contact the county elections filing officer 
for any questions regarding county offices.

District Offices 
The elected public offices of a special district (such as a school 
or water district) which may be voted on only by the regis-
tered voters of the special district. District offices typically 
include a board of directors. 

The offices may vary depending upon the district’s statutory 
requirements. Contact the county elections filing officer for 
any questions about district offices.

Electoral District 
An area within the state, county, city or district that is 
designated to be governed or represented by a particular 
elected public office.

Electors 
Active registered voters in the State of Oregon.

Federal Offices 
President, Vice President, United States Senator or United 
States Representative.

Filing Officer 
See “Appropriate Elections Filing Officer/Official.”

Initiative Petition 
An initiative petition, including complete text, cover and sig-
nature sheet, which has received written approval to circulate 
from the filing officer but has not yet qualified for the ballot.

Local Office or Measure 
Any office or measure to be voted upon by the registered 
voters of a county, city or special district.

Definitions (cntd.)
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Measure 
Includes any of the following submitted to the people for 
their approval or rejection at an election:

an Act or part of an Act of the   ´
Legislative Assembly
a county, city or special district legislation ´

a proposed law ´

a proposition or question ´

a proposed revision or amendment to the  ´
Oregon Constitution

Measure Committee 
A political committee organized exclusively to 
support or oppose one or more measures certified 
to a ballot in Oregon.

Nonaffiliated Candidate 
A candidate filing for a partisan office by Assembly of 
Electors or Individual Electors. A nonaffiliated candidate 
cannot have been a member of any political party during 
the last 180 days before the deadline for filing the certifi-
cate of nomination.

Nonpartisan Office 
An office for which the candidate does not run under the 
name of any political party. Nonpartisan offices include: 
Judge (Supreme Court, Court of Appeals, Tax Court, 
Circuit Court and County Judge who exercises judicial 
functions), Superintendent of Public Instruction, Com-
missioner of the Bureau of Labor and Industries, any 
elected office of a metropolitan service district under ORS 
chapter 268, Justice of the Peace, County Clerk, County 
Assessor, County Treasurer, Sheriff, District Attorney and 
any office designated nonpartisan by a home rule charter 
or ordinance. Special District offices are also nonpartisan. 

OAR 
Oregon Administrative Rules.

Open Office 
An office that would normally appear on the upcoming 
election ballot because the term of office is complete.

ORS 
Oregon Revised Statutes.

Partisan Office 
An office for which the candidate may be nominated by a 
major or minor political party or as a nonaffiliated candidate.

Person 
An individual, corporation, limited liability company, 
labor organization, association, firm, partnership, joint 
stock company, club, organization or other combination 
of individuals having collective capacity.

Petition Committee 
A committee formed by the chief petitioners of an initiative, 
referendum or recall petition. A petition committee may be 
designated to support only one initiative, referendum, or 
recall petition. A  petition committee is not a political com-
mittee.

Political Committee 
A combination of two or more individuals, or a person other 
than an individual, that has received a contribution or made 
an expenditure for the purpose of supporting or opposing a 
candidate, measure or political party. Expenditure does not 
include a contribution to a candidate or political committee 
required to report the contribution or an independent expen-
diture that is required to be reported. Political committee also 
includes an individual who solicits and receives a contribution. 
A chief petitioner committee is not a political committee.

Political Party Committee 
A political committee organized by a political party which 
has appropriately filed its organizational documents with 
the Secretary of State under ORS 248.007 or 248.009.

Presidential Elector 
A member of the Electoral College who, under the 
provisions of the United States Constitution, meets after 
a presidential election (in December) to select the next 
President and Vice President of the United States.
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Prospective Petition

Candidate—The information and filing forms, except  ´
signatures and other identification of petition signers, 
required to be contained in a completed petition.
Local (City, County, District)—The information and  ´
filing forms, except signatures and other identifica-
tion of petition signers, required to be contained in a 
completed petition.
Statewide—A prospective initiative or referendum peti- ´
tion, which has been filed and accepted by the Elections 
Division’s office, but has not received written approval to 
circulate, from the Elections Division.

Public Office 
Any federal, state, county, city or district office or position, 
except a political party office, filled by electors.

Recall Petition 
A petition by electors to place a question on a special recall 
election ballot regarding whether a specified public officer 
should be removed from office.

Referral 
A resolution prepared by the Oregon legislature or a local 
governing body to place a question on the ballot for elec-
tors to decide.

Referendum Petition 
A petition by electors to  approve or reject legislation adopted 
by the Oregon legislature or the governing body of a county, 
city or district.

Registered Voter 
A resident of the State of Oregon who:

is a US citizen ´

is 18 years of age or older ´

is registered more than 20 calendar days before  ´
the election

Regularly Published Publication 
A publication published on a recurring basis according to a 
time schedule that bears no relation to an election.

State Measure 
A measure to be voted on by the registered voters of the 
entire state.

State Offices 
Governor, Secretary of State, State Treasurer, Attorney Gen-
eral, Commissioner of the Bureau of Labor and Industries, 
Superintendent of Public Instruction, Judge (Supreme Court, 
Court of Appeals, Tax Court, Circuit Court and any County 
Judge who exercises judicial functions), State Senator, State 
Representative or District Attorney.

Statewide Offices 
The elected public offices of the State of Oregon which are 
voted on by all the registered voters of the state (Governor, 
Secretary of State, State Treasurer, Attorney General, Com-
missioner of the Bureau of Labor and Industries, Superin-
tendent of Public Instruction, Supreme Court Judge, Court 
of Appeals Judge and Tax Court Judge).

Text 
Actual language of proposed new constitutional, statutory, 
charter or ordinance amendment to be initiated or referred. 

Treasurer 
A person appointed by a candidate or political committee 
to manage and report the contributions and expenditures 
of the candidate or political committee. A treasurer must 
perform all the duties prescribed for a candidate or political 
committee under ORS 260.005 and 260.035 to 260.156.

Vacant Office 
An office that has been vacated by retirement, resignation, 
recall or death that would not normally be printed on the 
upcoming ballot.

Definitions (cntd.)
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(1) The purpose of this rule is to incorporate into administrative law previously enforced standards on what constitutes a sufficient 
circulator certification on Initiative, Referendum, Recall, and Candidate Nominating petitions.

(2) A petition signature sheet will be rejected for insufficient circulator certification if:
(a) No signature whatsoever appears below the certification;
(b) No date appears next to circulator’s signature or the date is crossed out;
(c) The date of the circulator certification is earlier than the date of the electors’ signatures, unless the circulator and the 

only signer are the same person;
(d) Original date is crossed out, and a new date is provided, but the circulator failed to re-sign;
(e) Any part of the original date is overwritten with a different date;
(f) Date information is insufficient or ambiguous. Date must be provided in month, day, year order if written in all 

numeric characters;
(g) The original signature of a circulator has been crossed out, and a different circulator’s signature is inserted;
(h) Two individuals sign and date as circulator, unless the only signers and the circulators are the same people;
(i) White out appears on the signature or date line;
(j) The circulator has signed using only initials, unless the circulator’s use of initials as a signature is verified by exem-

plar under paragraph (5) of this rule;
(k) The circulator has signed using a signature stamp, unless use of a signature stamp has been approved under ORS 

246.025;
(l) Circulator’s signature is photocopied, carbon-copied, or otherwise appears on the face of the document to be a repli-

cated and not original signature except as provided for in ORS 250.043;
(m) Signature, printed name, and address are all illegible;
(n) Signature alone is illegible, unless the circulator’s use of the apparently illegible signature is verified by exemplar 

under paragraph (5) of this rule;
(o) Circulator’s signature is in printed script rather than cursive script, unless the circulator’s use of a printed signature 

is verified by exemplar under paragraph (5) of this rule;
(p) If for any other reason, from the face of the signature sheet, the circulator’s identity cannot be determined or it oth-

erwise cannot be determined that the circulator executed the certification after witnessing the electors’ signatures. 

(3) If a petition signature sheet contains elector signatures dated both on or before the date of the circulator’s effective certification 
and after the date of the circulator’s effective certification, the signature sheet will be accepted with regard to the elector signa-
tures dated on or before the date of the certification, but elector signatures dated after the date of the certification will not be 
accepted.

(4) The following defects in the circulator certification will not result in rejection of the signature sheet:
(a) The circulator’s signature appears on the printed name line instead of on the signature line;
(b) Signature consists of full last name and at least the first name initial; 
(c) The circulator has signed and dated the certification, but has not provided an address or printed name; or
(d) The circulator has re-signed and re-dated the certification and the circulator’s original signature has not been 

crossed out.

OAR 165-014-0270 Circulator Certification
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(5) If a preliminary determination is made under paragraph (2)(j), (n) or (o) of this rule that a certification is insufficient, the certifi-
cation signature may be verified by exemplar in the following manner: 

(a) If the circulator is required to be registered under ORS 250.048 Section 2 the Elections Division will compare 
the certification signature only to the circulator’s signature supplied by the circulator on the circulator’s SEL 308, 
Circulator Registration. If the certification signature matches the signature on the SEL 308 that was in effect at the 
time that the signature sheet was certified, the petition signature sheet will be accepted. If the certification signature 
does not match the signature on the SEL 308 that was in effect at the time that the signature sheet was certified, 
the petition signature sheet will be rejected for insufficient certification. A certification signature may consist at a 
minimum of a first name initial and full last name and still be accepted even if the signature on the circulator’s most 
recent SEL 308 contains a full first name and full last name.

(b) For circulators not required to be registered under ORS 250.048, the Elections Division will compare the certifica-
tion signature to the circulator’s current Oregon voter registration card signature, if available. If the certification 
signature matches the voter registration signature, the petition signature sheet will be accepted.  If the certification 
signature does not match the voter registration signature, the petition signature sheet will be rejected for insufficient 
certification.

(c) If the circulator is not required to be registered under ORS 250.048 and an Oregon voter registration card bearing 
the circulator’s signature is not available as an exemplar, the Elections Division will compare the certification signa-
ture to an alternative exemplar filed with the Elections Division or retained on file by the Elections Division under 
section (6) of this rule. If the certification signature does not match the alternative exemplar provided or retained 
under section (6) and (7) of this rule, the petition signature sheet will be rejected for insufficient certification.

(d) If the circulator is not required to be registered under ORS 250.048 and an Oregon voter registration card bear-
ing the circulator’s signature is not available as an exemplar, and an alternative exemplar has not been filed with or 
retained on file by the Elections Division under section (6) and (7) of this rule, the Elections Division will notify the 
chief petitioner or the chief petitioner’s designee by telephone and electronic mail, if available, and provide the chief 
petitioner or designee an opportunity to submit an alternative exemplar of the circulator’s signature. 
(A) If an alternative exemplar is requested by the Elections Division not later than the 20th day after signatures 

are submitted for verification, the chief petitioners or the chief petitioner’s designee must provide the alterna-
tive exemplar within 2 days of notification for the alternative exemplar to be considered. 

(B) If an alternative exemplar is requested by the Elections Division after the 20th day after signatures are submit-
ted for verification, the chief petitioners or the chief petitioner’s designee must provide the alternative exemplar 
within 1 day of notification for the alternative exemplar to be considered. 

(C) The alternative exemplar must be a signature on an official government-issued document such as a driver’s 
license or passport, and must have been executed before the date of the attempted certification of the petition 
signature sheet. If the certification signature matches the alternative exemplar, the petition signature sheet will 
be accepted. If the certification signature does not match the alternative exemplar, the petition signature sheet 
will be rejected for insufficient certification.

(D) The alternative exemplar may be physically delivered to the Elections Division or may be delivered by facsimile 
transmission or electronic mail. If delivered by electronic mail, the document must be reproduced in .gif or 
.pdf format. The alternative exemplar must be received at the office of the Secretary of State not later than 5 
p.m. of the day it is due.

(6) Chief petitioners may submit alternative exemplars of petition circulators’ signatures at the same time they submit petition 
signature sheets for signature verification. The alternative exemplar must comply with the requirements of paragraph (5)(c)
(C) of this rule. When submitting alternative exemplars, chief petitioners must provide a list of circulators for whom they are 
submitting alternative exemplars. If no list accompanies the alternative exemplars submitted under this section, those alterna-
tive exemplars will not be accepted or used to compare the circulator’s signature to the certification. If an alternative exemplar is 
omitted from the list, that alternative exemplar will not be accepted or used to compare the circulator’s signature to the certifica-
tion. Chief petitioners may still be offered the opportunity to submit alternative exemplars under paragraph (5)(c).

(7) Alternative exemplars received and accepted by the Elections Division under paragraphs (5) and (6) of this rule, will be retained 
on file for two years from the date of receipt.

Stat. Auth.: ORS 246.150, 249.008, 250.105, 250.215, 250.315, 255.175

Stats. Implemented: ORS 249.008, 249.061, 249.740, 249.865, 249.875, 250.045, 250.105, 250.215, 250.315, & 255.175

OAR 165-014-0270 Circulator Certification
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Secretary of State Elections Division | 255 Capitol St. NE, Suite 501, Salem, OR 97310 | p. 503.986.1518 | f. 503.373.7414 | www.oregonvotes.org

Filing of Candidacy for Nonpartisan Nomination SEL 120  
 rev 01/10: ORS 249.031

continued on the reverse side of this form SEL 120

° Incumbent for Office of Judge

Candidate Name      Filing for Office of

How Name Should Appear on Ballot    District or Position Number

Residence Address, Street/Route

City    State  Zip Code  County of Residence

Home Phone    Work Phone    Cellular Phone

Fax  Email Address    Website

Mailing Address where all correspondence will be sent, Street/Route

City    State  Zip Code

2010 Filing Dates: Primary Election May 18, 2010 and General Election November 2, 2010

Candidate and Party Information

Filing Type

Filing Information

° Filing of Candidacy by Declaration, with the Required Filing Fee (ORS 249.056)
 Filing Fees:    Filing of Candidacy by Declaration  Filing Fee State  Petition Signatures 
     (ORS 249.056)        Voters’ Pamphlet  Required
         (ORS 251.095)

 Statewide Offices    $100    $3000 or  500 
 Circuit Court Judge   $50    $600 or  300
 District Attorney    $50    $600 or  300
 County Judge    $50    $600 or  300
 MSD Executive Officer, MSD Auditor  $100    $600 or  300
 MSD Councilor    $25    $600 or  300
 County Office    $50    $600 or  300
 City Office    set by charter or ordinance  $600* or  300 
 Justice of the Peace   n/a    $600 or  300
 *for cities with a population of 50,000 or more (ORS 251.005)

° Filing of candidacy by prospective petition, with the required proposed signature sheet (SEL 121) and the statement one or more 
 circulators will or will not be paid (SEL 300) (ORS 249.020)

° Filing of candidacy by completed petition, with the required signature sheets certified by the appropriate county  
 elections officials (ORS 249.020, 249.064)

° Secretary of State of Oregon ° County Elections Official of         County

° City Recorder (Auditor), City of           

   Filing for Candidacy   Filing for State Voters’ Pamphlet  Withdrawing Candidacy

   First Day   First Day
Primary Election  September 10, 2009   September 10, 2009
General Election  June 2, 2010   June 2, 2010  

   Last Day   Last Day    Last Day
Primary Election  March 9, 2010   March 11, 2010   March 12, 2010
General Election  August 24, 2010   August 24, 2010  August 27, 2010

This information is a matter of public record and may be published or reproduced.



For Office Use Only

Initials Cash or Check Number Candidate ID Number

Receipt Number Office Number Candidate Committee ID Number

Educational Background schools attended, use attachment if needed
Complete Name of School no acronyms  Last Grade Level  Diploma/Degree/Certificate Course of Study 
     Completed  (AA, BA, BS, MA, PhD, etc) optional

Other:

Prior Governmental Experience elected or appointed

By signing this document, I hereby state:
that I will accept the nomination for office indicated “
that I will qualify for said office if elected “
that all information provided by me on this form, including my occupation, educational and occupational background,  “
and prior governmental experience, is true to the best of my knowledge

Check the applicable box (not applicable to candidates for federal office – US Senate and US Representative):
By marking this box, I certify I do not have an existing candidate’s committee and I do not expect to spend more than $350  £
or receive more than $350 during each calendar year. I understand I must still keep records of all campaign transactions and 
if total contributions or total expenditures exceed $350 during a calendar year, I must follow the requirements detailed in the 
Campaign Finance Manual.
By marking this box, I certify that I have already filed or will soon file a Statement of Organization for Candidate Committee  £
(SEL 220). For detailed instructions, see the Campaign Finance Manual.

Candidate’s Signature  Date Signed

Required Information (if no relevant information, list “none”)

Occupation present employment  – paid or unpaid

Occupational Background previous employment – paid or unpaid

Warning
Supplying false information on this form may result in conviction of a felony with a fine of up to $125,000 and/or prison for up to 
5 years. (ORS 260.715) A person may only file for one lucrative office at the same election. Unless the person has withdrawn 
from the first filing, all filings are invalid. (ORS 249.013(3))

This information is a matter of public record and may be published or reproduced.
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Secretary of State Elections Division | 255 Capitol St. NE, Suite 501, Salem, OR 97310 | p. 503.986.1518 | f. 503.373.7414 | www.oregonvotes.org

Withdrawal of Candidacy or Nomination SEL 150  
 rev 01/10: ORS 249.170, ORS249.180 
 ORS 249.830, ORS 255.235

For Office Use Only

Initials  Candidate ID Number

Receipt Number Office Number Candidate Committee ID Number

° Candidacy for Nomination ° Nomination to         Political Party

Candidate Name

Withdrawing from Nomination for Office of   District, Position or Zone Number if applicable

Residence Address, Street/Route

City    State  Zip Code  County of Residence

Home Phone    Work Phone    Cellular Phone

Mailing Address where all correspondence will be sent, Street/Route

City    State  Zip Code

2010 Withdrawal Deadlines

Candidate and Nomination Information

Filing Information

Withdrawal Reason

° Secretary of State of Oregon ° County Elections Official ° City Recorder (Auditor)

Primary Election: March 12, 2010  General Election: August 27, 2010

A candidate who desires to withdraw must do so by the 67th day before the date of the Primary or General Election  “
 (ORS 249.170, 249.180, 249.830 and 255.235)

I submit this notice of withdrawal from candidacy or nomination to the above named office. My reason for withdrawal is:

Candidate’s Signature  Date Signed

By signing this document, I hereby state:
that I withdraw my candidacy or nomination for the office stated above “
that the reasons provided for withdrawal are true to the best of my knowledge. “

Warning
Supplying false information on this form may result in conviction of a felony with a fine of up to $125,000 
and/or prison for up to 5 years. (ORS 260.715)



Secretary of State Elections Division | 255 Capitol St. NE, Suite 501, Salem, OR 97310 | p. 503.986.1518 | f. 503.373.7414 | www.oregonvotes.org

Statement of Organization for Candidate Committee SEL 220  
 rev 01/10: ORS 260.037,
 ORS 260.039, ORS 260.041

continued on the reverse side of this form SEL 220

This filing is an:       ° Original ° Amendment ° Discontinuation

Name of Committee (if changing the committee name, please include the former name)

Committee Address no post office box numbers   City  State  Zip Code

Campaign Phone

Name of Treasurer
°Mr.   °Ms. 

Mailing Address for Committee Correspondence  City  State  Zip Code

Work Phone   Home Phone   Fax  Email Address (required)

Name of Alternate Transaction Filer (must be someone other than the candidate or treasurer)
°Mr.   °Ms. 

Mailing Address for Alternate Transaction Filer   City  State  Zip Code

Email Address (required if listing an Alternate Transaction Filer)

Name of Correspondence Recipient (must be someone other than the candidate or treasurer)
°Mr.   °Ms. 

Mailing Address for Correspondence Recipient   City  State  Zip Code

Email Address (required if listing a Correspondence Recipient)

Name of Candidate
°Mr.   °Ms. 

Candidate Address no post office box numbers   City  State  Zip Code

Mailing Address for Candidate Correspondence  City  State  Zip Code

Work Phone   Home Phone   Fax  Email Address (required)

Committee Information

Treasurer Information

Alternate Transaction Filer Information (optional)

Information for Correspondence Recipient Designated to Receive Notices Sent Under ORS Chapters 246-260 (optional)

Candidate Information

Filing a New Committee: This form, along with the Campaign Account Information form (SEL 223), must be completed and filed within 
3 business days of first receiving a contribution or making an expenditure. The “Original” box should be marked on both forms. A date stamped copy 
of this form, which includes the committee’s identification number, will be returned to the candidate or treasurer as an acknowledgment of the filing.

A candidate may have only one Candidate Committee.

A Candidate Who Serves as the Treasurer: A candidate may either serve as the candidate’s own treasurer or may appoint a separate treasurer. 
A candidate who serves as their own treasurer, does not have an existing candidate’s committee and does not expect to receive or spend more 
than $350 for a calendar year is not required to establish a campaign account, file a Statement of Organization or file transactions. However, if at 
any time the candidate exceeds $350 in either contributions or expenditures in a calendar year, the candidate must then establish a campaign 
account, file a Statement of Organization and file contribution and expenditure transactions.

Amending Information on this Form: Any change in the information on this form must be filed within 10 days of the change. To notify the 
Elections Division of a change in information, submit this form, completed in its entirety, and mark the “Amendment” box. An amended SEL 223 
should not be filed unless the information on that form also changes.

Note: Prior to discontinuing a committee must file a Notice of Intent to Discontinue, either electronically using ORESTAR, or by filing form SEL 224 
with the Elections Division.

Discontinuing: A candidate may discontinue their committee by disclosing all transactions that achieve a zero cash balance and filing a completed 
SEL 220 with the “Discontinuation” box marked.
Please type or print legibly in black or blue ink



For Office Use Only

Initials Committee ID Number

Date SEL 223 Received Date Acknowledgment Sent

SEL 223

Other Election Activity

° Primary 20         °  General 20         °  Other Election Date:          

Choose one if filing for a partisan office: 
° Constitution °  Democratic °  Independent °  Libertarian °  Pacific Green
° Progressive °  Republican °  Working Families  °  Nonaffiliated °  Other: 

Attached Is A Campaign Account Information Form (SEL 223)   °  Yes °  No

° Supports or opposes multiple candidates and measures  (if this is marked there is no requirement to name the candidates or measures.)

° Supports specific measures or recall  Measure number(s): 

    Candidate(s) being recalled: 

° Opposes specific measures or recall  Measure number(s): 

    Candidate(s) being recalled: 

By signing this document I acknowledge that I am personally liable for any penalties imposed under ORS Chapter 260 
and attest that the information on the form is true and correct.

Candidate’s Signature         Date Signed

Treasurer’s Signature if different than candidate    Date Signed

Occupation of Candidate

Employer’s Name      City and State of Employer ° Self-Employed 
         ° Not Employed

Name of Office Sought include county, position, department or zone number, if applicable

If the committee has more than one director, attach a list of additional directors and include all the information required on the form for each director. 
The candidate should not be designated as a committee director. A committee director is not required.

Name of Committee Director   Address including zip code

Phone Number         Occupation

Employer’s Name         City and State of Employer   °  Self-Employed 
                °  Not Employed

If two or more directors of this political committee are also directors of another political committee, list the names of those  
directors and the name and address of the other political committee. Attach a list if necessary.

 

Candidate Information continued from previous side

Committee Director(s)

Candidate Election Activity

Political Party Affiliation

Important  
Both the candidate and the treasurer of a candidate committee must sign the Statement of Organization.



Secretary of State Elections Division | 255 Capitol St. NE, Suite 501, Salem, OR 97310 | p. 503.986.1518 | f. 503.373.7414 | www.oregonvotes.org

Statement of Organization for Political Action Committee SEL 221  
 rev 01/10: ORS 260.042

continued on the reverse side of this form SEL 221

This filing is an:       ° Original ° Amendment ° Discontinuation

Name of Committee (if changing the committee name, please include the former name)  Abbreviation or Acronym

Committee Address no post office box numbers   City  State  Zip Code

Campaign Phone

Name of Treasurer
°Mr.   °Ms. 

Mailing Address for Committee Correspondence  City  State  Zip Code

Work Phone   Home Phone   Fax  Email Address (required)

Name of Alternate Transaction Filer (must be someone other than the treasurer)
°Mr.   °Ms./Mrs. 

Mailing Address for Alternate Transaction Filer   City  State  Zip Code

Email Address (required if listing an Alternate Transaction Filer)

Name of Correspondence Recipient (must be someone other than the treasurer)
°Mr.   °Ms. 

Mailing Address for Correspondence Recipient   City  State  Zip Code

Email Address (required if listing a Correspondence Recipient)

Committee Information

Treasurer Information

Alternate Transaction Filer Information (optional)

Information for Correspondence Recipient Designated to Receive Notices Sent Under ORS Chapters 246-260 (optional)

Type of Political Action Committee select only one

° Caucus Committee ° Recall Committee ° Measure

“  Exclusively  support
 or oppose one 
 or more measures 
 on a ballot

° Political Party

“  A major or minor 
 party defined  in  
 ORS Chapter 248
“  A committee 
 established by 
 a major or minor  
 party under party  
 bylaws

° Miscellaneous

  Support or oppose one 
or more of the following:

“  Specific candidates
“  Entire ticket of a political party
“  Candidate in a recall election
“  Multiple candidates and measures

Filing a New Committee: This form, along with the Campaign Account Information form (SEL 223), must be completed and filed within 3 
business days of first receiving a contribution or making an expenditure. The “Original” box should be marked on both forms. A date stamped copy of 
this form, which includes the committee’s identification number, will be returned to the treasurer as an acknowledgment of the filing.

Committee Directors: All political action committees must designate at least one committee director who is not the treasurer. The treasurer may be a 
committee director if the treasurer meets the definition of “committee director” in ORS 260.005(2), but the treasurer may not be the only committee 
director. If a committee has more than two directors, attach a list of additional directors and include all the information required on the form for each director.

Amending Information on this Form: Any change in the information on this form must be filed within 10 days of the change. To notify the Elections 
Division of a change in information, submit this form, completed in its entirety, and mark the “Amendment” box. An amended SEL 223 should not be 
filed unless the information on that form also changes.

Note: Prior to discontinuing a committee must file a Notice of Intent to Discontinue, either electronically using ORESTAR, or by filing form SEL 224 
with the Elections Division.

Discontinuing: A committee may discontinue by disclosing all transactions that achieve a zero cash balance and filing a completed 
SEL 221 with the “Discontinuation” box marked. 

Please type or print legibly in black or blue ink



For Office Use Only

Initials Committee ID Number

Date SEL 223 Received Date Acknowledgment Sent

Political Party Name/Title or Number of Measure/Recall Candidate’s Name

Committee Information

° Primary 20         °  General 20         °  Other Election Date:      

        °  Support °  Oppose

        °  Support °  Oppose

        °  Support °  Oppose

If the committee has more than two directors, attach a list of additional directors and include all the information required on the form for each director. 

Name of Committee Director  Address including zip code

Phone Number      Occupation

Employer’s Name      City and State of Employer °  Self-Employed  
         °  Not Employed

Name of Committee Director  Address including zip code

Phone Number      Occupation

Employer’s Name      City and State of Employer °  Self-Employed  
         °  Not Employed

If two or more directors of this political committee are also directors of another political committee, list the names of those  
directors and the name and address of the other political committee. 

 

Committee Director(s)

Election Activity

Nature of Political Action Committee

Is this committee a controlled committee?    °  Yes °  No

If yes, identify the candidate who controls the committee: 

Is this committee a slate mailer organization?    °  Yes °  No

By signing this document I acknowledge that I am personally liable for any penalties imposed under ORS Chapter 260 
and attest that the information on the form is true and correct.

Treasurer’s Signature         Date Signed

SEL 223

Attached Is A Campaign Account Information Form (SEL 223)   °  Yes °  No



Secretary of State Elections Division | 255 Capitol St. NE, Suite 501, Salem, OR 97310 | p. 503.986.1518 | f. 503.373.7414 | www.oregonvotes.org

Statement of Organization for Petition Committee SEL 222  
 rev 01/10: ORS 260.118

continued on the reverse side of this form SEL 222

This filing is an:       ° Original ° Amendment ° Discontinuation

Name of Committee (if changing the committee name, please include the former name)  Abbreviation or Acronym

Committee Address no post office box numbers  City  State  Zip Code

Campaign Phone

Name of Treasurer
°Mr.   °Ms./Mrs. 

Mailing Address for Committee Correspondence  City  State  Zip Code

Work Phone   Home Phone   Fax  Email Address (required)

Name of Alternate Transaction Filer (must be someone other than treasurer)
°Mr.   °Ms./Mrs. 

Mailing Address for Alternate Transaction Filer  City  State  Zip Code

Email Address (required if listing an Alternate Transaction Filer)

Committee Information

Treasurer Information

Alternate Transaction Filer Information (optional)

Type of Petition Committee mark both type of petition and jurisdiction

Additional Information

Type of Petition:     ° Initiative ° Referendum ° Recall

Jurisdiction:   ° State ° County ° City ° Special District

Date Prospective Petition Filed (mm/dd/yy) *only required for local petitions

Date of Election (mm/dd/yy) *only required for state petitions

Filing a New Committee: This form, along with the Campaign Account Information Form (SEL 223), must be completed and filed within 
3 business days of first receiving a contribution or making an expenditure, and no later than the date the petition is approved for circulation. For 
a recall petition, it must be filed with the prospective petition. The “Original” box should be marked. A date stamped copy of this form, which 
includes the committee’s identification number, will be returned to the treasurer as an acknowledgment of the filing.

Chief Petitioners: A petition committee must list all chief petitioners of the petition. A recall committee may only have one chief petitioner.

Amending Information on this Form: Any change in the information on this form must be filed within 10 days of the change. 
To notify the Elections Division of a change in information, submit this form, completed in its entirety, and mark the “Amendment” box. 

Note: Prior to discontinuing a committee must file a Notice of Intent to Discontinue, either electronically using ORESTAR, or by filing form SEL 224 
with the Elections Division.

Discontinuing: The treasurer may discontinue the committee by disclosing all transactions that achieve a zero cash balance and filing a completed 
SEL 222 with the “Discontinuation” box marked. Discontinuation of a state initiative or referendum chief petitioner committee prior to the deadline 
for submitting signatures for verification can occur only if the petition is withdrawn.

Please type or print legibly in black or blue ink



For Office Use Only

Initials      ID Number   

Date Acknowledgment Sent

Name of Chief Petitioner      Phone Number

Address        City  State  Zip Code

Name of Chief Petitioner      Phone Number

Address        City  State  Zip Code

Name of Chief Petitioner      Phone Number

Address        City  State  Zip Code

Chief Petitioner Information (a recall committee may only have one Chief Petitioner)

By signing this document I acknowledge that I am personally liable for any penalties imposed under ORS Chapter 260 
and attest that the information on the form is true and correct.

Treasurer’s Signature       Date Signed

Chief Petitioner’s Signature (optional)       Date Signed

Subject or Ballot Title of Petition/Name (and Position/Office) of Public Official for Recall

 

SEL 223

Attached Is A Campaign Account Information Form (SEL 223)   °  Yes °  No



Secretary of State Elections Division | 255 Capitol St. NE, Suite 501, Salem, OR 97310 | p. 503.986.1518 | f. 503.373.7414 | www.oregonvotes.org

Campaign Account Information SEL 223  
 rev 04/09: ORS 260.039, ORS 260.042

For Office Use Only

Initials      Committee ID Number 

This filing is an:         ° Original ° Amendment

Name of Committee (if changing the committee name, please include the former name)

Name of Oregon Financial Institution

Account Number        Name of Account

Name of Account Holder

Names of Persons Who Have Signature Authority

Committee Information

 

By signing this document I attest that the above information is true and correct.

Candidate’s Signature (for Candidate Committee only)    Date Signed

Treasurer’s Signature       Date Signed

Filing a New Committee: This form, along with the appropriate Statement of Organization form (SEL 220, 221 or 222), 
must be completed and filed within 3 business days of first receiving a contribution or making an expenditure. The “Original” box 
should be marked on both forms. A date stamped copy of the Statement of Organization form, which includes the committee’s 
identification number, will be returned to the candidate or treasurer as an acknowledgment of the filing.

Amending Information on this Form: Any change in the information on this form must be filed within 10 days of the change. 
To notify the filing officer of a change in information, submit this form, completed in its entirety, and mark the “Amendment” box. 
An amended SEL 220, 221 or 222 should not be filed unless the information on that form also changes.

Discontinuing: A committee may discontinue by disclosing all transactions that achieve a zero cash balance by filing a completed 
SEL 200, 221 or 222 with the “Discontinuation” box marked. It is not necessary to submit this form when discontinuing a committee.

Confidentiality: A completed SEL 223 and any information it contains is exempt from public records disclosure and shall be kept 
confidential by the Elections Division.

Please type or print legibly in black or blue ink

Important
The information on this form is exempt from public records disclosure and shall be kept confidential by the Elections Division



Statement One or More Petition Circulators Will be Paid SEL 301 
 

rev 01/10: ORS 250.045,
 ORS 250.165, ORS 255.135

Statement No Petition Circulators Will be Paid SEL 301 
  rev 01/10: ORS 250.045,
 ORS 250.165, ORS 255.165 
 ORS 255.135

Signed          Date Signed

Signed          Date Signed

Signed          Date Signed

Signed          Date Signed

Signed          Date Signed

Signed          Date Signed

Identify Petition

Identify Petition

°Prospective Petition initial filing with filing officer
I/We hereby declare one or more petition circulators will be paid money or other valuable consideration for obtaining signatures of active 
registered voters on the attached petition. I/We understand the filing officer must be notified not later than the 10th day after I/we first have 
knowledge or should have had knowledge that no petition circulator will be compensated for obtaining signatures. By signing this document, 
I hereby state that no circulators will be compensated on this petition based on the number of signatures obtained by the circulator.

°Completed Petition signatures submitted to filing officer
By signing this document, I hereby state that no circulators have been compensated on this petition based on the number of 
signatures obtained by the circulator.

°Prospective Petition Initial Filing with Filing Officer
I/We hereby declare no petition circulators will be paid money or other valuable consideration for obtaining signatures of active 
registered voters on the attached petition. I/We understand the filing officer must be notified not later than the 10th day after I/we 
first have knowledge or should have had knowledge that any petition circulator will be compensated for obtaining signatures. By 
signing this document, I hereby state that no circulators will be compensated on this petition.

°Completed Petition Signatures Submitted to filing officer
By signing this document, I hereby state that no circulators were compensated for obtaining signatures on the attached petition.

Warning
Supplying false information on this form may result in conviction of a felony with a fine of up to $125,000 and/or prison for up to 5 years.

Warning
Supplying false information on this form may result in conviction of a felony with a fine of up to $125,000 and/or prison for up to 5 years.

Statement must be signed by the candidate for nomination, the chief sponsor for certificate of nomination, chief sponsor 
for Minor political party formation petition or all chief petitioners for an initiative or referendum petition.

Statement must be signed by the candidate for nomination, the chief sponsor for certificate of nomination, the chief spon-
sor for Minor political party formation petition, or all chief petitioners for an initiative or referendum petition.

“

“



Prospective Petition for Local Measure SEL 370  
 rev 01/10: ORS 250.045
 250.265, 250.265, 255.135

please read the instructions for circulators and signers on the reverse side SEL 370

Secretary of State Elections Division | 255 Capitol St. NE, Suite 501, Salem, OR 97310 | p. 503.986.1518 | f. 503.373.7414 | www.oregonvotes.org

Type of Petition

Designating Chief Petitioners

° Initiative Petition  ° Referendum Petition

Every petition must designate not more than three persons as chief petitioners, setting forth the name, residence address and 
title (if officer of sponsoring organization) of each. All chief petitioners for an initiative or referendum petition must sign this form. 
Please carefully read the instructions for circulators and signers on the back of this form.

Name print          Signature

Residence Address, Street/Route

City      State    Zip Code

Mailing Address if different, Street/Route

City      State    Zip Code

Email Address and/or Website  Day Phone Number       Sponsoring Organization if any

Name print          Signature

Residence Address, Street/Route

City      State    Zip Code

Mailing Address if different, Street/Route

City      State    Zip Code

Email Address and/or Website  Day Phone Number       Sponsoring Organization if any

Name print          Signature

Residence Address, Street/Route

City      State    Zip Code

Mailing Address if different, Street/Route

City      State    Zip Code

Email Address and/or Website  Day Phone Number       Sponsoring Organization if any

Chief Petitioner Information

To the County Elections Filing Officer/City Recorder (Auditor),
We, the undersigned, request the ° District Attorney ° City Attorney (choose one ) prepare a ballot title for the attached proposed 
measure to be submitted to the people of   (name of county/city/district ).
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Notice

The 2010 Campaign Finance Manual and associated forms are adopted by Oregon Administrative Rule No. 165-012-0005.



Office of the Secretary of State

Kate Brown 
Secretary of State

Elections Division

255 Capitol St NE, Suite 501 
Salem, OR 97310-0722 
503 986 1518

Dear Oregonian,

It is with great pleasure that I provide you with the online 2010 Campaign Finance Manual. This manual is designated 
for use by political committees at the state and local levels, including candidates and their committees, as well as ballot 
measure, political party, miscellaneous committees and petition committees.

Because of new laws enacted in the 2009 Legislative Session it is extremely important that candidates and treasurers 
of political committees carefully read this manual so that you remain in compliance with Oregon election laws. Please 
remember that this manual, as with all other manuals provided by our office, are adopted by administrative rule and are 
binding on both the public and the Secretary of State.

Some of the changes enacted in the 2009 Legislative Session are as follows:
Requires “petition committees” to establish a dedicated bank account and provide that information to the Elections Division;•	
Requires the Secretary of State to confirm sufficiency of amended transactions after an initial notice of insufficiency is •	
sent to a candidate or committee;
Clarifies/creates a statute of limitation of two years for initially investigating an alleged violation of campaign finance •	
laws maintains current statute of limitation of five years for fraudulent activity;
Requires committees to retain campaign finance records for two-years from the date the transaction is filed; allows the •	
Secretary of State to retain and dispose of records according to a retention schedule set by the State Archivist;
Provides a “safe-harbor” for in-kind contributions reported by a candidate or committee if the candidate reports the contri-•	
bution on time and accurately as presented by the donor, but then must later amend the transaction when new information is 
provided by the donor, changing the amount of the contribution or expenditure without being subject to a civil penalty;
Eliminates requirement of detailed agent expenditures (for example, individual daily purchases of media) that can eas-•	
ily change outside the control of the candidate;
Establishes a procedure for a candidate to file notice of intent to discontinue a committee. It requires the Secretary of •	
State to review all transactions for sufficiency and notify the committee of potential violations within 90 days of notice, 
and allows a candidate to discontinue the committee without fear of future penalty being assessed;
Changes maximum penalty from current $10,000 per transaction to up to 10% of the amount of the transaction.•	

Please read this year’s manual carefully to find any other changes that will affect the process. The Elections Division of 
the Secretary of State is available to assist you with any questions or resolve any concerns you may have.

Best,

Kate Brown 
Secretary of State
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7Introduction

Introduction

Guide to Using this Manual

The 2010 Campaign Finance Manual includes information 
for all candidates, candidate committees, measure committees, 
political party committees, miscellaneous committees and 
petition committees about campaign finance reporting re-
quirements. It is intended to provide committees with detailed 
information about the rules and requirements of campaign 
finance reporting. For instruction on how to file transactions 
electronically see the ORESTAR User’s Manual.

The 2009 Legislature passed Senate Bill 783, which included 
changes to campaign finance reporting. The new require-
ments go into effect January 1, 2010. They include:

Chief petitioner(s) of an initiative, referendum or recall peti- ´
tion are now required to establish a dedicated bank account 
and file account information with the Elections Division
Exceptions to the requirement of reporting an account  ´
receivable and account payable
Committees are no longer required to detail expen- ´
ditures made by an agent for broadcast or newspaper 
advertising, or for payment to petition circulators
Treasurers of petition committees may now file a Certifi- ´
cate of Limited Contributions and Expenditures
All committees are subject to the requirement of pro- ´
viding documentation supporting up to 10 transactions 
twice in a calendar year (spot checks)
The maximum penalty that may be imposed for a late  ´
or insufficient transaction is 10% of the amount of 
the transaction
All committees are prohibited from converting excess  ´
campaign funds to any person’s personal use
All committees must file a Notice of Intent to Discon- ´
tinue before filing their final transaction to achieve a 
zero balance
When a committee files a Notice of Intent to Discon- ´
tinue, the Elections Division shall examine each state-
ment filed by a committee to determine if each state-
ment filed is sufficient, and shall notify a committee if 
there are statements which are insufficient
The Elections Division is required to issue a proposed  ´
penalty notice no later than two years after a violation 
has occurred

Allowing a committee to amend an in-kind contribu- ´
tion transaction without being subject to civil penalty, 
with certain exceptions
Recall petition committees are no longer required to  ´
file a contribution and expenditure report when filing a 
prospective petition 

A local jurisdiction (e.g. a city or county) may adopt  
ordinances that require a committee to also file campaign 
finance transactions with the local jurisdiction.

Unless otherwise specified, the term “political commit-
tee” refers to all candidates/candidate committees, measure 
committees, political party committees and miscellaneous 
committees. The term “petition committee” refers to all 
initiative, referendum and recall committees. The term 
“Elections Division” refers to the Oregon Secretary of 
State’s Office, Elections Division.

ORS Chapter 260, “Campaign Finance Regulation; Election 
Offenses,” requires disclosure of contributions and expen-
ditures related to any candidate, measure, or political party 
active in any election including initiative, referendum and 
recall petition drives.

A person who contemplates any of the following should 
first study the information in this manual:

soliciting contributions or making expenditures in   ´
support of or opposition to a candidate, measure or 
political party
filing for candidacy ´

serving as a treasurer for a committee ´

or
filing an initiative, referendum or recall petition.  ´

“Person” is defined as an individual, corporation, limited 
liability company, labor organization, association, firm, 
partnership, joint stock company, club, organization or 
other combination of individuals having collective capacity.

This manual covers only campaign finance transaction  
requirements and related Oregon state election law. It 
should not be used to guide candidates or committees in 
federal laws and regulations, or other local jurisdictions  
that may have adopted their own campaign finance report-
ing requirements. A list of commonly-needed sources of 
information is provided on pages 8-9.
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The information contained in the remainder of the manual 
is as follows:

Filing a Statement of Organization/Discontinuation ´  
explains how and when to file a Statement of Organiza-
tion with the Elections Division. It also describes how 
to discontinue the committee. There are five parts in this 
section: one for candidates and their candidate commit-
tees; one for political action committees; one for petition 
committees, one for campaign account information and 
one for Notice of Intent to Discontinue.
Contributions and Expenditures  ´ defines “Contri-
butions” and “Expenditures” as those terms relate to 
campaign finance law.
Other Receipts and Disbursements ´  itemizes the 
types of receipts and disbursements that are not consid-
ered contributions or expenditures but must be reported 
because they affect the committee’s cash balance.
Disclosing And Filing Transactions ´  provides detailed 
instructions on what information a committee must 
collect and disclose when filing transactions. 
Enforcement Procedures and Civil Penalties ´  details 
the enforcement procedures that apply to campaign 
finance reporting and outlines the penalties imposed 
for violations.
Definitions ´  is a glossary of terms used throughout 
the manual.
An  ´ Index is provided to help locate information  
on specific topics in the manual. 
Other  ´ Oregon Administrative Rules affecting 
campaign finance.
Reprints are provided of  ´ Chapter 260, Oregon Revised 
Statutes, which regulates campaign finance in Oregon.

For questions regarding Oregon’s campaign finance 
reporting requirements contact:

Secretary of State Elections Division 
255 Capitol Street NE Ste 501 
Salem OR 97310-0722

phone  503 986 1518 
  866 673 8683 
fax  503 373 7414 
  www.oregonvotes.org

Information Sources
For questions regarding federal candidates or 
committees or federal election regulations contact:

Federal Election Commission 
999 E Street NW 
Washington DC 20463

phone  800 424 9530 
fax   202 219 8500 
  www.fec.gov

For questions regarding federal regulations on radio 
and television broadcasts contact:

Federal Communications Commission 
445 12th Street SW 
Washington DC 20554

phone  888 225 5322 
fax  866 418 0232 
  www.fcc.gov

For questions regarding enforcement of Oregon’s gov-
ernment ethics and lobbyist registration laws contact:

Oregon Government Ethics Commission 
3218 Pringle Road SE, Ste. 220 
Salem OR 97301-3607

phone  503 378 5105 
fax  503 373 1456 
  www.gspc.state.or.us

The ethics laws cover such matters as disclosure of conflicts 
of interest, use of public office for personal gain, and state-
ments of economic interest. The lobby regulation laws provide 
guidelines and specify certain requirements for lobbyists.

For information on Special Districts contact:

Special Districts Association of Oregon 
727 Center Street NE 
Salem OR 97301

phone  503 371 8667 
  800 285 5461 
  www.sdao.com 

Introduction (ctnd.)
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For information about income tax credits for political 
contributions contact:

Oregon Department of Revenue 
Revenue Building 
955 Center Street NE 
Salem OR 97301

phone  800 356 4222 
  503 378 4988 
  https://secure.dor.state.or.us/piti/ 
  index.cfm?action=topic&id=0153

For questions regarding IRS reporting requirements 
for political committees contact:

Internal Revenue Service

phone  800 829 1040 
  http://irs.gov/charities/political/index.html 

For questions regarding applying for a raffle license 
or status as a nonprofit entity contact:

Department of Justice 
Charitable Activities Section 
1515 SW 5th Ave Suite 410 
Portland OR 97201

phone  971 673 1880 
fax  971 673 1882 
email  charitable.activities@doj.state.or.us 
  www.doj.state.or.us/ChariGroup/index.shtml 

For questions regarding political signs that are visible 
from state highways contact:

Oregon Department of Transportation 
355 Capitol Street NE 
Salem OR 97301-3871

phone  888 275 6368 
fax  503 986 3432 
  http://arcweb.sos.state.or.us/rules/ 
  OARS_700/OAR_734/734_060.html

For information about business regulations contact:

Business Information Center 
Public Service Building 
255 Capitol Street NE Suite 151 
Salem OR 97310-1327

phone  503 986 2200 
email  BusinessRegistry.sos@state.or.us 
  www.filinginoregon.com

The Business Information Center is a central clearinghouse 
for information on compliance with business regulations, 
including payroll tax information, employer registration, 
workers’ compensation and safety and health requirements. 
It publishes the Oregon Business Guide, a basic guide and 
checklist for new employers. 

For information about independent contractors and 
employer/employee responsibilities contact:

Oregon Employment Department 
Tax Section 
875 Union Street NE 
Salem OR 97311-0030

phone  503 947 1488 
fax  503 947 1487 
email  taxinfo@emp.state.or.us 
  www.oregon.gov/employ/tax

All campaign finance information filed with the Elections 
Division beginning January 1, 2007, is available in the 
ORESTAR searchable database at www.oregonvotes.org.

State candidate and political action committee campaign 
finance information, including Summary Statement (PC 1) 
totals and pdf images, including amendments (those filed 
for the 2004 General Election and 2006 Primary and 
General Elections) filed prior to 2007 are available in a 
searchable database www.oregonvotes.org by selecting 
the campaign finance link. The database is searchable by 
committee name, committee identification number, type of 
committee, election or type of contribution and expenditure 
report. The public may also request and review the reports 
in the office or request copies. There is a charge for copying.

If you are unable to locate a specific report contact the 
Elections Division.

Introduction
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Schedule of Transaction Filing Deadlines for Candidates and Political 
Committees for 2010 Elections

Election Date Transaction Occurs Due Date 

All dates are 2010 unless otherwise noted. ´

Generally, a transaction is due no later than 30 calendar days after the date of the transaction. ´

For committees active in an election*, transactions that occur between the 42nd day before the election and Election Day are  ´
due no later than seven calendar days after the date of the transaction. Transactions that occur prior to the 42nd day before 
the election and have not been reported by the 43rd day before the election are due by the 35th day before the election.
The deadline for filing transactions is not later than 11:59pm of the day the transaction is due. ´

See pages 51 for the deadlines for reporting contributions received during legislative sessions.

* Active in an election is defined as soliciting contributions or making an expenditure to support or oppose a candidate, 
measure or political party. This includes candidate committees that are active in an election where their name is not 
printed on the ballot. See page 37 for additional information about what constitutes “active” at an election.

March 9 on or before December 26, 2009 30th day after date of transaction 
 December 27, 2009–January 25 February 2 
 January 26–March 9 7th day after date of transaction

May 18 on or before March 6 30th day after date of transaction 
 March 7–April 5 April 13 
 April 6–May 18 7th day after date of transaction

September 14 on or before July 3 30th day after date of transaction 
 July 4–August 2 August 10 
 August 3–September 14 7th day after date of transaction

November 2 on or before August 21 30th day after date of transaction 
 August 22–September 20 September 28 
 September 21–November 2 7th day after date of transaction

Introduction (ctnd.)
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Schedule of Transaction Filing Deadlines for Candidates and Political 
Committees for 2011 Elections

Election Date Transaction Occurs Due Date 

All dates are 2011 unless otherwise noted. ´

Generally, a transaction is due no later than 30 calendar days after the date of the transaction. ´

For committees active in an election*, transactions that occur between the 42nd day before the election and Election Day  ´
are due no later than seven calendar days after the date of the transaction. Transactions that occur prior to the 42nd day  
before the election and have not been reported by the 43rd day before the election are due by the 35th day before the election.
The deadline for filing transactions is not later than 11:59pm of the day the transaction is due. ´

See pages 51 for the deadlines for reporting contributions received during legislative sessions.

* Active in an election is defined as soliciting contributions or making an expenditure to support or oppose a candidate, 
measure or political party. This includes candidate committees that are active in an election where their name is not 
printed on the ballot. See page 37 for additional information about what constitutes “active” at an election.

March 8 on or before December 25, 2010 30th day after date of transaction 
 December 26, 2010–January 24 February 1 
 January 25–March 8 7th day after date of transaction

May 17 on or before March 5 30th day after date of transaction 
 March 6–April 4 April 12 
 April 5–May 17 7th day after date of transaction

September 13 on or before July 2 30th day after date of transaction 
 July 3–August 1 August 9 
 August 2–September 13 7th day after date of transaction

November 8 on or before August 27 30th day after date of transaction 
 August 28–September 26 October 4 
 September 27–November 8 7th day after date of transaction
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Schedule of Transaction Filing Deadlines for all (State and Local) Initiative 
Petition Committees for Calendar Year 2010

Schedule of Transaction Filing Deadlines for all (State and Local) Initiative 
Petition Committees for Calendar Year 2011

Election Date Transaction Occurs Due Date 

May 18,  on or before March 6 30th day after date of transaction 
Primary Election March 7-April 5 April 13 
 April 6-May 18 7th day after date of transaction

Transaction Occurs Due Date

January 1, 2011 - December 31, 2011 30th day after date of transaction

The deadline for filing transactions is not later than 11:59pm the day the transaction is due. ´

See pages 38-39 for transaction deadline information for referendum and recall petition committees.

July 2 May 19-May 20 May 28 
 May 21 - July 2 7th day after date of transaction

November 2,  July 3 - August 21 30th day after date of transaction 
General Election August 22 - September 20 September 28 
 September 21 - November 2 7th day after date of transaction 
 November 3 - December 31 30th day after date of transaction

All dates are 2010 unless otherwise noted. ´

See page 38 for transaction deadline information for initiative petition committees.

Introduction (ctnd.)
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Candidate Committees

Registration

Who Must Register

Each candidate must establish a campaign account and 
file a Statement of Organization (SEL 220) designating a 
candidate committee unless the candidate meets all three 
of the following conditions:

the candidate serves as the candidate’s own treasurer ´

the candidate does not have an existing candidate  ´
committee 
and
the candidate does not expect to receive or spend more  ´
than $350 during a calendar year

The $350 includes personal funds spent for any campaign-
related costs, such as the filing of candidacy fee and voters’ 
pamphlet filing fee. However, if at any time during a 
calendar year the candidate exceeds $350 in either con-
tributions or expenditures, the candidate must establish 
a campaign account and file a Statement of Organization 
within three business days. Additionally, all contributions 
received and expenditures made during the calendar year 
must be filed electronically not later than seven calendar 
days after the $350 threshold has been exceeded.

“Candidate” includes any of the following:
an individual whose name is printed on a ballot, for  ´
whom a declaration of candidacy, nominating petition 
or certificate of nomination to public office has been 
filed, or whose name is expected to be or has been pre-
sented, with the individual’s consent, for nomination  
or election to public office
an individual who has solicited or received and accepted  ´
a contribution, made an expenditure, or given consent 
to an individual, organization, political party or political 
committee to solicit or receive and accept a contribu-
tion or make an expenditure on the individual’s behalf 
to secure nomination or election to any public office at 
any time, whether or not the office for which the indi-
vidual will seek nomination or election is known when 
the solicitation is made, the contribution is received and 
retained or the expenditure is made, and whether or not 
the name of the individual is printed on a ballot
or

a public office holder against whom a recall petition has  ´
been completed and filed

A candidate for federal office or the office of precinct  
committeeperson does not file a Statement of Organiza-
tion or file contribution and expenditure transactions with 
the Elections Division.

When to Register

Registration must occur within three business days of  
a candidate or candidate committee first receiving a con-
tribution or making an expenditure and no later than the 
deadline for filing a nominating petition, declaration of 
candidacy or certificate of nomination.

How To Register

To register, a committee may file a Statement of Organi-
zation electronically using ORESTAR or complete the 
paper form and file it with the Elections Division either 
by mail, fax or hand-delivery. An original Statement of 
Organization consists of both of the following forms:

Statement of Organization for Candidate   ´
Committee (SEL 220)
and
Campaign Account Information (SEL 223) ´

Blank copies of these forms may be downloaded from the 
Elections Division’s website at www.oregonvotes.org. The 
online forms may be completed on a computer by tabbing 
through the form and typing the required information. 
The completed forms can be printed, and must be signed 
and filed with the Elections Division.

Candidate/Treasurer Responsibilities

A candidate must establish a candidate committee and 
may either serve as the committee’s treasurer or appoint a 
separate treasurer. The treasurer must be a registered voter 
in Oregon. 

Filing a Statement of Organization/Discontinuation
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Duties

Both the candidate and treasurer are legally  
responsible for all of the following:

establishing and maintaining a dedicated campaign   ´
account in an Oregon financial institution for deposit-
ing contributions and making expenditures
signing all checks issued from the campaign account un- ´
less there are other individuals with signatory authority 
filing and amending Statements of Organization ´

filing accurate and timely contribution and   ´
expenditure transactions
signing all Statements of Organization and  ´
transaction filings
Both the candidate and designated treasurer must sign 
and file the Statement of Organization. Transaction fil-
ings may be signed and filed by the candidate, treasurer, 
or the individual designated by the candidate or treasurer 
as the alternate transaction filer. Signatures filed using 
ORESTAR are accepted electronically.
keeping detailed financial records current to within  ´
seven days after the date of receiving a contribution or 
making an expenditure
and
preserving records as described in “Retention of Records”  ´
on pages 41-42

The treasurer of record is legally responsible for these duties 
until an amended Statement of Organization is filed appoint-
ing a new treasurer.

Liability

Both the candidate and treasurer are personally respon-
sible for carrying out their duties and should understand 
those responsibilities, as well as their personal liability 
for failure to fulfill them. Any person designated as the 
alternate transaction filer is not legally responsible for any 
of the above duties. The candidate and treasurer are per-
sonally liable for any violations committed by the alternate 
transaction filer.

Oregon election law provides for civil penalties of up to 
10% of the amount of each late or insufficient filing of a 
transaction. The candidate and treasurer are both person-
ally liable for civil penalties imposed on a committee.

Amending Registration Information

Whenever any of the information disclosed on the Statement 
of Organization (SEL 220 or 223) changes, the change must 
be reported within 10 calendar days by filing amended forms 
with the Elections Division. It is not necessary to amend 
both forms unless information on both forms changes. The 
amendment can be filed by paper or electronically using 
ORESTAR. 

When filing an amendment on paper, complete the entire 
form, not just the updated information. The amended 
form must be signed by both the candidate and the trea-
surer and supersedes all previous filings. Signatures on 
Statements of Organization filed using ORESTAR are 
accepted electronically.

An existing candidate committee must file an amended 
Statement of Organization no later than the date that the 
candidate files a nominating petition, declaration of candi-
dacy or certificate of nomination.

Completing the Statement of Organization

Instructions for completing each item of information on 
the Statement of Organization for Candidate Committee 
(SEL 220) appear below. Instructions for completing the 
Campaign Account Information form (SEL 223) begin on 
page 26. For instructions on filing a Statement of Organiza-
tion electronically refer to the ORESTAR User’s Manual.

If any of the required information on the forms is incom-
plete, the Elections Division will notify the committee by 
phone, email or in writing of the deficiencies on the forms. 
The forms will not be processed or considered filed until 
the required information is provided.

Type of Filing

When registering a new committee mark the Original box. 
When updating information on the Statement of Orga-
nization mark the Amendment box. When discontinuing 
the committee mark the Discontinuation box. See page 17 
for campaign finance reporting requirements when discon-
tinuing a committee.

Name of Committee

Provide the official name of the candidate committee. 

Filing a Statement of Organization/Discontinuation (ctnd.)
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Committee Address

Provide the street address of a residence, office, headquar-
ters or similar location where the candidate can be located. 
The address must be in Oregon. Do not use a post office 
box number. Do not use the home address of an indi-
vidual who has obtained an exemption for their home 
address from disclosure as a public record.

Campaign Phone Number

Provide the campaign’s phone number, if the campaign 
has one.

Name of Treasurer

Provide the name of the designated treasurer. The trea-
surer must be a registered voter in Oregon. The candidate 
may serve as the committee’s treasurer.

Mailing Address for Committee 
Correspondence

Provide an address where the committee wishes to receive 
written correspondence from the Elections Division. This 
is the address the Elections Division will use until an 
amended Statement of Organization is filed. Do not use 
the home address of an individual who has obtained an 
exemption for their home address from disclosure as a 
public record.

Phone and Fax Numbers

Provide work and home phone numbers for the treasurer. 
The work number is the number where the treasurer can 
be reached during normal business hours. Provide the 
treasurer’s fax number, if the treasurer has one.

Email Address

Provide the treasurer’s email address. This is a required field.

Name of Candidate

Provide the candidate’s full name.

Candidate Address

Provide the street address of a residence, office, headquar-
ters or similar location where the candidate can conveniently 
be located. Do not use a post office box number.

Mailing Address for Candidate 
Correspondence

Provide an address where the candidate wishes to receive 
written correspondence from the Elections Division. 
This is the address the Elections Division will use until  
an amended Statement of Organization is filed. Do not 
use the home address of a candidate who has obtained 
an exemption for their home address from disclosure as 
a public record. This may be a PO Box.

Phone and Fax Numbers

Provide work and home phone numbers for the candidate. 
The work number is the number where the candidate can 
be reached during normal business hours. Provide the 
candidate’s fax number, if the candidate has one.

Email Address

Provide the candidate’s email address. This is a required field.

Occupation of Candidate

Provide the nature of the primary occupation of the candi-
date. See page 45 for requirements regarding occupation. 

Employer’s Name and Address

If the candidate is employed by another person, provide 
the business name and address (city and state), of the em-
ployer. If the candidate is self-employed, check the “self-
employed” box. If the candidate is not employed (includ-
ing retired, student, etc.), check the “not employed” box.

Designating Election Activity

Designate the specific election in which the candidate 
will participate. A candidate nominated at the primary 
election must amend the Statement of Organization to 
indicate participation in the general election.

Name of Office Sought

List the office sought by the candidate. Include the 
county, district, position, department or zone number, 
if applicable.
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Political Party Affiliation

Check the box that indicates the candidate’s party affiliation. 
A candidate running for a nonpartisan office should not 
complete this section.

Other Election Activity

If the candidate is active at an election in which their 
name is not on the ballot an amended statement of orga-
nization must be filed to designate the election date, and 
if it opposes or supports a specific measure or candidate. 
See page 37 for more information regarding “active at an 
election.”

Name of Alternate Transaction Filer

Designating an individual as the alternate transaction filer 
is optional.

Provide the name of the individual designated by the can-
didate or treasurer to file transactions. This individual may 
not be the candidate or treasurer. 

Mailing and Email Address for Alternate 
Transaction Filer

Provide the mailing and email address of the alternate 
transaction filer. This is required if an alternate transaction 
filer has been designated.

Name of Individual Designated as 
Correspondence Recipient

Designating an individual as the correspondence recipient 
is optional.

Provide the name of the individual designated by the can-
didate or treasurer to receive notices and other correspon-
dence provided by the Elections Division. This individual 
may not be the candidate or treasurer.

Mailing Address of Correspondence Recipient

Provide the mailing address of the individual designated 
by the candidate or treasurer to receive notices and other 
correspondence provided by the Elections Division. 
Do not use the home address of an individual who 
has obtained an exemption for their home address  
from disclosure as a public record.

Email Address of Correspondence Recipient

Provide the email address of the individual designated 
by the candidate or treasurer to receive notices and other 
correspondence provided by the Elections Division. This is 
required if a correspondence recipient has been designated.

Committee Directors

A candidate committee is not required to have committee 
directors. A committee director is, in part, any person who 
directly and substantially participates in decision-making on 
behalf of a political committee concerning the solicitation 
or expenditure of funds. If any individual meets the defini-
tion of director, that person must be designated as a director 
on the Statement of Organization for Candidate Commit-
tee. A candidate may not be designated as a director.

Provide the name, address, occupational information and 
phone number for each committee director. Occupational 
information includes both of the following: 

the nature of the individual’s primary occupation ´

and
the name and address (city and state) of the individual’s  ´
employer. 

If the individual is self-employed, check the “self-employed” 
box. If the individual is not employed (including retired, 
student, etc.), check the “not employed” box. 

See page 45 for more detailed requirements regarding oc-
cupational information.

If two or more of the directors are also directors of another 
political committee, list the names of those directors and 
the name and address of the other political committee.

Signatures of Candidate and Treasurer

The candidate must sign and date each Statement of 
Organization filed. In signing the Statement of Organiza-
tion the candidate is attesting the candidate understands 
the liability assumed in being a candidate.

The treasurer, if different than the candidate, must also sign 
and date each Statement of Organization filed. In signing 
the Statement of Organization the treasurer is attesting the 
treasurer understands the personal liability assumed in being 
a committee treasurer. Signatures on Statements of Organi-
zation filed using ORESTAR are accepted electronically.

Filing a Statement of Organization/Discontinuation (ctnd.)
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Discontinuing

Prior to discontinuing, a committee must file a Notice of 
Intent to Discontinue (SEL 224) either by paper or electroni-
cally using ORESTAR. See page 27 for more information.

Eligibility to Discontinue

A candidate committee may discontinue its registration 
and cease its reporting obligations if:

the committee has filed a Notice of Intent to Discontinue  ´
and has received notice from the Elections Division it 
may do so
the committee no longer intends to receive contributions  ´
or make expenditures
and
a zero balance is achieved by having no cash on hand  ´
and no outstanding debts or obligations

A committee can achieve a zero balance by disclosing all 
debts (loans, personal expenditures and accounts payable)  
as being repaid or forgiven. A balance in the committee’s 
campaign account may be:

used to defray any expenses incurred in connection  ´
with the candidate’s duties as a public office holder
contributed to another committee ´

contributed to any organization described in section  ´
170(c) of Title 26 of the Internal Revenue Code or to 
any charitable organization defined in ORS 128.620

or
used for any other lawful purpose (except personal use) ´

How to Discontinue

A candidate committee may discontinue by filing both of 
the following:

all remaining transactions to achieve a zero balance  ´
using ORESTAR
and

filing a completed SEL 220 signed by the candidate  ´
with the Discontinuation box marked, either by paper 
or electronically using ORESTAR

Any committee that has filed a Certificate of Limited 
Contributions and Expenditures for every calendar year 
since its original Statement of Organization was filed is 
not required to file contribution and expenditure transac-
tions to discontinue.

Political Action Committees

Registration

Who Must Register

Each political action committee must establish a campaign 
account and file a Statement of Organization (SEL 221). 
A political action committee is any of the following:

a combination of two or more individuals, or a person  ´
other than an individual (see definition of “person” below) 
that receives a contribution or makes an expenditure for 
the purpose of supporting or opposing a candidate, mea-
sure or political party

A “person” is an individual, corporation, limited liability 
company, labor organization, association, firm, partner-
ship, joint stock company, club, organization or other 
combination of individuals having collective capacity.
an individual who solicits and receives a contribution  ´
(unless all contributions received by the individual 
are designated to a committee and forwarded to that 
committee within seven business days of receipt)
or
a slate mailer organization ´

A group or organization (other than the chief petitioners) 
formed to support or oppose a petition that is not yet a 
measure on a ballot is not a political action committee. 
However, it must register when the petition qualifies for 
the ballot if the committee intends to support or oppose 
the measure. See page 40 for more information.

A person who makes a contribution to a candidate or com-
mittee that has either filed a Certificate of Limited Contribu-
tions and Expenditures or is required to disclose the contri-
bution is not considered a political action committee.

Warning 
Candidate committee funds may not be converted to 
personal use by the candidate or any other individual.
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When to Register

Registration must occur within three business days of first 
receiving a contribution or making an expenditure. 

How to Register

To register, a committee may file a Statement of Organiza-
tion electronically using ORESTAR or complete the paper 
form and file it with the Elections Division by mail, fax 
or hand-delivery. An original Statement of Organization 
consists of both of the following forms:

Statement of Organization for Political Action  ´
Committee (SEL 221)
and
Campaign Account Information (SEL 223) ´

Blank copies of these forms may be downloaded from the 
Elections Division’s website at www.oregonvotes.org. The 
online forms may be completed on a computer by tabbing 
through the form and typing the required information. The 
completed forms can then be printed, signed and filed with 
the Elections Division.

Treasurer Responsibilities

A committee must designate a treasurer on the Statement 
of Organization. The treasurer must be a registered voter 
in Oregon.

Duties

The treasurer is legally responsible for all of the following:
establishing and maintaining a dedicated campaign  ´
account in an Oregon financial institution for deposit-
ing contributions and making expenditures
signing all checks issued from the campaign account un- ´
less there are other individuals with signatory authority
filing and amending Statements of Organization ´

filing accurate and timely contribution and   ´
expenditure transactions
signing all Statements of Organization and   ´
transaction filings
The treasurer must sign and file the Statement of Orga-
nization. Transaction filings may be signed and filed by 
the treasurer or alternate transaction filer. Signatures 
filed using ORESTAR are accepted electronically.

keeping detailed financial records current to within  ´
seven days after the date of receiving a contribution  
or making an expenditure
and
preserving records as described in “Retention of   ´
Records” on page 41.

The treasurer of record is responsible for these duties until 
an amended Statement of Organization is filed appointing 
a new treasurer.

Liability

Treasurers are personally responsible for carrying out their 
duties and should understand those responsibilities, as well as 
their personal liability for failing to fulfill them. Any individ-
ual designated as the alternate transaction filer is not legally 
responsible for the above duties. The treasurer is liable for any 
violations committed by the alternate transaction filer.

Oregon election law provides for civil penalties of up to 10% 
of the amount of the transaction for each late or insufficient 
transaction. The treasurer of a committee is personally liable 
for civil penalties imposed on the committee.

Directors

In order to meet the definition of political committee under 
ORS 260.005(18), a committee must designate at least 
one director, other than the treasurer, on its Statement of 
Organization. A committee director is any person who di-
rectly and substantially participates in decision-making on 
behalf of a political committee concerning the solicitation 
or expenditure of funds and the support of or opposition to 
candidates or measures. The officers of a political party shall 
be considered the directors of any political party committee 
of that part, unless otherwise provided in the party’s bylaws.

Failure to provide the name and address of at least one direc-
tor in addition to the treasurer will result in the rejection of a 
committee’s Statement of Organization.

The only exception to the requirement to designate a direc-
tor is in ORS 260.044(3), which requires an individual who 
solicits and receives a contribution to be a committee unless 
all contributions received by the individual are designated to 
a committee and forwarded to that committee within seven 
business days of receipt.

Filing a Statement of Organization/Discontinuation (ctnd.)
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Amending Registration Information

Whenever any of the information disclosed on the Statement 
of Organization (SEL 221 or 223) changes, the change must 
be reported within 10 calendar days by filing amended forms 
with the Elections Division. It is not necessary to amend 
both forms unless information on both forms changes. The 
amendment can be filed either by paper or electronically 
using ORESTAR. 

When filing an amendment on paper, complete the entire 
form, not just the updated information. The amended form 
must be signed by the treasurer. It supersedes all previous 
filings. Signatures on Statements of Organization filed 
using ORESTAR are accepted electronically.

Completing the Statement of Organization

Instructions for completing each item of information on the 
Statement of Organization for Political Action Committee 
(SEL 221) appear below. Instructions for completing the 
Campaign Account Information form (SEL 223) begin on 
page 25. For instructions on filing a Statement of Organiza-
tion electronically refer to the ORESTAR User’s Manual.

If any of the required information on the forms is incom-
plete, the Elections Division will notify the committee by 
phone, email or in writing of the deficiencies. The forms 
will not be processed or considered filed until the required 
information is provided.

Type of Filing

When registering a new committee mark the Original box. 
When updating information on the Statement of Organiza-
tion mark the Amendment box. When discontinuing the 
committee mark the Discontinuation box. See page 22 for 
campaign finance reporting requirements when discontinu-
ing a committee.

Name of Committee

Provide the official name of the committee. You may also 
provide any abbreviated name or acronym the committee 
plans to use to identify itself. 

Committee Address

Provide the street address of a residence, office, headquar-
ters or similar location where the committee or a respon-
sible officer of the committee can be located. The address 
must be in Oregon. Do not use a post office box number.

Campaign Phone Number

Provide the campaign’s phone number, if the campaign 
has one.

Name of Treasurer

Provide the name of the designated treasurer. 
The treasurer must be a registered voter in Oregon.

Mailing Address for Committee 
Correspondence

Provide an address where the committee wishes to receive 
written correspondence from the Elections Division. This is 
the address the Elections Division will use until an amended 
Statement of Organization is filed.

Phone and Fax Numbers

Provide work and home phone numbers for the treasurer. 
The work number is the number where the treasurer can 
be reached during normal business hours. Provide the 
treasurer’s fax number if the treasurer has one.

Email Address

Provide the treasurer’s email address. This is a required field.

Name of Alternate Transaction Filer

Designating an individual as the alternate transaction filer 
is optional.

Provide the name of the individual designated by the 
treasurer to file transactions. This individual may not be 
the treasurer.
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Mailing and Email Address for Alternate 
Transaction Filer

Provide the mailing and email address of the alternate 
transaction filer. This is required if an alternate transaction 
filer has been designated.

Name of Individual Designated as 
Correspondence Recipient

Designating an individual as the correspondence recipient 
is optional. 

Provide the name of the individual designated by the 
treasurer to receive notices and other correspondence 
provided by the Elections Division. This individual may 
not be the treasurer.

Mailing Address of Correspondence Recipient

Provide the mailing address of the individual designated 
by the treasurer to receive notices and other correspon-
dence provided by the Elections Division.

Email Address of Correspondence Recipient 

This is required if a correspondence recipient is designated.

Provide the email address of the individual designated by 
the treasurer to receive notices and other correspondence 
provided by the Elections Division.

Type of Political Action Committee

Identify the type of committee.

A “miscellaneous committee” is a committee that sup-
ports or opposes one or more of the following:

specific candidates ´

entire ticket of a political party ´

or
multiple candidates and measures ´

A “measure committee” is a committee that exclusively sup-
ports or opposes one or more measures that are certified to 
the ballot. A measure committee spends or receives monies 
only to support or oppose one or more measures. A measure 
committee must not contribute money to candidates, miscel-
laneous committees, political parties, caucus committees,  
recall committees or fund independent expenditures in 
support of or in opposition to candidates. If a measure com-
mittee wishes to make such expenditures, it must amend its 
Statement of Organization to become a miscellaneous com-
mittee.

A “political party committee” is a major or minor political 
party qualified under ORS Chapter 248 or a committee 
established by a major or minor party under party bylaws 
(e.g., county central committees).

A “caucus committee” is a committee affiliated with 
either chamber of the Legislative Assembly.

A “recall committee” is a committee supporting or opposing 
a person subject to a recall election. A recall committee can-
not be formed until a recall election is certified to the ballot.

Designating Election Activity

If the committee is supporting or opposing a measure or 
recall, designate the specific election in which the com-
mittee will participate. Otherwise, leave blank.

Political Party Name/Title or Number of 
Measure/Recall Candidate’s Name

List the name of the recall candidate (and the candidate’s 
office), party or measure the committee intends to support 
or oppose. For a recall committee, “support” means the 
committee supports the recall of the candidate and “oppose” 
means the committee opposes the recall of the candidate.

Nature of Political Action Committee

Provide a description of the general nature of the com-
mittee. For example, “support all candidates and measures 
advocating health care for all.”

Filing a Statement of Organization/Discontinuation (ctnd.)
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Controlled Committee

A “controlled committee” is a political committee 
that, in connection with the making of contributions 
or expenditures:

is controlled directly or indirectly by a candidate or  ´
a controlled committee

or
acts jointly with a candidate or controlled committee ´

A candidate controls a political committee if:
the candidate, the candidate’s agent, a member of the can- ´
didate’s immediate family or any other political committee 
that the candidate controls has a significant influence on 
the actions or decisions of the political committee
or
the candidate’s committee and the political committee  ´
both have the candidate or a member of the candidate’s 
immediate family as a treasurer or director

Answer yes or no to the question “Is this committee a con-
trolled committee?” and if yes, identify the federal, state or 
local candidate or candidates who control the committee.

All caucus committees are controlled committees.

Slate Mailer Organization

A “slate mailer organization” is any person or political 
committee, other than a political party committee or a 
legislative caucus committee, involved in the production  
of a mass mailing that supports or opposes three or  
more candidates or measures and receives, or is promised,  
payment for doing so.

Check yes or no for the question “Is this committee a slate 
mailer organization?

Certain restrictions (including disclosures) apply to slate 
mailings. See ORS 260.005(23), 260.735, 260.737, and 
OAR 165-012-0060.

Committee Directors

A committee director is, in part, any person who directly and 
substantially participates in decision-making on behalf of a 
political committee concerning the solicitation or expenditure 
of funds. A committee is required to have at least one direc-
tor in addition to the treasurer. A treasurer should only be 
reported as a director if they meet the definition of com-
mittee director. 

Provide the name, address, occupational information and 
phone number for each committee director. Occupational 
information includes both of the following: 

the nature of the individual’s primary occupation ´

and
the name and address (city and state) of the   ´
individual’s employer

If the individual is self-employed, check the “self-em-
ployed” box. If the individual is not employed (including 
retired, student, etc.), check the “not employed” box.

See page 45 for more detailed requirements regarding 
occupational information.

If two or more of the directors are also directors of another 
committee, list the names of those directors and the name 
and address of the other committee.

Treasurer’s Signature

The treasurer must sign and date each Statement of Orga-
nization filed. In signing the Statement of Organization 
the treasurer is attesting the treasurer understands the 
personal liability assumed in being a committee treasurer. 
Signatures on Statements of Organization filed using 
ORESTAR are accepted electronically.
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Discontinuing

Prior to discontinuing, a committee must file a Notice of 
Intent to Discontinue (SEL 224) either by paper or electroni-
cally using ORESTAR. See page 27 for more information.

Eligibility to Discontinue

A committee may discontinue its registration and cease its 
reporting obligations if:

the committee has filed a Notice of Intent to Discon- ´
tinue and received notice from the Elections Division  
it may do so
the committee no longer intends to receive contributions  ´
or make expenditures
and
a zero balance is achieved by having no cash on hand  ´
and no outstanding debts or obligations

A committee can achieve a zero balance by disclosing all 
debts (loans, personal expenditures and accounts payable) 
as being repaid or forgiven. A balance in the committee’s 
campaign account may be:

contributed to another committee ´

contributed to any organization described in section  ´
170(c) of Title 26 of the Internal Revenue Code or to 
any charitable organization defined in ORS 128.620
or
used for any other lawful purpose (except personal use). ´

How to Discontinue 

A committee may discontinue electronically using the 
ORESTAR system or by filing both of the following:

all remaining transactions to achieve a zero balance ´

and
filing a completed SEL 221 signed by the treasurer  ´
with the discontinuation box marked, either by paper  
or electronically using ORESTAR

Any committee that has filed a Certificate of Limited 
Contributions and Expenditures for every calendar year 
since its original Statement of Organization was filed is 
not required to file contribution and expenditure transac-
tions to discontinue.

Petition Committees

Registration

Who Must Register

Chief petitioners sponsoring an initiative, referendum or recall 
petition must file a Statement of Organization (SEL 222) only 
if they are active.

A petition committee may only be designated to support 
one petition, even if the petition is rejected and the chief 
petitioners file another petition, the chief petitioners must 
establish a separate petition committee for that petition.  

When to Register

For an initiative, referendum or recall petition, registration 
must occur within three business days of first receiving 
a contribution or making an expenditure after filing a 
completed prospective petition with the appropriate filing 
officer, but no later than the date the petition is approved 
for circulation. 

How to Register

To register, the treasurer may file a Statement of Organi-
zation electronically using ORESTAR or complete the 
paper form and file it with the Elections Division by mail, 
fax or hand-delivery. An original Statement of Organiza-
tion consists of both of the following forms:

Statement of Organization for Petition Committee  ´
(SEL 222)
and
Campaign Account Information (SEL 223) ´

Blank copies of these forms may be downloaded from the 
Elections Division’s website at www.oregonvotes.org. The 
online forms may be completed on a computer by tabbing 
through the form and typing the required information. 
The completed forms can then be printed, signed and filed 
with the Elections Division.

Filing a Statement of Organization/Discontinuation (ctnd.)

Warning 
Committee funds may not be converted to personal 
use by any individual.
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Treasurer Responsibilities

A chief petitioner must designate a treasurer on the Statement 
of Organization. The treasurer must be a registered voter in 
Oregon. Only the designated treasurer may sign and file the 
Statement of Organization.

Duties

The treasurer is legally responsible for all of the following:
establishing and maintaining a dedicated campaign   ´
account in an Oregon financial institution for depositing 
contributions and making expenditures
signing all checks issued from the campaign account   ´
unless there are other individuals with signatory authority
filing and amending Statements of Organization ´

filing accurate and timely contribution and   ´
expenditure transactions 
signing all Statements of Organization and   ´
transaction filings
The treasurer must sign and file the Statement of Orga-
nization. Transaction filings may be signed and filed by 
the treasurer or alternate transaction filer. Signatures filed 
using ORESTAR are accepted electronically.
keeping detailed financial records current to within  ´
seven days after the date of receiving a contribution  
or making an expenditure
and
preserving records as described in “Retention of  ´
Records” on page 41

The treasurer of record is responsible for these duties until 
an amended Statement of Organization is filed appointing 
a new treasurer.

Liability

Treasurers are personally responsible for carrying out  
their duties and should understand those responsibilities, 
as well as their personal liability for failing to fulfill them. 
Any individual designated as the alternate transaction filer 
is not legally responsible for the above duties. The treasurer 
is liable for any violations committed by the alternate 
transaction filer.

Oregon election law provides for civil penalties of up to 
10% of the amount of each late or insufficient transaction. 
The treasurer of a committee is personally liable for civil 
penalties imposed on the committee.

Amending Registration Information

Whenever any of the information disclosed on the State-
ment of Organization (SEL 222 or 223) changes, the 
change must be reported within 10 calendar days by 
filing amended forms with the Elections Division. It is 
not necessary to amend both forms unless information on 
both forms changes. The amendment can be filed either by 
paper or electronically using ORESTAR. 

When filing an amendment on paper, complete the entire 
form, not just the updated information. The amended 
form must be signed by the treasurer. It supersedes all 
previous filings. Signatures on Statements of Organization 
filed using ORESTAR are accepted electronically.

Completing the Statement of Organization

Instructions for completing each item of information on 
the Statement of Organization for Petition Committee 
(SEL 222) appear below. Instructions for completing the 
Campaign Account Information form (SEL 223) begin on 
page 25. For instructions on filing a Statement of Organiza-
tion electronically refer to the ORESTAR User’s Manual.

If any of the required information on the forms is incom-
plete, the Elections Division will notify the committee by 
phone, email or in writing of the deficiencies. The forms 
will not be processed or considered filed until the required 
information is provided.
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Type of Filing

When registering a new committee mark the Original box. 
When updating information on the Statement of Orga-
nization mark the Amendment box. When discontinuing 
the committee mark the Discontinuation box. See page 25 
for campaign finance reporting requirements when discon-
tinuing a committee.

Name of Committee

Provide the official name of the committee. You may also 
provide any abbreviated name or acronym the committee 
plans to use to identify itself.

Committee Address

Provide the address of a residence, office, headquarters or 
similar location where the committee or a responsible officer 
of the committee can conveniently be located. The address 
must be in Oregon. Do not use a post office box number.

Campaign Phone Number

Provide the campaign’s phone number if the campaign 
has one.

Name of Treasurer

Provide the name of the designated treasurer. The treasurer 
must be a registered voter in Oregon.

Mailing Address for Committee 
Correspondence

Provide an address where the committee wishes to receive 
all correspondence from the Elections Division. This is the 
address the Elections Division will use until an amended 
Statement of Organization is filed.

Phone and Fax Numbers

Provide work and home phone numbers for the treasurer. 
The work number is the number where the treasurer can 
be reached during normal business hours. Provide the 
treasurer’s fax number, if the treasurer has one.

Email Address

Provide the treasurer’s email address. This is a required field.

Name of Alternate Transaction Filer

Designating an individual as the alternate transaction filer 
is optional.

Provide the name of the individual designated by the treasurer 
to file transactions. This individual may not be the treasurer.

Mailing and Email Address for Alternate 
Transaction Filer

Provide the mailing and email address of the alternate 
transaction filer. This is required if an alternate transaction 
filer has been designated.

Date Prospective Petition Filed

Provide the date the completed prospective petition is filed 
with the filing officer. 

Type of Petition Committee

Identify the type of petition the committee is sponsoring. 

Date of Election

A committee sponsoring a state initiative or referendum 
petition should identify the election the petition will  
appear on if it is successful. 

Subject or Ballot Title of Petition/Name of 
Public Official for Recall

Provide information identifying the specific petition the 
committee is sponsoring. For a recall also include the 
office holder’s name, office, position number if applicable 
and the city or county.

Chief Petitioners

Provide the name, address and phone number for each 
chief petitioner. For a recall petition there may be only one 
designated chief petitioner.

Treasurer’s Signature

The treasurer must sign and date each Statement of Orga-
nization filed. In signing the Statement of Organization 
the treasurer is attesting the treasurer understands the 
personal liability assumed in being a committee trea-
surer. Signatures on Statements of Organization using 
ORESTAR are accepted electronically.

Filing a Statement of Organization/Discontinuation (ctnd.)
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Discontinuing

Prior to discontinuing, a committee must file a Notice of  
Intent to Discontinue (SEL 224) either by paper or electro-
nically using ORESTAR. See pages 27 for more information.

Eligibility to Discontinue

A committee may discontinue its registration and cease its 
reporting obligations if:

the committee has filed a Notice of Intent to Discontin- ´
ue and has received notice from the Elections Division it 
may do so
the committee no longer intends to receive contributions  ´
or make expenditures
and
a zero balance is achieved by having no cash on hand  ´
and no outstanding debts or obligations

A committee can achieve a zero balance by disclosing all 
debts (loans, personal expenditures and accounts payable) 
as being repaid or forgiven. A balance in the committee’s 
campaign account may be:

contributed to any organization described in section  ´
170(c) of Title 26 of the Internal Revenue Code or to 
any charitable organization defined in ORS 128.620
or
used for any other lawful purpose (except personal use) ´

How to Discontinue

A petition committee may discontinue by filing both of 
the following:

all remaining transactions to achieve a zero balance  ´
using ORESTAR
and
filing a completed SEL 222 signed by the treasurer  ´
with the Discontinuation box marked either by paper or 
electronically using ORESTAR

An initiative or referendum petition committee may  
discontinue if the petition is withdrawn.

Any committee that has filed a Certificate of Limited 
Contributions and Expenditures for every calendar year 
since its original Statement of Organization was filed is 
not required to file contribution and expenditure transac-
tions to discontinue.

Campaign Account Information

General Information

All committees must establish a dedicated campaign 
account. The information provided on the Campaign 
Account Information form (SEL 223) is exempt from 
public disclosure.

The following rules apply to setting up and maintaining 
the campaign account:

the account must be established in a financial institution  ´
located in Oregon
the account must be maintained in the name   ´
of the committee 
all expenditures made by the committee must be drawn  ´
from the campaign account and either issued on a check 
signed by the candidate, treasurer or any person desig-
nated as a signatory on the account of the committee, 
or paid using a debit card or other form of electronic 
transmission. Petty cash funds are not allowed.
each contribution, other than in-kind, must be deposit- ´
ed into the campaign account not later than seven days 
after the date the contribution is received
and
the campaign account may not include any private  ´
monies other than contributions or other receipts re-
ceived by the committee 

The above rules do not prohibit a person from making an 
expenditure from personal funds on behalf of the com-
mittee and receiving reimbursement from the campaign 
account. See page 57 for reporting personal expenditures 
for reimbursement.

Warning 
Committee funds may not be converted to personal 
use by any individual.
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Completing the Campaign Account 
Information Form

Instructions for completing each item of information 
on form SEL 223 appear below. This form is part of the 
Statement of Organization and must be filed with the 
original Statement of Organization for the filer to be a 
committee. For instructions on filing the Campaign  
Account Information form electronically refer to the 
ORESTAR User’s Manual. 

A blank copy of this form may be downloaded from the 
Election’s Division website at www.oregonvotes.org. The 
online form may be completed on a computer by tabbing 
through the form and typing the required information. 
The completed form can then be printed, signed and filed 
with the Elections Division. 

If the SEL 223 is filed electronically acknowledgement is 
sent via email after it is approved.

Name of Committee

Provide the official name of the committee.

Name of Oregon Financial Institution

Provide the name of the financial institution in Oregon 
where the account is maintained.

Account Number

Provide the account number.

Name of Account

This must be identical to the official name of the committee. 
If the committee’s name changes, the name of the account 
must be changed with the financial institution.

Name of Account Holder

For a candidate committee, this is either the candidate or the 
name of the candidate committee. For a political or peti-
tion committee, it is either the name of the committee or 
the name of an affiliated organization that administers the 
account for the political or petition committee. If the name 
of a political or petition committee changes, the name of the 
account holder must be changed with the financial institution.

Names of Persons Who Have 
Signature Authority

The candidate, if applicable, and the treasurer, must be 
signers on the campaign account. Other signatories may 
also be designated.

Signatures of Candidate and Treasurer

The candidate, if applicable, and treasurer, must sign  
and date each Campaign Account Information form 
filed, including amendments. In signing the form the 
candidate, if applicable, and treasurer, are attesting the 
information provided is true and correct. Signatures  
filed using ORESTAR are accepted electronically.

Amending Registration Information

Whenever any of the information disclosed on the  
Campaign Account Information form changes, the 
change must be reported within 10 calendar days by 
filing an amended SEL 223 with the Elections Division. 
An amended SEL 220, 221 or 222 should not be filed 
unless the information on that form also changes. The 
amendment can be filed either by paper or electronically 
using ORESTAR.

When filing an amendment via paper, complete the entire 
form, not just the updated information. The amended 
form must be signed by the candidate, if applicable, and 
treasurer. It supersedes all previous filings.

Filing a Statement of Organization/Discontinuation (ctnd.)
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Discontinuing

It is not necessary to file an SEL 223 form when discon-
tinuing a committee.

Notice of Intent to Discontinue 
Prior to discontinuing a committee’s registration and clos-
ing the committee’s dedicated bank account, the treasurer 
or candidate, if applicable, must file the Notice of Intent to 
Discontinue (form SEL 224) with the Elections Division. 
The notice may be filed before the committee files its final 
transactions to achieve a zero balance. 

Not later than 90 days after form SEL 224 is filed, 
the Elections Division will examine each transaction 
filed under ORS 260.044, 260.057, 260.083, 260.102, 
260.112 or 260.118 and notify the committee via email 
of any outstanding violations of any Oregon election 
law. A committee may not be discontinued or close the 
dedicated bank account until it receives notification from 
the Elections Division. 

The Notice of Intent to Discontinue may be filed either:
electronically using ORESTAR ´

or 
via paper by filing the SEL 224  ´

If additional transactions are filed after the Notice of 
Intent to Discontinue has been filed, the Elections Divi-
sion has an additional 90 days to examine the transactions 
and send the committee notification of any pending late 
or insufficient transactions associated with the additional 
transactions. Notification is sent via email with an at-
tached exam letter or amendment review report. If the 
committee has achieved a zero balance with the filing of 
the additional transactions, the Elections Division will 
include notification that the committee may discontinue.

If the committee has filed all transactions and achieves a 
zero balance when form SEL 224 is filed, the committee 
will receive an email identifying any outstanding viola-
tions of Oregon Election Law. The email will also inform 
the committee that it can be discontinued.
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Contributions

This section generally describes the term “contributions” 
under Oregon election law. Some monies received by 
committees are not considered “contributions.” These are 
“other receipts” and are discussed on pages 33-34. Both 
contributions and other receipts must be reported.

For more detailed discussion on the reporting require-
ments for contribution transactions, see pages 42-49 and 
the ORESTAR User’s manual.

Definition of Contribution

A contribution includes:
the payment, loan, gift, forgiving of indebtedness, or  ´
furnishing without equivalent compensation or consid-
eration, of money, services other than personal services 
for which no compensation is asked or given, supplies, 
equipment or any other thing of value:

for the purpose of influencing an election for public 
office or an election on a measure, or of reducing the 
debt of a candidate for nomination or election to public 
office or the debt of a political committee
or
to or on behalf of a candidate, political committee  
or measure

or
any unfulfilled pledge, subscription, agreement or  ´
promise, whether or not legally enforceable, to make 
a contribution

General Contribution Information

Each contribution, other than in-kind, received by a committee 
must be deposited into the committee’s campaign account not 
later than seven days after the date the contribution is received.

Types of Contributions

The contribution types are cash, non-exempt loans received, 
cosigner obligation, in-kind and account receivable pledges.

Cash Contributions 
Includes cash, checks, or any legal instrument redeemable 
as currency, transmitted via physical or electronic means. 

In-Kind 
A good or service, other than money, having monetary value. 
The value of this contribution is based on the fair market 
value of the good or service. An expenditure by any person 
from personal funds on behalf of the candidate or committee 
is an in-kind contribution to the candidate or committee if 
the person does not expect to be reimbursed. See page 57 for 
reporting personal expenditures for reimbursement.

The definition of a “person” is an individual, corporation, 
limited liability company, labor organization, association, 
firm, partnership, joint stock company, club, organization or 
other combination of individuals having collective capacity.

Loans Received (Non-Exempt) 
Loans received from entities other than a financial 
institution (including personal loans from individuals) 
are non-exempt loans. A loan made by or to a candidate 
or committee must be made by a written agreement. A 
non-exempt loan is a contribution until the loan is repaid in 
full. The terms of the loan, including the interest rate and 
repayment schedule, must be disclosed.

Cosigner Obligation 
Amount of a loan for which a person agreed to be liable in 
a written agreement, unless the endorser or guarantor is 
the candidate’s spouse. This amount is a contribution until 
the loan is repaid in full or forgiven.

Accounts Receivable Pledges 
Unfulfilled pledges, subscriptions, agreements or promises, 
whether or not legally enforceable, to make contributions. 

Contributions and Expenditures

Warning 
Contributions collected by an entity other than 
a committee, including connected organizations 
such as unions, associations or online contribution 
services, are considered received by the committee 
once the contributions are in the physical custody 
of the committee or are deposited in the commit-
tee’s campaign account, whichever is sooner. Each 
contribution must be transferred to the committee 
within seven business days of its collection by the 
other entity.
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Prohibited Contributions

Anonymous Contributions 
No committee shall accept an anonymous contribution. 
If a committee cannot identify a contributor, the 
contribution must be donated to an organization that 
can accept anonymous contributions. If the committee 
donates the anonymous contribution to an organization 
that can accept anonymous contributions within seven  
days of receipt without being deposited into the campaign 
account, no reporting of the transaction is necessary.

If the committee has kept the anonymous contribution for 
more than seven days or has deposited it in the campaign 
account, the committee must disclose the receipt of the 
anonymous contribution as a cash contribution and report 
the donation of the contribution as a cash expenditure.

Contributions in a False Name 
It is a criminal offense to make a contribution relating 
to a candidate, measure, political committee or petition 
committee in the name of other than the person who 
provides the contribution. Likewise, it is illegal to 
knowingly receive such a contribution or enter or cause 
it to be entered in a committee’s account in another 
name than that of the person who actually provided it. 
A violation of contribution in a false name is a class C 
felony, punishable by up to 5 years imprisonment and/or 
a $125,000 fine.

Foreign Nationals 
Foreign nationals are prohibited by federal law from 
making political contributions to influence any candidate 
election. Thus, committees, other than exclusive ballot 
measure committees, may not accept a contribution from a 
foreign national.

Foreign nationals include:
individuals with foreign citizenship ´

immigrants not possessing a “green card” ´

foreign governments ´

foreign political parties ´

foreign corporations ´

foreign associations ´

and
foreign partnerships ´

Oregon Income Tax Credit

Oregon law allows an Oregon Personal Income Tax credit 
for political contributions. The contributor’s state tax credit 
is the amount of the cash contribution, limited to $100 
on a joint return or $50 on a single or separate return. For 
more information on tax credits for political contributions, 
contact the:

Oregon Department of Revenue

phone 503 378 4988 
 800 356 4222 
 https://secure.dor.state.or.us/piti/ 
 index.cfm?action=topic&id=0153

Use of Internet Services

The rapid increase in the use of the internet for political 
activities raises a number of issues regarding campaign 
finance reporting. 

Generally, electronic transmissions have no intrinsic mone-
tary value. Thus, email transmissions, links to websites, or the 
adding of a homepage to an existing website are not consid-
ered to be in-kind contributions or independent expenditures 
by the transmitter or website holder. 

If the effort to produce a website, or to transmit an email, 
even to a large list of recipients, is provided by an unpaid 
volunteer, and no money is spent to add hardware, soft-
ware or internet access, or to acquire a list in order to  
undertake that activity, no reportable contribution has 
been made to the benefiting candidate or committee.

If, on the other hand, expenditures are undertaken to 
provide the service, including wages or other payment to 
an individual or firm, those costs are reportable in-kind 
contributions by the provider, or direct expenditures by 
the candidate or committee if the candidate or committee 
makes the expenditures itself.

Expenditures

This section generally describes the term “expenditures” 
under Oregon election law. Some payments made by com-
mittees are not considered “expenditures.” These are “other 
disbursements” and are discussed on pages 35-36. 
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Definition of Expenditure

An expenditure includes:
payment or furnishing of money or furnishing of any  ´
other thing of value
incurring or repayment of indebtedness or obligation  ´
by or on behalf of a candidate, committee or person in 
consideration for any services, supplies or equipment
any other thing of value performed or furnished for any  ´
reason, including support of or opposition to a candidate, 
committee or measure
reducing the debt of a candidate for nomination or elec- ´
tion to public office
or
contributions made by a candidate or committee to   ´
or on behalf of any other candidate or committee

An expenditure does not include:
transfers of funds between checking and savings   ´
accounts or for investment purposes

or
funds held for change at a fundraiser ´

These transactions are not expenditures since the funds are 
still part of the committee’s assets.

General Expenditure Information

All expenditures made by a committee must be drawn from 
the campaign account and either issued on a check signed by 
the candidate or treasurer of the committee, or by any other 
individual designated as a signer on the account, or paid using 
a debit card or other form of electronic transmission. This 
does not prohibit a person from making an expenditure on 
behalf of the committee and receiving reimbursement from 
the campaign account. See page 57 for reporting personal 
expenditures for reimbursement.

Committee funds may not be converted to personal use by 
any person.

Types of Expenditures

The expenditure types are cash expenditures, non-exempt 
loan payments, personal expenditures for reimbursement 
and accounts payable.

Cash Expenditures 
Expenditures that are made payable in the form of check, 
credit card, debit card or other electronic transmission.

Non-Exempt Loan Payments 
A committee must itemize payments on a non-exempt 
loan, regardless of the amount. More detailed reporting 
requirements on non-exempt loan payments and the 
forgiving of loans is on page 57.

Personal Expenditures 
An expenditure by a person from the person’s funds, made 
on behalf of a committee, is considered an expenditure by 
the committee if the person expects to be reimbursed. The 
detail of the expenditure made by the person is required to 
be reported in addition to the transaction made to reim-
burse a person, for their personal expenditure.

If the person making the personal expenditure does not 
want reimbursement, the personal expenditure is reported 
as an in-kind contribution.

The definition of a “person” is an individual, corporation, 
limited liability company, labor organization, association, 
firm, partnership, joint stock company, club, organization or 
other combination of individuals having collective capacity.

Accounts Payable 
An account payable is an amount owed to a creditor for the 
purchase of goods or services, or a pledge to make a contribu-
tion, whether or not legally enforceable. A purchase is made 
when the obligation is first incurred, even if an invoice is not 
received until a later time. The date an order for goods or  
services is placed is the date an obligation is first incurred. 
The obligation for media buys is incurred when the media 
time is reserved.

Warning 
A committee may not maintain a petty cash fund 
for making incidental expenditures as cash expendi-
tures are prohibited under ORS 260.054.

Contributions and Expenditures (ctnd.)
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Independent Expenditures 
An independent expenditure is an expenditure made for 
a communication in support of or opposition to a clearly 
identified candidate or measure. An independent expendi-
ture is not made with the cooperation or prior consent of, 
or in consultation with, or at the request or suggestion of, a 
candidate, agent or authorized committee of the candidate, 
or any political committee or agent of a political committee 
supporting or opposing a measure.

A person, other than a committee, who makes expendi-
tures of their own funds of more than $100 aggregate for 
the entire calendar year to support or oppose any candidate 
or measure, must file a Statement of Independent Expen-
ditures form (PC 10) with the Elections Division. For 
complete instructions on reporting independent expendi-
tures see pages 56-60. This form cannot be filed electroni-
cally using ORESTAR.

Personal Use of a Committee’s Campaign Funds

All committees are prohibited from using campaign funds 
for any person’s personal use. Personal use means any 
use of a committee’s funds to fulfill a personal commit-
ment, obligation or expense of any person that would exist 
irrespective of the campaign or duties as a public office 
holder, or the duties of a person involved with a political or 
petition committee.

A committee’s funds may be:
used to defray any expenses incurred in connection  ´
with the candidate’s duties as a public office holder
contributed to another committee ´

contributed to any organization described in section  ´
170(c) of the Internal Revenue Code or to any chari-
table organization defined in ORS 128.620
or
used for any other lawful purpose ´

Prohibited Personal Use of a Committee’s  
Campaign Funds 
Examples of prohibited personal use include, but are not 
limited to:

purchase of household food items or supplies ´

clothing, other than items of de minimis value used in the  ´
campaign, such as t-shirts or baseball caps with campaign 
logos on them
mortgage, rent or utility payments for any part of a  ´
personal residence of any individual
mortgage, rent or utility payments for real or personal  ´
property that is owned by any individual and used for 
campaign purposes, to the extent the payments exceed 
the fair market value of the property usage
admission to a sporting event, concert, theater or   ´
other form of entertainment, unless part of a specific 
campaign or office holder activity
dues, fees or gratuities at a country club, health club,  ´
recreational facility or vacation property, unless they 
are part of the costs of a specific fundraising event that 
takes place on the club’s or facility’s premises 
dues to professional or civic organizations in which the  ´
membership is not integrally related to the candidate’s 
election or duties as a public office holder or an individ-
ual’s duties related to a political or petition committee
loans made to any individual for the individual’s  ´
personal use
any judgment awarded under ORS 18.005; or any  ´
civil penalty imposed by an agency as defined in ORS 
183.310; or imposed by a local government as defined in 
ORS 174.116
any legal expense incurred in any civil, criminal or  ´
other legal proceeding or investigation that relates to, 
or arises from, the course and scope of the duties of a 
person as a candidate, public official, treasurer, chief 
petitioner or director
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salary to a person, unless the person is providing bona  ´
fide services to the committee or the candidate’s public 
office. If the person provides bona fide services to a 
committee or public office holder, any salary payment 
in excess of the fair market value of the services pro-
vided is a prohibited personal use 
or
candidates may not pay themselves a salary or oth- ´
erwise compensate themselves for lost income or for 
professional services rendered to their committees.

The committee must be reimbursed for any committee assets 
(e.g., computer, furniture, etc.) converted to personal use.

Public Office Holder Expenses 
A candidate who is an office holder may use campaign 
funds for expenses incurred as an office holder if directly 
related to an office holder’s official duties, including:

telephone and pager expenses ´

mileage for the office holder’s personal vehicle (not  ´
exceeding current federal rate)
purchase or lease of office equipment, supplies or  ´
automobile
service and fuel for a leased or purchased vehicle ´

room rental for public meetings ´

salary or expenses associated with employees performing  ´
official business
gifts of nominal value and donations of a nominal amount  ´
made on a significant occasion such as a holiday, gradu-
ation, marriage, retirement, or death, unless made to a 
member of the candidate’s family
or
any other expenses incurred to perform official office  ´
holder duties

When reporting expenditures relating to vehicle usage, 
a claim may be made for either payment of mileage or 
expenses related to use of the vehicle (e.g., gas, mainte-
nence) for committee business, but not both.

If a governmental body or any other person later reimburses 
a campaign for a specific expenditure made from campaign 
funds, or for personal expenditures made by a person, the 
reimbursement must be deposited to the campaign account.

Contact the Elections Division if you have a question as 
to whether or not a particular expenditure is considered 
personal use.

Legal Expenses  
Committee funds may be used for legal expenses in the 
following circumstances:

legal expenses incurred by the public official (including  ´
a candidate for public office) in connection with a legal 
proceeding under ORS Chapter 260, except for a legal 
proceeding brought under ORS 260.407 and 260.409
or
to pay for any civil penalty imposed under ORS  ´
Chapter 260, except for any penalty imposed for a 
violation of ORS 260.407 or 260.409
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Reportable Other Receipts

Transactions that are reportable other receipts include exempt 
loan proceeds, interest earned, items sold at fair market value, 
refunds of deposits or overpayments, and lost or returned 
checks. The following is a general discussion on what defines 
a “reportable other receipt.” See pages 49-50 for more detailed 
instruction on how to report this type of transaction.

Exempt Loans

Conditions 
Loans received (including a line of credit) from a 
financial institution are exempt if the loan meets all of 
the following conditions:

bears the institution’s usual and customary interest rate  ´
for the category of loan involved
is made on a basis that ensures repayment (see below) ´

is evidenced by a written instrument ´

and
is subject to a due date or amortization schedule ´

The terms of the loan, including the interest rate and 
repayment schedule, must be disclosed. If a loan fails to 
meet any of the above conditions, it is a non-exempt loan 
and is a contribution from the lending institution. 

Methods of Ensuring Repayment 
A committee may use the following traditional methods 
of securing the loan:

Collateral. A loan may be secured using assets of the  ´
candidate or committee, such as real estate, personal 
property, cash on deposit, certificates of deposit or 
stocks. The fair market value of the assets must, on the 
date of the loan, equal or exceed the amount of the loan 
and any senior liens. The committee must ensure that 
the financial institution has established. A “perfected 
security interest” in the collateral (that is, has taken steps 
to legally protect the institution’s interest in the collateral 
in the event that the committee defaults on the loan)
or
Guarantees or Endorsements. An endorsement or guar- ´
antee of an exempt loan is considered a contribution by 
the endorser or guarantor. However, if the committee is 
a candidate committee and the guarantor is the candi-
date’s spouse, it is not a contribution.

The Elections Division may, on a case-by-case basis, approve 
methods of ensuring repayment other than those described 
above. A committee should contact the Elections Division 
before entering into a loan agreement that relies on alternative 
sources of repayment.

Interest/Investment Income

Interest earned on invested funds and dividends earned on 
securities is a reportable other receipt.

Items Sold at Fair Market Value

Fair market value is the dollar amount one would expect 
to pay for the goods or services.

When a contributor receives goods or services in return for 
a portion of the contribution, such as dinner or a t-shirt, 
only the amount in excess of the fair market value of the 
item or service received is considered a contribution. The 
fair market value of the goods or services received is a 
reportable other receipt. The committee must follow this 
standard when it determines fair market value.

Upon request from the Elections Division, the committee 
may be called upon to show how it determined fair market 
value of any item.

See Fundraising Cautions on pages 48-49.

Refunds and Rebates

Refunds of deposits or overpayments and rebates by vendors 
are reportable other receipts. Rebates to campaigns must be 
offered in the ordinary course of business and on the same 
terms and conditions as those offered to nonpolitical entities.

Refunds of deposits, refunds and rebates that meet the 
criteria above are other receipts. Otherwise, the rebate is 
considered a contribution.

Lost or Returned Checks

When a check issued by the committee remains outstanding 
for an extended period of time and the committee no longer 
expects it to be cashed, it is reported as an other receipt. 
This other receipt negates the original expenditure. If a 
check is reissued it is reported as an expenditure. 
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Investment Loss

When a committee loses money on an investment, that 
loss is reported as an other disbursement, using subtype 
miscellaneous other disbursemnt.

Miscellaneous Receipts

Payments received on loans extended to another commit-
tee or organization and other miscellaneous receipts that 
are not contributions.

Non-Reportable Other Receipts

There are certain types of activities that are exempt from 
the definition of contribution and are not required to be 
reported. Non-reportable other receipts include publica-
tions, television or radio commentaries, volunteer activi-
ties, corporate/labor organization communications, recep-
tions, certain legal and accounting services, unreimbursed 
travel expenses, appearances at political forums and vendor 
discounts on food and beverages.

Publications and Television or 
Radio Commentaries

News stories, commentaries and editorials distributed 
through the facilities of a broadcasting station, newspaper, 
magazine or other periodical publication are not considered 
contributions unless the facility is owned by a political com-
mittee. A publication must be a periodical and be published 
at regular intervals and with consistent circulation. 

However, if a special publication is produced and the pur-
pose of which is to support or oppose a candidate, measure, 
political party, political committee or petition committee, 
the expenditures associated to produce the publication is 
either an expenditure or contribution and must be reported 
as an in-kind contribution unless the publication qualifies as 
an independent expenditure.

If the expenditures are “independent” they are reported by 
the publisher on the Statement of Independent Expendi-
tures form (PC 10). This includes payment to an entity for 
the publication that is then inserted into another publica-
tion for dissemination to the public, either for purchase or 
given away free of charge.

Additionally, any expenditures made by a broadcasting 
station, newspaper, magazine or other periodical publica-
tion, to facilitate a debate or forum where a candidate or 
committee representative is invited to be a participant, are 
not reportable expenditures.

Volunteer Activities

Generally, volunteer activities are non-reportable other 
receipts. An individual may volunteer personal services to 
a committee without making a contribution as long as the 
individual is not compensated by anyone for the services. 
However, if an individual provides services to a committee 
during paid working hours, the employer thereby makes 
an in-kind contribution to the committee.

Non-reportable volunteer activity does not include out-of-
pocket expenses incurred by the volunteer for the produc-
tion or creation of an item for which the committee would 
normally expend funds to purchase or produce. These out-
of-pocket expenses by a volunteer are reported as in-kind 
contributions, or if the volunteer wants reimbursement, as 
a personal expenditure for reimbursement. See page 57 for 
reporting personal expenditures for reimbursement.

Corporate and Labor Membership 
Organization Communications

Corporations, labor organizations and membership orga-
nizations may communicate with members, shareholders 
or employees without such activity being considered a 
contribution, if the labor or membership organization or 
corporation is not organized primarily for the purpose of 
influencing an election.

Receptions

Individuals may volunteer to hold a reception or coffee for 
a candidate or political committee. Costs incurred by an 
individual who is using the individual’s own personal resi-
dence, including a community room associated with the 
individual’s residence, for invitations, food and beverages 
provided at the reception are non-reportable other receipts. 
However, costs incurred by any other person who co-hosts 
or makes expenditures for the reception are reported as in-
kind contributions, or, if the volunteer wants reimburse-
ment, as a personal expenditure for reimbursement. See 
Fundraising Cautions on pages 48-49.

Legal and Accounting Services

Legal and accounting services provided without charge 
to a candidate or political committee are non-reportable 
other receipts if both of the following conditions are met:

Other Receipts and Disbursements (ctnd.)
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the services are provided solely for the purpose of help- ´
ing the campaign comply with ORS Chapter 260
and
the person paying for the service is the regular employer  ´
of the individual performing the service.

If the individual personally volunteers legal or account-
ing services without compensation, the above restrictions 
do not apply. Compensated legal and accounting services 
provided to a candidate or political committee to comply 
with other laws (employment, taxation, etc.) are reported 
as in-kind contributions.

Travel Expenses

Unreimbursed travel expenses incurred by an individual,  
including a candidate, made on behalf of a candidate or politi-
cal committee are non-reportable other receipts. An individual 
working on a candidate’s or political committee’s campaign 
(including a candidate, a paid staff member or a volunteer) 
may voluntarily use the individual’s own funds to pay for 
transportation expenses without making a contribution.

However, travel services provided free of charge to a 
candidate or political committee by an individual who 
does not travel with or on behalf of a candidate or political 
committee, or travel services provided by any other per-
son, other than an individual, are reported as an in-kind 
contribution, or if the person wants reimbursement, as a 
personal expenditure for reimbursement.

See page 57 for reporting personal expenditures for  
reimbursement.

Vendor Discounts on Food and Beverages

A vendor of food or beverages may sell food or bever-
ages to a candidate’s or political committee’s campaign at 
a discount. If the amount charged is at least equal to the 
vendor’s cost for the food or beverage, this discount is a 
non-reportable other receipt. If the amount charged is less 
than the vendor’s cost, the difference must be reported as 
an in-kind contribution.

Reportable Other Disbursements

Transactions that are reportable other disbursements include 
exempt loan payments, nonpartisan activities, slate cards and 
sample ballots, returns or refunds of contributions, reissuing 
lost or returned checks, and investment loss. The following 
is a general discussion on what defines a “Reportable Other 
Disbursement.” See page 58 for more detailed instruction on 
how to report this type of transaction. 

Exempt Loan Payments

A payment on the principal of an exempt loan is an other 
disbursement. Any interest payment on an exempt loan is 
a reportable expenditure.

Non-Partisan Activity

Committees may conduct nonpartisan activities designed to 
encourage individuals to vote or to register to vote, regard-
less of party affiliation. Expenses incurred in conducting 
these activities are other disbursements.

Slate Cards and Sample Ballots

A state or local political party committee may prepare and 
distribute a slate card, sample ballot or other printed list 
naming candidates for any public office. The preparation and 
distribution costs are not reported as expenditures by the po-
litical party committee and are not reported as contributions 
on behalf of any candidates listed if the list meets both of the 
following conditions:

contains the names of at least three candidates running  ´
for election to any public office within the state
and
is not distributed through public advertising such as  ´
broadcast media, newspapers, magazines or billboards

However, expenses incurred are reportable other disbursements.

Return or Refund of Contributions

Contributions received by the committee and not returned 
or refunded to the contributor within seven days of receipt 
or which are deposited in the campaign account are other 
disbursements when they are returned or refunded.
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Miscellaneous Disbursement

When a committee issues a replacement check for one that 
has been lost or returned or for insufficient funds and the 
original check was written prior to the implementation of 
ORESTAR (i.e., disclosed on a paper report), the commit-
tee reports the replacement check as a miscellaneous other 
disbursement. To negate the original expenditure, report the 
lost or returned check as an other receipt.

If the committee issues a replacement check for one that has 
been lost or returned or for insufficient funds and the original 
check was disclosed using ORESTAR, the committee re-
ports the replacement check as a cash expenditure. To negate 
the original expenditure, report the lost or returned check as 
an other receipt and associate that transaction to the original 
cash expenditure.

Non-Reportable Other Disbursements

There are certain types of transactions that are exempt 
from the definition of expenditure and are not required to 
be reported. These include investments and the return or 
refund of contributions within seven days of receipt.

Transfer of Funds to Earn Interest

Transfers of funds between checking and savings accounts or 
for investment purposes are non-reportable other disburse-
ments, as the funds are still part of the committee’s assets.

Return or Refund of Contributions

Contributions received by the committee and returned to 
the contributor within seven days of receipt without being 
deposited in the campaign account are non-reportable 
other disbursements.
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General Information

This chapter discusses the requirements for filing contri-
bution and expenditure transactions. The goal of Oregon 
campaign finance law is to provide full and accurate 
disclosure to the public in a timely manner. Reporting 
deadlines are set by statute and penalties may be imposed 
for late or insufficient reporting.

Reporting Deadlines

When to Report

Transactions are reported on a continuous basis with each 
transaction having its own filing deadline. ORESTAR 
will automatically calculate transaction due dates. A  
transaction is due no later than 11:59pm on the day of  
the deadline to file a transaction. 

Generally, a transaction is due no later than 30 calendar 
days after the date of the transaction.

For committees active in an election, other than petition 
committees, transactions that occur between the 42nd 
day before the election and Election Day are due no later 
than seven calendar days after the date of the transaction. 
Transactions that occur prior to the 42nd day before the 
election and have not been reported by the 43rd day before 
the election are due by the 35th day before the election.

All committees are considered active for a primary or  
general election unless the committee indicates it will  
not be active at the election.

For a special election, a committee must amend its statement 
of organization to indicate that it will be active at the election.

A committee is considered active if it:
makes an expenditure to a measure committee and the  ´
measure committee’s current statement of organization 
indicates that it is supporting or opposing a measure at 
a future election
makes an expenditure to a candidate committee and  ´
the candidate committee’s current statement of organi-
zation designates a future election
makes an expenditure that is identified as an in-kind  ´
contribution benefiting a candidate or measure committee, 
and the candidate or measure committee’s current state-
ment of organization indicates activity at a future election
or
makes an expenditure and identifies it as an indepen- ´
dent expenditure supporting or opposing a candidate or 
measure at a future election

Additionally, if a candidate or measure committee reports 
the receipt of a contribution from another committee and 
the candidate or measure committee’s current statement 
of organization indicates activity at a future election, the 
contributing committee is considered active at the election.

How does a committee indicate that it is active at 
an election? 
For a primary or general election it is assumed that all 
committees are active. If a committee is not active and 
does not want to be subject to seven-day reporting, the 
committee must access the ELECTION ACTIVITY 
LOG in the committee’s private workshop in ORESTAR. 
See the ORESTAR User’s Manual for instructions on 
opting out of an election.

A committee active at a special election must amend its 
statement of organization to indicate it will be active at 
the election. It is extremely important that a committee 
take action to amend its statement of organization so 
due dates for transactions are correctly calculated. 

See the Transaction Schedules on pages 10 and 11 for 
2010 and 2011 Elections.

Disclosing and Filing Transactions
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Contributions Received During 
Legislative Session

Any contribution received during a legislative session must 
be filed regardless of amount, from January 1 to adjourn-
ment (Sine Die) during a regular biennial session, and 
during any special session of the Legislative Assembly for 
all legislative and statewide officials, officials-elect and 
candidates. For the Governor, Governor-elect or candidate 
for Governor, the deadline is extended to 30 business days 
after adjournment of a regular legislative session.

All contributions received January 1 through the day before 
the legislative session begins are due no later than 11:59pm 
of the second business day after the first day of the session. 
Contributions received on or after the first day of session are 
due no later than the second business day following the date 
a contribution is received. See page 51 for more information.

If a contribution is returned within two business days and 
is not deposited, it is not required to be reported.

Transaction Reporting - Initiative Petition 
Committees

In an even-numbered year, a transaction is due not later 
11:59pm seven calendar days after the transaction’s occur-
rence during three specific time frames:

the 42nd day before the date of the primary election  ´
and ending on the date of the primary election
the 42nd day before the date that is four months prior  ´
to the general election and ending on the date four 
months before the general election
the 42nd day before the date of the general election and  ´
ending on the date of the general election

Otherwise, a transaction is due not later than 30 calen-
dar days after its occurrence. All transactions must be 
filed electronically.

A petition committee that has a cash balance or deficit at 
the time of filing an original statement of organization 
for a petition committee must start with a zero balance 
and file all transactions that make up the cash balance or 
deficit. This includes any accounts receivable and accounts 
payable that are still outstanding at the time the statement 
of organization is filed. The deadline for filing these trans-
actions is based on the date form SEL 222 is filed.

If the filing officer determines that a sufficient number of 
signatures have been submitted and the initiative quali-
fies to the ballot, and the petition committee intends to 
be active at the election, a political committee must be 
formed by completing a Statement of Organization for 
Political Action Committee form (SEL 221) and Cam-
paign Account Information form (SEL 223).

See the Schedule of Transaction Deadlines for All Initia-
tive Petition Committees for Calendar Year 2010 and 2011 
on page 12.

Transaction Reporting - Recall  
Petition Committees

Following the day after a prospective recall petition is filed, 
a transaction is due within seven calendar days of its occur-
rence beginning on the date after a completed prospective 
recall petition is filed with the filing officer, and ending on 
the deadline for submitting signatures for verification.

Beginning on the day after the deadline for submitting 
signatures, a transaction is due not later than the 30th 
calendar day after its occurrence. All transactions must be 
filed electronically and are due no later than 11:59pm on 
the deadline for filing the transaction.

A petition committee that has a cash balance or deficit at 
the time of filing an original statement of organization 
for a petition committee must start with a zero balance 
and file all transactions that make up the cash balance or 
deficit. This includes any accounts receivable and accounts 
payable that are still outstanding at the time the statement 
of organization is filed. The deadline for filing these trans-
actions is based on the date the completed prospective recall 
petition is filed even if the Statement of Organization for 
Petition Committee form (SEL 222) is filed after the date the 
completed prospective recall petition is filed. 

Examples

If one contribution was received on January 1, 2011, 
and another on January 6, 2011, and the regular biennial 
session began on January 10, 2011, both transactions 
are due no later than 11:59pm on January 12, 2011.

If the regular biennial legislative session began on 
January 10, 2011, and a contribution was received on 
January 18, 2011, the transaction is due no later than 
11:59pm on January 20, 2011.

A committee subject to these reporting requirements 
may not file form PC 7 for the calendar year in which 
there is a legislative session.
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If the filing officer determines that a sufficient number of 
signatures have been submitted and a recall election is sched-
uled, and the petition committee intends to be active at the 
election, a recall political committee must be formed by com-
pleting and filing a Statement of Organization for Political 
Action Committee form (SEL 221) and Campaign Account 
Information form (SEL 223). If a recall political committee 
is formed to support the recall, a transaction is due not later 
than the 7th calendar day after its occurrence through the 
date of the election. 

Transaction Reporting - Referendum  
Petition Committees

A transaction is due within seven calendar days of its occur-
rence beginning on the date the treasurer is appointed and the 
petition committee is filed with the Elections Division, and 
ends on the deadline for submitting signatures for verification.

Beginning on the day after the deadline for submitting 
signatures, a transaction is due not later than the 30th 
calendar day after its occurrence. All transactions must  
be filed electronically and are due no later than 11:59pm 
on the deadline for filing the transaction.

A petition committee that has a cash balance or deficit at 
the time of filing an original statement of organization 
for a petition committee must start with a zero balance 
and file all transactions that make up the cash balance or 
deficit. This includes any accounts receivable and accounts 
payable that are still outstanding at the time the statement 
of organization is filed. The deadline for filing these trans-
actions is based on the date the statement of organization 
for petition committee form SEL 222 is filed.

If the referendum qualifies to the ballot and will sub-
sequently be voted on at an election, and the petition 
committee intends to be active at the election, a political 
committee must be formed by completing and filing a 
Statement of Organization for Political Action Commit-
tee form (SEL 221) and Campaign Account Information 
form (SEL 223). 

Refer to the appropriate election date in the Schedule of 
Transaction Deadlines for 2010 or 2011 for Candidate 
and Political Committees on pages 10 and 11 for trans-
action reporting deadlines.

Reporting Forms

Forms that are not required to be filed electronically must 
be typed or printed in ink. The Elections Division provides 
forms online at www.oregonvotes.org that can be completed 
on a computer by tabbing through the form and typing the 
required information. The completed forms can then be 
printed, signed and filed with the Elections Division. The 
original form may be mailed, faxed or hand-delivered. A 
fax copy is acceptable as long as it is legible, in which case 
the original does not need to be filed.

The only exceptions to filing campaign transactions  
electronically is the filing of:

a Certificate of Limited Contributions and  ´
Expenditures (PC 7)
a Statement of Independent Expenditures (PC 10) ´

a Statement of Corporate Paid-In-Capital (PC 12) ´

or
an Affidavit for Out-Of State Political Committee  ´
Contribution (PC 13)

Certificate of Limited Contributions and 
Expenditures (PC 7)

This form may be filed if the committee does not expect 
to receive a total of more than $2,000 or spend a total of 
more than $2,000 for an entire calendar year. 

Statement of Independent 
Expenditures (PC 10)

This form is used by a person who has made an independent 
expenditure for a communication that supports or opposes a 
candidate or measure. See page 59 for more information.

Statement of Corporate Paid-In-Capital (PC 12)

A corporation must file a Statement of Corporate Paid-In-
Capital when the major source of revenue for the corporation 
is paid-in-capital, and the primary purpose of the corporation 
is to support or oppose any candidate, measure or political 
party and the corporation has made a contribution or expen-
diture for that purpose. See page 60 for more information.
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Affidavit for Out-of-State Political Committee 
Contribution (PC 13)

This form is used to certify that an out-of-state political 
committee that made a contribution to an Oregon com-
mittee will not, to the Oregon candidate’s or treasurer’s 
best knowledge, make contributions to committees in 
Oregon that exceed two-thirds of all of the out-of-state 
committee’s contributions anywhere in the country. This 
form must be filed only if requested by the Elections Division.

Certificate of Limited Contributions and 
Expenditures (PC 7)

Who May File a Certificate of Limited 
Contributions and Expenditures

If a committee does not expect to receive a total of more 
than $2,000 or spend a total of more than $2,000 in a cal-
endar year (e.g. January 1, 2010 – December 31, 2010), the 
committee may file a Certificate of Limited Contributions 
and Expenditures (PC 7). The committee may file the paper 
form PC 7, or file the certificate electronically. A committee 
that files a certificate is encouraged to enter its transactions 
into the committee’s private workshop in ORESTAR so 
the system can assist in determining if the committee ex-
ceeds the $2,000 threshold. A certificate must be filed prior 
to entering any transactions in ORESTAR.

See the ORESTAR User’s Manual for filing a  
certificate electronically.

When To File a Certificate of Limited 
Contributions and Expenditures

A certificate must be filed not later than seven calendar 
days after receiving the first contribution or making the 
first expenditure in a calendar year. If a committee has 
already entered or filed transactions electronically, a cer-
tificate cannot be filed for the current year.

What Happens if a Committee Exceeds the 
$2,000 Limit of the Certificate?

A committee must continuously maintain detailed records 
of all contributions received and expenditures made even if 
it files a certificate. If at any time during the calendar year 
either the total contributions or total expenditures exceed 
$2,000, the committee must file all transactions electroni-
cally using ORESTAR within seven calendar days after 
exceeding the $2,000 threshold. All transactions received 
or made by the committee since January 1 of that calendar 
year must be reported.

When to File Detailed Contribution and 
Expenditure Transactions

If a committee expects to receive a total of more than $2,000 
or spend a total of more than $2,000 for a calendar year, the 
committee must file all transactions electronically. See the 
2010 and 2011 Transaction Schedules on pages 10 and 11.

When to File a Report of Initial Assets

Generally, an individual, a combination of individuals, 
or a person other than an individual, may not receive a 
contribution or make an expenditure for the purpose of 
supporting or opposing a candidate or measure until filing 
as a committee. Therefore, a newly formed committee will 
ordinarily have no initial assets to report.

Persons supporting or opposing petition drives, or a measure 
that has been referred by a governing body but the notice of 
measure election has not been filed with the county, are not 
eligible to form committees. However, a group that receives 
contributions or makes expenditures to support or oppose 
a petition drive that has qualified for the ballot may subse-
quently be required to file a Statement of Organization and 
file its transactions electronically.

A committee that has a cash balance at the time of filing an 
original Statement of Organization must start with a zero 
cash balance and file all transactions that make up the cash 
balance. This includes any accounts receivable that are still 
expected to be received and accounts payable that are still 
outstanding and any in-kind contributions. These transac-
tions are considered a Report of Initial Assets. The deadline 
for filing the transactions is based on the date the Statement 
of Organization is filed. See the Schedule of Reporting 
Deadlines on pages 10-11.



41Disclosing and Filing Transactions

Filing Transactions

Who Reports

Oregon election law requires any individual who receives a 
contribution or makes an expenditure supporting or opposing 
any candidate, measure, political party or petition committee 
to file contribution and expenditure transactions. 

Specifically, contribution and expenditure transactions 
must be filed by the following:

a candidate committee ´

a political action committee ´

a petition committee ´

A candidate who serves as the candidate’s own treasurer, 
does not have an existing committee and does not expect to 
receive or spend more than $350 for the calendar year, is not 
required to establish a campaign account, file a Statement of 
Organization or file contribution and expenditure transac-
tions. The $350 includes the spending of personal funds for 
any campaign-related costs. However, if at any time the can-
didate exceeds $350 in either contributions or expenditures, 
the candidate must establish a campaign account, file a State-
ment of Organization and file contribution and expenditure 
transactions going back to the beginning of the calendar year. 

Where to File Reports

All Statements of Organization and contribution and 
expenditure transactions, must be filed with the Elec-
tions Division. A local jurisdiction (e.g. a city or county) 
may adopt ordinances that require a committee to also file 
campaign finance transactions with the local jurisdiction.

Inspection of Transactions and Retention 
of Records (ORS 260.055)

Inspection of Transactions

Accounts kept by a committee may be inspected under reason-
able circumstances at any time before the election to which 
the accounts refer or during the period of retention by any 
candidate or treasurer of any committee for the same electoral 
contest. The right of inspection may be enforced by writ of 
mandamus issued by any court of competent jurisdiction. The 
Elections Division and other elections filing officers have no 
role in these requests made by candidates or committees.

Retention of Records

Committees must preserve and retain supporting docu-
mentation for each transaction filed. Documentation for 
a transaction must be kept for at least two years after the 
date the transaction is filed. Documentation consists of:

copies of all contribution checks, money orders, credit  ´
card and electronic transfers (including the use of on-
line or web-based collection of contributions), and all 
documentation regarding contributors 
copies of all correspondence relating to the campaign’s  ´
activity
currency and coin count sheets or copies of bank   ´
deposit tickets which show cash deposits
original receipts and invoices for all expenditures,   ´
including personal expenditures for reimbursement 
copies of all checks issued on the committee’s dedicated  ´
campaign account, including cancelled and voided checks
statements and records of all investments and invest- ´
ment accounts held by the committee
payroll records and tax reports ´

electronic transaction documents ´

and
a copy of the letter or email sent to the contributor  ´
requesting occupational information

There exceptions to the two year retention requirement are: 
bank statements must be retained for at least two  ´
years after the date the statement is issued by the 
financial institution
and
a written loan agreement must be retained until the  ´
loan is repaid
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In addition to the records mentioned above, the chief 
petitioners of any state initiative or referendum petition 
who compensate petition circulators, either directly or in-
directly (through an agent), are also required to maintain 
detailed accounts. The accounts must be current within 
seven days.

“Accounts” is defined as:
contracts between a chief petitioner and any person for  ´
obtaining petition signatures
employment manual or training materials provided to  ´
petitioner circulators
payroll records for each employed petition circulator  ´
showing hours worked, number of signatures and 
amount paid
payment records detailing the amount and purpose of  ´
each payment made by the chief petitioner or any con-
tractor to any subcontractor obtaining petition signatures
and
copies of signature sheets circulated by compensated  ´
petition circulators

See OAR 165-014-0100 for additional information relating 
to the requirement of maintaining accounts as it pertains to 
the chief petitioner of any initiative or referendum petition 
who compensates petition circulators.

Subpoena Authority (ORS 260.218)

The Elections Division, in reviewing contribution and 
expenditure transactions, may issue subpoenas to com-
pel the production of records, documents, books, papers, 
memoranda or other information necessary to determine 
the sufficiency of reports filed.

If a person fails to comply with a subpoena, a judge of the 
circuit court of any county shall, on application of the 
Elections Division, compel obedience by proceedings for 
contempt as in the case of disobedience of the require-
ments of a subpoena issued from the circuit court.

Reporting Contributions

Each cash contribution or loan received by a committee 
must be deposited into the committee’s campaign account 
not later than seven calendar days after the date the con-
tribution is received.

Committees using ORESTAR will enter the receipt of 
every contribution. The system will determine if the con-
tribution should be itemized or included in the appropriate 

“$100 miscellaneous” category and will also calculate the 
aggregate contributions for each contributor. A committee 
can “opt out” of the system calculated aggregates, but if a 
committee chooses to “opt out,” the committee is required 
to enter an aggregate amount for each contributor.

A committee that “opts out” of the ORESTAR system cal-
culated aggregates or uses software other than ORESTAR 
to generate transactions must ensure that the data itemizes:

any contribution over $100 ´

any contribution of $100 or less from a contributor  ´
whose aggregate contributions to the committee have 
exceeded $100 for the calendar year
and
any non-exempt loan received, regardless of the amount  ´

All contributions from contributors whose aggregate has 
not exceeded $100 for the calendar year must be combined 
and listed in the appropriate miscellaneous contributions 
category, based on the contribution subtype. Miscellaneous 
contribution categories must be calculated on a daily basis. 
All subtypes of contributions must be aggregated together: 
cash, in-kind, non-exempt loans received, co-signer obliga-
tions and account receivable pledges.

Detailed contributor information is not disclosed until the 
aggregate contributions from a single contributor exceeds 
$100 in a calendar year.

Warning 
If a committee “opts out“ of the system calculated 
aggregates for a calendar year, it may not “opt in” 
until the next calendar year. If a committee chooses 
to opt back in to the system, it must do so prior 
to filing any transactions in ORESTAR for the new 
calendar year. See the ORESTAR User’s Manual for 
additional information.
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Example of calculating aggregates when a committee is 
active at the May 18, 2010, Primary Election:

On January 8, 2010, individual A makes a $50 cash 
contribution and at the same time makes an in-kind 
contribution valued at $25, making the contributor’s 
aggregate contributions for the calendar year $75.
The $50 cash contribution must be included in “miscel-
laneous cash contributions $100 and under” and the $25 
in-kind contribution must be included in “miscellaneous 
in-kind contributions $100 and under” and must be filed 
electronically no later than February 8, 2010. (The 30th 
calendar day is on February 7, 2010, but because it is a 
Sunday the deadline is the next business day.)
 On February 23, 2010, individual A makes another 
$50 cash contribution, making the contributor’s aggre-
gate contributions for the calendar year $125. This $50 
contribution transaction must be itemized (because the 
aggregate for the individual has exceeded $100 in the 
calendar year) and must be filed electronically no later 
than March 25, 2010.
On April 15, 2010, individual A makes a cash pledge of 
$100, making the aggregate contributions for the calen-
dar year $225. The $100 contribution transaction must 
be itemized (because the aggregate for the individual has 
exceeded $100 in the calendar year) and must be filed 
electronically no later than April 22, 2010.

In order to determine which contributors must be item-
ized, treasurers of committees must keep a detailed record 
of every contribution received from each contributor.

If an individual or organization collects funds on behalf of 
a candidate or committee with the understanding that the 
funds are a contribution for a candidate or committee, then 
the contributions must be reported as being made by the 
individual contributors, and not the collecting individual or 
organization. Violations may result in criminal penalties for 
making contributions in a false name. Any “person” engaging 
in this type of activity must deliver each contribution not later 
than seven business days after the contribution is received. 

Review of Contributions 

Cash Contribution

A cash contribution includes cash, checks or any legal  
instrument redeemable as currency transmitted via physi-
cal or electronic means.

In-Kind

An in-kind contribution is a good or service, other than 
money, having monetary value. The value of this contribu-
tion is based on the fair market value of the good or service.

Loans Received (Non Exempt) and Cosigner 
Obligations

A non-exempt loan is generally from a source other than a 
financial institution. All non-exempt loans received must be 
itemized, regardless of the amount. A committee must obtain 
the name and address of the lender holding the loan and the 
total amount of the loan. In addition, the name and address 
of each person who is a cosigner or guarantor on the loan and 
the amount of obligation undertaken by each must be listed, 
unless the endorser or guarantor is the candidate’s spouse. The 
terms of the loan, including the interest rate and repayment 
schedule must be disclosed. A non-exempt loan must be 
documented by written agreement. Outstanding loans may 
not be transferred to another committee.

Account Receivable Pledges

An account receivable is an unfulfilled pledge, sub-
scription, agreement or promise, whether or not legally 
enforceable, to make a contribution. When a pledge is 
received, it is reported in the same manner as any other 
contribution. The amount of an account receivable pledge 
is included in a contributor’s aggregate. Committees must 
itemize any pledge of loan, regardless of the amount.

There is an exception to the requirement of reporting an 
account receivable pledge - if the contribution pledged by 
the contributor is received by the committee prior to the 
deadline to file the pledge, the pledge is not required to be 
reported and filed.

Warning 
A committee cannot legally accept anonymous con-
tributions. Passing a hat or leaving out a container for 
cash donations is prohibited. If a committee cannot 
identify a contributor, the contribution must be given to 
an organization that can accept anonymous donations.

1

2

3
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For example, if a committee active at the 2010 Primary Elec-
tion receives a pledge of cash on April 26, 2010, and the cash 
contribution is received on or before May 3, 2010 (the dead-
line to file the transaction), the committee is not required 
to file the pledge. However, if the pledge is not received by 
May 3, 2010, the committee is required to file the pledge  
of cash no later than 11:59 pm, May 3, 2010.

Disclosing Contribution Transactions 

Date Received 
The date for a cash contribution or loan received is the date 
the contribution or loan was received in the committee’s 
physical custody. It is not the date the check was written, 
the postmark date on the envelope the contribution was 
received in, the date the contribution was placed in the 
recipient’s mail delivery box or the date the contribution 
was deposited in the committee’s campaign account.

The date for an electronic transfer is the date the contribu-
tion is credited to the committee’s account.

The date for an in-kind contribution is the date the com-
mittee first has knowledge of the in-kind contribution.

The date for an account receivable pledge is the date the 
contribution is pledged to the committee.

The date must include the month, day and year.

A committee should not enter information in the payment 
method or check number fields when disclosing a contribution.

Address Book Types

A person type must be provided when creating an address 
book entry in ORESTAR .

Business Entity: Includes for-profit and professional 
corporations, cooperatives, partnerships, limited liability 
companies, sole proprietorships, government entity, etc.

Candidate’s Immediate Family: Includes the candidate, 
the candidate’s spouse and any child, parent, grandparent, 
brother, half-brother, sister or half-sister of the candidate 
and the spouses of such persons, but does not include family 
members of the candidate’s spouse

An Individual

Labor Organization

Other: Includes clubs, associations, nonprofit corporations, 
tribal organizations, trusts, etc.

Political Committee: Committees filed in the State of 
Oregon or any other jurisdiction, including candidate com-
mittees, petition committees and political committees

Political Party Committee: A committee established 
by a major or minor political party in Oregon, including 
county central committees

Contribution/Pledge Subtypes

A contribution subtype must be provided.

Cash Contribution: cash, checks or any legal instrument 
redeemable as currency, transmitted via physical or elec-
tronic means

In-Kind: A good or service, other than money, having 
monetary value. The value of this contribution is based on 
the fair market value of the good or service

In-Kind/Forgiven Account Payable: A previously 
reported account payable forgiven by the creditor. See the 
ORESTAR User’s Manual for instructions on associating 
this type of transaction

In-Kind/Forgiven Personal Expenditures: A previously 
reported personal expenditure for reimbursement that is 
forgiven by the person who made the personal expenditures

Loan Received (Non-Exempt): A loan that is consid-
ered a contribution, generally from a source other than  
a financial institution

Warning 
Oregon election law requires all accounts of con-
tributions and expenditures to be current not later 
than the seventh day after the contribution is re-
ceived or expenditure is made. Failure to do so may 
subject the committee to civil penalties.
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Pledge of Cash: A pledge of a cash contribution

Pledge of In-Kind: A pledge of an in-kind contribution

Pledge of Loan (Non-Exempt): A pledge of a nonexempt 
loan. The terms of the loan are not required until the loan 
is received by the committee

A loan from a financial institution may be exempt, and, if 
so, is reported as an other receipt; however, any cosigner 
of that loan must be reported as a contributor, unless the 
cosigner is the candidate’s spouse. See page 33 for more 
information on exempt loans.

Name of Contributor 
Provide the full name of the contributor. Do not use 
acronyms in place of the full name of the contributor 
unless the acronym is the registered name of the 
contributor.

It is assumed that each check represents a contribution 
from one individual even if there is more than one name 
imprinted on the check. The person signing the check is 
considered the contributor unless the signer is simply the 
trustee of a trust, or is the accountant for, or is otherwise 
exercising power of attorney for, the actual contributor.

If contributors specify that one check represents two or more 
contributions from a jointly-held checking account (e.g., in 
the memo bar of the check or by separate letter), a separate 
record must be maintained for each contributor.

Address of Contributor 
The address includes street number and name or post office 
box, city, state and zip code. For individual contributors, 
address means the place where the individual receives 
personal financial correspondence - personal residence, 
post office box or place of employment.

Occupational Information 
Oregon election law requires occupational information 
for each individual contributor. Occupational information 
includes both of the following:

the nature of the individual’s primary occupation  ´

and
if the individual is employed by another person, the name  ´
and address (city and state) of the individual’s employer

Acceptable Occupational Descriptions 
Occupation is the nature of an individual’s primary job 
or business. Do not provide occupational information for 
an individual that is not employed (e.g. student, retired, 
volunteer, and homemaker). Some examples of acceptable 
occupational descriptions include:

Unacceptable Occupational Descriptions 
Titles, industry names or other generic descriptors that 
do not convey the nature of the work performed are not 
sufficient. Some examples of unacceptable occupational 
descriptions include:

Accountant
Bank Teller
Building  
Contractor
Car Salesperson
CEO (Chief  
Executive Officer)
CFO (Chief  
Financial Officer)
Contractor
Counselor
Director
Educator
Electrician

Engineer
Executive Director
Executive  
Vice-President
Farmer
Firefighter
Forester
Lawyer
Loan Officer
Nurse
Office Manager
Personal Assistant
Planner

Plumber
President
Project Manager
Realtor
Restaurant Owner
Secretary
Software  
Developer
Teacher
Truck Driver
Vice President

Administrator
Banking
Business Owner
Consultant
Developer

Education 
Employee
Logging
Manager
Owner
Public Employee

Real Estate
Retail Sales
Small Business 
Owner
State Employee
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Acceptable Employer Information 
Employer’s name and address is the company’s legal name 
and the physical location address by city and state. Do not 
use acronyms unless the registered name of the employer 
includes the acronym.

If the individual is not employed (including retired, stu-
dent, etc.) indicate “not employed.”

If the individual is employed, but not by another person, 
indicate “self-employed.” If the individual is self-em-
ployed, the occupation must indicate the type of busi-
ness or other economic activity (e.g., real estate broker, 
cosmetics salesperson). Employer information is not 
required for an individual who is not employed  
or self-employed.

Obtaining Occupational Information 
If a committee receives a contribution that does 
not identify both components of the contributor’s 
occupational information, the committee must send a 
letter or email to the contributor within seven days after 
receiving the contribution asking the contributor to 
provide this information.

If a contribution transaction must be filed before the occupa-
tional information is received, documentation showing the 
occupational information was requested within seven days 
of receipt of the contribution is required. Documentation 
consists of both of the following:

reporting the date the letter was mailed or emailed to  ´
the contributor 
and
retaining a copy of the dated letter addressed or email  ´
sent to the contributor as part of the committee’s re-
cords (see “Retention of Records” on pages 41-42)

Amount  
The amount of a contribution received from a contributor.

Calendar Year Aggregate 
The aggregate is the total amount of contributions received 
from one contributor during a calendar year. The calendar 
year aggregate is entered only by a committee that has 
opted out of the ORESTAR system aggregation. See 
pages 42-43 for examples of calculating a contributor’s 
aggregate if the committee has opted out of the system 
aggregation.

The calendar year aggregate includes cash contributions, 
non-exempt loans received, cosigner obligations (except 
candidate’s spouse), in-kind contributions and account 
receivable pledges. The calendar year aggregate does not 
include outstanding loans or unfulfilled pledges carried 
over from a prior calendar year.

The amount of a non-exempt loan received or cosigner 
obligation is part of the contributor’s calendar year ag-
gregate until the loan is repaid in full, unless the cosigner 
is the candidate’s spouse or a new calendar year begins.

In-Kind Purpose 
If the contribution subtype for a transaction is in-kind, 
a purpose description must be provided. A committee 
may use a purpose description from the list on pages 
55–56 to identify the in-kind purpose or may provide  
a written description.

If a committee amends an in-kind contribution that is 
received from another political committee (after the due 
date for the transaction) the committee must include 
information in the transaction notes field to explain the 
reason for amending the transaction.

Personal Expenditures by a Person

Personal funds spent on behalf of a committee are reported 
as either in-kind contributions to the committee or personal 
expenditures for reimbursement.

If the person making the personal expenditure does not  ´
plan to be reimbursed, the expenditure is reported as 
an in-kind contribution from the person
or
If the person expects to be reimbursed for a personal  ´
expenditure, the expenditure where the person spent 
the money is reported as subtype personal expenditure 
for reimbursement. The expenditure to reimburse the 
person is reported as subtype cash expenditure and the 
purpose code reimbursement of personal expenditures
If a person is not reimbursed for personal expen- ´
ditures and decides to “forgive” the amount owed 
for the personal expenditures, the forgiven personal 
expenditure is reported as subtype in-kind forgiven 
personal expenditure
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Expenditures made for payment to a person for “mileage” 
are reported as subtype cash expenditure and purpose code 
travel. In the description field for identifying the purpose  
of the expenditure enter mileage. This type of transaction  
is not a personal expenditure for reimbursement.

A “person” is an individual, corporation, limited liability 
company, labor organization, association, firm, partner-
ship, joint stock company, club, organization or other 
combination of individuals having collective capacity.

In-Kind Contributions Benefiting Multiple 
Committees

If a person makes an expenditure that is in support of or in 
opposition to more than one candidate or committee, the fair 
market value of that expenditure is apportioned among the 
benefiting candidates or committees as in-kind contributions.

Reporting Fundraising Activities

If a contributor attends a fundraising event and receives 
goods or services, such as a dinner or a t-shirt, only the 
amount in excess of the fair market value of the goods or 
services received is considered a contribution. The commit-
tee should determine the fair market value of the goods or 
services received by the contributor and report that amount 
as an other receipt. The amount in excess of the fair market 
value is considered a contribution and is reported as subtype 
cash contribution. Money received on a single day may be 
reported as one transaction. The committee shall inform the 
contributor of the amount considered a cash contribution for 
Oregon income tax credit purposes.

All expenses incurred in holding the fundraising event are 
reportable transaction subtypes cash expenditure, personal 
expenditure for reimbursement or account payable.

If a good or service is donated, an in-kind contribution is 
reported for the fair market value of the good or service.

General guidelines for disclosing transactions made in 
conjunction with several common types of fundraisers  
are outlined below.

Auctions 
A committee may conduct an auction as a fundraising activity. 
Goods that are donated for the auction are reported at fair 
market value as in-kind contributions.

Money received for the purchase of an item, up to the fair 
market value of the item, is reported as an other receipt. 
Any amount paid for an item that exceeds the fair market 
value of the item is reported as a cash contribution.

If a good or service is donated, an in-kind contribution is 
reported for the fair market value of the good or service. 

Example 1

A county central committee rents a booth at the 
county fair for $120. During the fair, the committee 
distributes campaign materials for six candidates. 
The cost of the booth is reported by the central 
committee as subtype cash expenditure in the 
amount of $120 to the county fair, with the in-kind 
expenditure information for each candidate, which 
includes the support or opposition indicator, the 
committee name and the amount apportioned to 
each candidate, in this case, one-sixth of the total 
cost. Each candidate reports an in-kind contribution 
of $20 from the central committee.

Example 2

Jane Doe is a candidate for state senate and is 
holding a fundraiser for herself. Featured guests at 
the fundraiser are the two house candidates in her 
senate district from the same political party as her, 
Tom Jones and Fred Brown. Jane mails an invita-
tional flyer to a district-wide list of potential support-
ers at a cost of $500. Because both Tom and Fred 
are also on the ballot, Jane’s invitation benefits their 
candidacies as well. Her $500 expenditure is report-
ed with the in-kind expenditure information for each 
candidate which includes the support or opposition 
indicator, the committee name and amount appor-
tioned to each candidate, in this case $125, as each 
of their districts is one-half the size of Jane’s.

Example

If a contributor pays $50 to attend a fundraising din-
ner and the value of the dinner is $20, only $30 of 
the payment for the dinner is reported as a contribu-
tion. The $20 for the dinner is reported as an other 
receipt because it is not considered a contribution.

Monies received on a single day that qualify as 
“items sold at fair market value” may be totaled and 
reported as one transaction.
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Fundraiser Dinners 
A committee may organize a fundraising dinner with an 
established cost per person.

Money received to attend the dinner (up to the fair market 
value) is reported as an other receipt. The amount in excess 
of fair market value is a cash contribution.

If the cost of the dinner is paid by the committee, the costs 
are reported as expenditures. If the dinner is donated to the 
committee at no cost, the cost of the dinner is reported as 
an in-kind contribution. 

Vendor discounts for food or beverage are not considered 
in-kind contributions as long as the vendor’s charge is 
equal to, or greater than, the vendor’s cost.

Raffles 
A committee may conduct a raffle as a fundraising activity 
if the committee has been established for at least one year 
prior to applying for a raffle license.

If the committee is qualified to conduct a raffle, a license 
from the Oregon Department of Justice may be required. 
For licensing requirements and procedures, contact the 
Department of Justice, Charitable Activities Section. See 
page 9 for contact information.

Money collected from the sale of raffle tickets is reported as 
transaction type other receipt and subtype fair market value, 
assuming that raffle tickets are sold at fair market value. 
Any amount paid for a raffle ticket that exceeds the fair 
market value is reported as a cash contribution. 

If the prize to be awarded in the raffle is donated at no cost 
to the campaign, the prize is reported as an in-kind contri-
bution. If the prize is purchased with campaign funds, the 
purchase of the prize is reported as an expenditure.

Fundraising Cautions

Two common campaign activities that involve “undue influ-
ence” and thus may violate election law (ORS 260.665) are:

a candidate giving something of value to a voter ´

and 
providing refreshments at a political gathering  ´

Giving Something of Value 
Oregon election law, with some exceptions, prohibits 
giving something of value for no charge with the intent 
to influence how a person votes or other political activity. 
Campaign buttons, bumper stickers, posters, brochures, 
doorknob hangers and campaign literature have no use 
or value independent of a political campaign. These items 
may be given away at no charge.

Items of very nominal value may be given away for free 
during a political campaign if the item is customarily and 
readily available to the public without any charge by busi-
nesses, even to persons not making a purchase or using the 
services of the businesses giving away the items. These cir-
cumstances should exist in the electoral district in which 
the distribution is planned.

Generally, such items, which are clearly imprinted with 
the candidate or political committee name and campaign 
information, include very inexpensive types of:

These are items that are commonly given away for no charge 
as a form of advertisement by various businesses. Most people, 
upon receipt of such an item, would reasonably consider it of 
insufficient value to influence their voting of other political 
activity. Rather, such an item merely serves as a reminder 
about a candidate or political issue, possibly with an inciden-
tal practical use.

balloons
book marks
calendars  
(such as plastic  
or magnetic)
emery boards
fans 
(paper or plastic)

flags (novelty with 
campaign info)
ink pens 
litterbags  
(paper or plastic)
matchbooks
pencils

penny candy  
(such as that 
thrown at a parade)
refrigerator magnets 
or “mini-magnets” 
rulers (small wood 
or plastic)
shopping bags 
(paper or plastic)
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The distribution of these types of items is not “undue 
influence,” inducing the recipient to take a certain political 
action in violation of election law, if the committee ensures:

only very small quantities of an item are given to any  ´
one person
the distribution of the item is incidental to the politi- ´
cal activity that occurs during the distribution—the 
distribution should not be publicized in some way (for 
example, do not imply, “Come and see me [and vote for 
me…] and I’ll give you enough pencils for your child’s 
next school year”)

and
the item does not also contain another connected offer- ´
ing for something of value (for example, the back of a 
fan should not contain a coupon for $3.00 off a pizza)

Items that should not be given away without charge 
because they are not readily available to the public  
free of charge include:

Even though these items may also be available to the cam-
paign at a relatively low cost, their usefulness for purposes 
other than campaign publicity goes beyond that of the 
items listed that are permitted to be given away. 

Contact the Elections Division prior to the free distribution 
of an item not noted above. Upon request from the Elections 
Division, the committee must provide documentation from 
several sources in the appropriate electoral district that an 
item in question is of nominal value and is regularly given 
away for free by others.

If the item does not meet all the standards of the exception, 
the campaign must charge at least the cost of the item.

Providing Refreshments at a Political Gathering 
A common political practice is to hold a “meet the candidate” 
neighborhood event at which incidental refreshments 
such as coffee, tea and cookies may be served at no charge. 
Refreshments may be provided at a political gathering 
for no charge if they are incidental to the event. Food 
or refreshments, at no charge, cannot be the featured 
attraction to induce people to attend a political event (e.g., 
an advertisement that announces “Join John Doe at a free 
spaghetti feed”).

If more food is being served than what would be conser-
vatively defined as incidental to the event, there must be a 
charge for at least the actual cost of the food or refreshments.

For more information see “Election Law Summary 
for Candidates, PACs and Others” memorandum at 
www.oregonvotes.org.

Other Receipts 

Other receipts are monies received by the committee that 
are not considered contributions.

Review of Other Receipts

Other receipts that are reportable include:
any exempt loan ´

interest earned from bank accounts or other  ´
investment income
proceeds from the sale of items that are purchased   ´
at fair market value 
refunds and rebates ´

the receipt of money associated with a loan extended  ´
by a committee

and
lost or returned checks ´

Disclosing Other Receipt Transactions

Date Received 
The date refers to the date the money is received in the 
committee’s physical custody. Do not use the check date 
unless the check is dated and received the same day.

The date for an electronic transfer is the date the money is 
credited to the committee’s account.

The date for interest earned is the date that the committee re-
ceives the statement that reports the amount of interest earned.

The date for reporting a lost or returned check is the date that 
the committee either orders a stop payment on the check, the 
date the committee reissues a replacement check or the date 
the committee no longer expects the check to be cashed.

All dates must include the month, day and year.

calculators
flashlights
frisbees

hats
postage stamps
 

toys
t-shirts 
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Other Receipt Subtypes

Use one of the following to specify the subtype of the 
other receipt:

Interest/Investment Income: Interest earned from bank 
accounts and proceeds earned from investments.

Items Sold at Fair Market Value: Proceeds from the sale 
of items that are purchased by the buyer at fair market 
value. Any amount in excess of the fair market value is 
considered a contribution.

Loan Received (Exempt): Any loan of money made  
by a financial institution, if the loan meets the follow-
ing qualifications:

bears the institution’s usual and customary interest   ´
rate for the category of loan involved
is made on a basis that assures repayment ´

is evidenced by a written instrument ´

and
is subject to a due date or amortization schedule ´

Each endorser or guarantor of the loan is considered to 
have contributed that portion of the total amount of the 
loan for which that person agreed to be liable in a written 
agreement, unless the endorser or guarantor is the candi-
date’s spouse.

The terms of the loan, including the interest rate and repay-
ment schedule, must be disclosed when filing the loan 
transaction. An exempt loan must be by written agreement.

Lost or Returned Checks: A check that is returned to 
the committee or a check that has been reported as an 
expenditure but is subsequently lost in the mail or  
never cashed.

Miscellaneous Receipt: Payments received on loans 
extended by a committee and other miscellaneous receipts 
that are not contributions.

Refunds and Rebates: Refunds of deposits and rebates 
from vendors.

Name 
The name of the source of the receipt is required for other 
receipt subtypes loans received (exempt), miscellaneous 
receipts, lost or returned checks, refunds and rebates, and 
is optional for items sold at fair market value and interest/
investment income.

Amount 
The amount of the other receipt. For items sold at fair market 
value, a committee may enter the sum total received on a 
single day.

Transfer of Funds to Earn Interest 
A committee should not report transfers of funds between 
its dedicated campaign account and savings or investment 
accounts, including certificates of deposit, money market 
accounts, stock funds or other investment instruments. The 
investments do not need to be sited in the state of Oregon. 
These transfers are not reported because the money is still 
an asset of the committee.

Transfers, when subsequently converted, must be depos-
ited in the committee’s dedicated campaign account. The 
deposit of these funds is not reported.

Other Account Receivable

An account receivable that is exempt from being considered 
a contribution. It is money that the committee expects to be 
returned to the committee, such as the receipt of money for 
a loan extended by a committee or to report the fair market 
value of auction/fundraising proceeds that have not been 
collected.

Other Accounts Receivable Subtype

Miscellaneous Account Receivable

Date 
The date for reporting a receivable associated with a loan 
extended or auction proceeds that have not been collected is 
the date the loan is made or the date of the auction.

Name 
Provide the name associated with a miscellaneous other 
account receivable. Do not use an acronym unless the name is 
incorporated and the registered name includes the acronym.

Amount 
The amount of the miscellaneous account receivable.
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Affidavit for Out-of-State Political 
Committee Contribution (PC 13)

A committee may accept a contribution from an out-of-state 
political committee. The contribution shall be reported in 
the same manner as any other contribution and no addition-
al information is required when the transaction is submitted. 
However, if the contribution is more than $100, the com-
mittee must be prepared to file additional information if it is 
requested by the Elections Division.

During the six months after the deadline for filing the 
transaction on which the out-of-state political committee 
contribution is reported, any person may request that the 
Elections Division ask for additional information on the 
out-of-state political committee contribution. If the Elec-
tions Division receives a request, the Elections Division 
will notify the committee of the request. After notifica-
tion, the committee that received the out-of-state PAC 
contribution must provide the Elections Division, within 
10 business days, either a notarized Affidavit for Out-of-
State Political Committee Contribution (PC 13) or the 
requested additional information on the source of the out-
of-state contribution.

The affidavit states that, to the best of the treasurer’s knowl-
edge, the contributing political committee will not make 
contributions to candidates and treasurers in this state that 
exceed two-thirds, in aggregate, of all contributions made 
by the committee in this state and anywhere else during the 
calendar year for which the statement is filed.

In lieu of the affidavit, the treasurer of the committee may 
file a written statement that includes the name, address 
and occupation of each individual or each political com-
mittee who contributed more than $100 of the out-of-state 
political committee contribution. This statement must be 
certified as true by an officer of the contributing out-of-
state political committee.

Contributions Received During 
Legislative Session

Any contribution received during a legislative session must 
be reported, regardless of size, from January 1 to adjourn-
ment (Sine Die) during a regular biennial session and dur-
ing any special session of the Legislative Assembly for all 
legislative and statewide officials, officials-elect, candidates 
and legislative caucus committees. 

For the Governor, Governor-elect, or candidate for Gov-
ernor, the deadline is extended to 30 business days after 
adjournment of a regular legislative session.

Reportable contributions include cash or in-kind, account 
receivable pledges, and non-exempt loans of any amount.

Reporting Contributions Received During 
Legislative Session

Who must report

the candidate committee of a legislative or statewide of- ´
ficial, official-elect or a candidate for one of those offices, 
the Governor, Governor-elect or a candidate for Governor
legislative caucus committees ´

and
persons or political committees affiliated with a legisla- ´
tive or statewide official, official-elect or a candidate for 
one of those offices or the Governor, Governor-elect or 
a candidate for Governor (controlled committees)

“Statewide Official” includes Secretary of State or Secretary 
of State-elect, State Treasurer or State Treasurer-elect, 
Superintendent of Public Instruction or Superintendent-
elect of Public Instruction, Attorney General or Attorney 
General-elect and the Commissioner of the Bureau of  
Labor and Industries or the Commissioner-elect of the 
Bureau of Labor and Industries.

Contributions that are returned or refunded to the con-
tributor within 2 business days, without being deposited 
into the campaign account, are not required to be reported.

See pages 42-49 for additional information on the report-
ing requirements of contributions.
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Reporting Deadlines 
All contributions received January 1 through the day 
before the legislative session begins are due no later than 
11:59pm of the second business day after the first day of 
the session. Contributions received on or after the first day 
of session are due no later than the second business day 
following the date a contribution is received.

See page 38 for examples.

Reporting Expenditures

Each account payable (with some exceptions), cash expendi-
ture, personal expenditure for reimbursement and loan pay-
ment made by a committee must be reported. Expenditures 
(except personal expenditures for reimbursement) must be 
drawn from the campaign account by the candidate, trea-
surer or any person designated as a signer on the account. 
This does not prohibit a person from making an expenditure 
on behalf of the committee and receiving reimbursement 
from the campaign account. See reporting personal expen-
ditures for reimbursement on pages 57.

Committees that use the ORESTAR online filing system 
will enter each expenditure made by the committee. The 
system will determine if the expenditure should be item-
ized or included in the appropriate “$100 miscellaneous” 
category and will also calculate the aggregate expenditures 
for each payee. A committee can “opt out” of the system 
calculated aggregates, but if a committee chooses to “opt 
out,” the committee is required to enter an aggregate 
amount for each expenditure.

A committee that “opts out” of the ORESTAR system cal-
culated aggregates or uses software other than ORESTAR 
to generate transactions must ensure that the data itemizes:

any expenditure over $100 ´

any expenditure of $100 or less to a payee where the  ´
aggregate expenditures to the payee have exceeded 
$100 for the election
and
any non-exempt loan payment, regardless of the amount ´

All expenditures to a payee where the aggregate expenditures 
to the payee have not exceeded $100 for the calendar year 
must be combined and listed in the appropriate miscellaneous 
category, based on the expenditure subtype. Miscellaneous 
expenditure categories must be calculated on a daily basis. All 
subtypes of expenditures must be aggregated together: cash, 
personal expenditures, accounts payable, non-exempt loan 
payments and expenditures made by an agent.

Detailed payee information is not disclosed until the ag-
gregate expenditure from a single payee exceeds $100 in a 
calendar year.

Example of calculating aggregates when a committee is active 
at the May 18, 2010, Primary Election:

On January 8, 2010, the committee makes a $50 cash 
expenditure, and at the same time makes a credit card 
purchase for $25 to the same payee, making the payee’s 
aggregate expenditures for the calendar year $75.
The $50 cash expenditure and $25 credit card purchase 
must be included in “miscellaneous cash expenditures 
$100 and under” and must be filed electronically no 
later than February 8, 2010. (The 30th calendar day 
is on February 7, 2010, but because it is a Sunday the 
deadline is the next business day.)
On February 23, 2010, the committee makes another 
$50 cash expenditure to the same payee, making the 
aggregate expenditures to this payee for the calendar 
year $125. This $50 expenditure transaction must be 
itemized (because the aggregate for the payee has 
exceeded $100 in the calendar year) and must be filed 
electronically no later than March 25, 2010.

Warning 
If a committee “opts out “of the system calculated 
aggregates for a calendar year, it may not “opt in” 
until the next calendar year. If a committee chooses 
to opt back in to the system, it must do so prior 
to filing any transactions in ORESTAR for the new 
calendar year. See the ORESTAR User’s Manual for 
additional information.

1

2
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In order to determine which payees must be itemized, 
treasurers of committees must keep a detailed record of 
every expenditure to each payee.

Review of Expenditures

Cash Expenditures  
Expenditures that are made payable in the form of check, 
credit card, debit card or other electronic transmission.

Non-Exempt Loan Payments  
A committee must itemize payments on a non-exempt 
loan, regardless of the amount. More detailed report-
ing requirements on non-exempt loan payments and the 
forgiving of loans is on page 57.

Personal Expenditure  
An expenditure by a person from the person’s funds, made 
on behalf of a committee, is considered an expenditure by 
the committee if the person expects to be reimbursed. The 
detail of the expenditure made by the person is required to 
be reported in addition to the transaction made to reim-
burse a person.

If the person making the personal expenditure does not 
want reimbursement, the personal expenditure is reported 
as an in-kind contribution from the person.

The definition of a “person” is an individual, corporation, 
limited liability company, labor organization, association, 
firm, partnership, joint stock company, club, organization or 
other combination of individuals having collective capacity.

Accounts Payable  
An account payable is an amount owed to a creditor for the 
purchase of goods or services, or a pledge to make a con-
tribution, whether or not legally enforceable. A purchase 
is made when the obligation is first incurred, even if an 
invoice is not received until a later time. The date an order 
for goods or services is placed is the date an obligation is 
first incurred. The obligation for media buys is incurred 
when the media time is reserved. 

Disclosing Expenditure Transactions

Date 
The date refers to the date that is written on the check or 
the date a debit card is used.

The date for bank service charges is the date that the com-
mittee receives the statement that reports the amount of 
the service charges.

The date of a credit card transaction (if the card is issued to 
the committee) is the date the credit card was used, not the 
date of the credit card statement or the date of payment to 
the credit card company.

The date for reporting a payment made by electronic 
funds transfer, such as monthly automatic bill payment or 
entities authorized to withdraw funds from a committee’s 
account for payroll, is the date that the funds are with-
drawn from the account. It is not the date the committee 
receives the bank statement that reports the amount of 
the electronic funds transfer.

The date for reporting personal expenditures refers to the 
date that a personal expenditure for reimbursement is 
made by a person. The date when using a person’s credit 
card for personal expenditures for reimbursement is the 
date the credit card was used. It is not the date the credit 
card statement is received or the date payment is made to 
the credit card company.

The date for an account payable refers to the date the obli-
gation is incurred, even if an invoice is not received until a 
later time. The date an order for goods or services is placed 
is the date an obligation is incurred. The obligation for 
media buys is when the media time is reserved.

Warning 
A committee may not maintain a petty cash fund for 
making incidental expenditures, as cash expendi-
tures are prohibited.
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There is an exception to the requirement of reporting  
an account payable – if the expenditure is made by the 
committee prior to the deadline to file the payable, it is 
not required to be reported and filed. 

For example, if a committee active at the 2010 Primary 
Election has a payable on April 26, 2010, and the payable 
is paid on or before May 3, 2010 (the deadline to file the 
transaction), the committee is not required to file the pay-
able. However, if the payable is not paid by May 3, 2010, 
the committee is required to file the payable no later than 
11:59 pm, May 3, 2010.

Itemized expenditures made by an agent for media buys or 
petition circulators are no longer required to be individually 
disclosed and filed in ORESTAR. 

All dates must include the month, day and year.

Address Book Types

A person type must be provided when creating an address 
book entry in ORESTAR.

Business Entity: Includes for-profit and professional 
corporations, cooperatives, partnerships, limited liability 
companies, sole proprietorships, government entity, etc.

Candidate’s Immediate Family: Includes the candidate, 
the candidate’s spouse and any child, parent, grandparent, 
brother, half-brother, sister or half-sister of the candidate 
and the spouses of such persons, but does not include 
family members of the candidate’s spouse.

An individual.

Labor Organization

Other: Includes clubs, associations, nonprofit corporations, 
tribal organizations, trusts, etc.

Political Committee: Committees filed in the State of 
Oregon or any other jurisdiction, including candidate 
committees, petition committees and political committees.

Political Party Committee: A committee established 
by a major or minor political party in Oregon, including 
county central committees.

Payment Method

A payment method must be indicated for transaction subtype 
cash expenditure and loan payment (non-exempt). 

Check: A payment made by the committee issuing a 
committee check.

Credit Card: A payment made by the committee using  
a committee credit card.

Debit Card: A payment made by the committee using  
a committee debit card.

Electronic Check: A payment electronically accessed  
by the vendor.

Electronic Fund Transfer: A payment made by  
electronic transfer.

Check Number 
Check number is the actual number of the check issued 
by the committee. Do not report voided checks. Do not 
enter a check number unless the payment method is check 
and the transaction subtype is cash expenditure or loan 
payment (non-exempt).

Warning 
Oregon election law requires all accounts of 
contributions and expenditures to be current not 
later than the seventh day after the contribution 
is received or expenditure is made. Failure to do 
so may subject the committee to civil penalties. 
ORS 260.055(1)

Warning 
A person that receives a contribution designated to 
an identified candidate or committee must be deliv-
ered to the designated candidate or committee not 
later than seven business days after the contribution 
is received. Failure to deliver the contribution within 
the required seven business day deadline may result 
in the person meeting the definition of a political 
committee, which would require the formation of 
a political committee and the filing of all campaign 
finance transaction in ORESTAR. ORS 260.044(4).
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Expenditure/Payable Subtypes

Account Payable: An amount owed to a creditor for 
the purchase of goods or services, or a pledge to make a 
contribution. An account payable cannot be transferred to 
another committee. See the exception to the requirement 
of disclosing an account payable on page 54.

Cash Expenditure: An expenditure made by the 
committee via check, credit card, debit card or any  
means of electronic transmission.

Loan Payment (Non-Exempt): A payment made  
on the principal of a non-exempt loan received. Any 
interest payment on a non-exempt loan is reported as  
a cash expenditure.

Personal Expenditures for Reimbursement:  
An expenditure by a person from the person’s funds 
(including use of a personal credit card, debit card, 
checks or cash) made on behalf of the candidate or 
committee, if the person expects reimbursement. This 
subtype should not be used if a person is being paid 
for mileage. See page 57 for more detailed reporting of 
personal expenditures for reimbursement.

The definition of a “person” is an individual, corporation, 
limited liability company, labor organization, association, 
firm, partnership, joint stock company, club, organization or 
other combination of individuals having collective capacity.

Name of Payee 
The name of the vendor or individual to whom payment was 
made. For an account payable, the name of the vendor or  
individual to whom payment is owed. Do not use acronyms 
in place of the full name of the payee unless the business or 
committee is registered with the acronym in the name. 

If the committee makes a direct payment to a credit card 
company, the payee is where the purchase was made 
using the credit card. See page 57 for reporting credit 
card purchases.

If a committee uses a payroll processing business (e.g., 
Paychex) to process its payroll, the committee would  
report the name of the payroll company as the payee.  
Do not report each employee as a payee.

Address of Payee 
Payee’s address is the city and state where the payee is 
located, or county if the payee is not located in a city.

Transaction Purpose

Each expenditure transaction must have a transaction 
purpose. If one or more purposes, other than general op-
erational expenses, public office holder expenses or travel 
expenses, are used to describe an expenditure, generally 
no other description is required. 

When reporting a transaction with the subtype personal 
expenditure for reimbursement, the purpose selected 
should describe the purpose of the personal expenditure. 
A description may be provided in lieu of selecting one of 
the pre-defined purposes in the ORESTAR system.

For this type of transaction see page 57 for more infor-
mation on the detailed reporting requirements  
of personal expenditures.

Broadcast Advertising: Expenditures made directly to a 
radio or TV station for advertising or expenditures made 
to an agent to purchase radio or TV station advertising. 

Cash Contributions: Contributions made to other 
committees or organizations.

Fundraising Event Expenses: Expenditures associated 
with holding a fundraiser, including payments to restaurants, 
hotels, caterers, other food and refreshment vendors, 
entertainers and speakers.

General Operational Expenses: General campaign 
operating expenses, including filing fees, bank service 
charges, purchase or rental of office equipment and 
furniture for the campaign and office supplies. When 
general operational expenses is used, a committee is  
also required to provide a written description (e.g.,  
office supplies, furniture, etc.).

Interest Payment: Interest paid to a financial institution 
or other lender for a loan made to the committee.

Literature, Brochures, Printing: Expenditures for the 
preparation and production of campaign literature and 
printed solicitations, including expenditures for mailing lists, 
design, photography, copy, layout, printing and reproduction.

Loan Extended: An expenditure made by a committee that 
is a loan to another individual, committee or organization. 
The terms and repayment schedule must be disclosed.



56 Campaign Finance Manual

Disclosing and Filing Transactions (ctnd.)

Management Services: Includes fees and commissions 
paid to campaign management companies, agents and 
campaign consultants.

Newspaper and Other Periodical Advertising: 
Expenditures made directly to a newspaper or other 
periodical for advertising or expenditures made to 
an agent to purchase newspaper or other periodical 
advertising. 

Other Advertising: Expenditures associated with the 
production and purchase of advertising on billboards, 
yard signs, voters’ pamphlets, websites, and campaign 
paraphernalia such as buttons, bumper stickers, t-shirts, etc.

Petition Circulators: Payments made to individuals for 
collection of signatures on a petition or to an agent that 
pays petition circulators.

Postage: Expenditures for stamps, postage, United Parcel 
Service, Federal Express and direct mail services.

Preparation and Production of Advertising: Payments 
associated with the preparation or production of broadcast, 
newspaper or other periodical advertising.

Public Office Holder Expense: Expenditures associated 
with allowable public office holder expenses such as gifts 
of nominal value, conference registration fees, membership 
dues, constituent services, staff wages, office rent, mileage, 
gas, travel and entertainment. When this purpose is used, 
a committee must provide a written description.

Reimbursement for Personal Expenditures: Payments 
made to a person for reimbursement of a personal expenditure 
(including credit card charges) made on behalf of the 
committee. The personal expenditure made by the person 
must be reported as a separate transaction, using subtype 
personal expenditure for reimbursement. See reporting 
personal expenditures on page 57.

Surveys and Polls: Expenditures associated with polls, 
reports on election trends, voter surveys, telemarketing, 
telephone banks, etc. See OAR 165-012-0050 for 
reporting the contribution of poll results.

Travel Expenses: Expenditures associated with travel. 
When this purpose is used, the committee is required to 
provide a written description (e.g., lodging, airfare, meals, 
gas, mileage, etc.).

Utilities: Expenditures for telephone, internet access, 
electricity, etc.

Wages, Salaries, Benefits: Expenditures associated with 
campaign staff (including wages, employment taxes, insurance, 
payments to temporary employment agencies, etc.).

An additional description is needed in the following situa-
tions (except when Agent is used):

when general operational expenses, public office holder  ´
expenses or travel expenses is used, a written descrip-
tion of the type of expenses must be provided.
when a loan is extended by a committee the terms of  ´
the loan, including the interest rate and repayment 
schedule, must be disclosed. If there is no interest rate 
attached to the loan, enter “0” (zero); if there is no re-
payment schedule for the loan, indicate “payable when 
funds available.”
campaign fees or services ´

contract fees or services ´

general support ´

personal services ´

and
services rendered (must indicate type of service) ´

Amount 
The amount of an expenditure.

Expenditure Aggregate 
The aggregate is the total amount of expenditures made to 
the same payee during a calendar year. The expenditure 
aggregate amount is entered only by a committee that has 

“opted out” of the ORESTAR system aggregation.

Expenditure aggregate includes account payable, cash 
expenditures, personal expenditures, agent expenditures 
and loan payments (non-exempt).

In-Kind or Independent Expenditure Information 
An expenditure that is an in-kind contribution to another 
candidate or committee, or an independent expenditure 
supporting or opposing a candidate or measure, must:

be identified as either an in-kind expenditure or inde- ´
pendent expenditure
identify the candidate(s) or committee(s) supported   ´
or opposed by the expenditure
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and
include the amount apportioned to each candidate  ´
or committee

Reporting Personal Expenditures for 
Reimbursement

If a person makes expenditures from their own funds or 
by using a personal credit card, on behalf of a committee, 
and that person wants reimbursement from the committee, 
there are two transactions that must be reported.

The first transaction discloses the detail of where the person 
spent their personal funds. For this transaction, the transac-
tion type is expenditure/account payable and the transaction 
subtype is personal expenditure for reimbursement. The 
purpose of this transaction should describe the purpose of 
personal expenditure. 

The second transaction discloses when the person is repaid by 
the committee. The transaction type is expenditure/account 
payable and the transaction subtype is cash expenditure. The 
purpose of this transaction must always be the pre-defined 
purpose “reimbursement for personal expenditure.” 

Contact the Elections Division if you have any questions 
about how to report personal expenditures for reimbursement.

Reporting Credit Card Transactions

If a committee uses a credit card issued to the committee for 
any expenditure, the committee must report the charge as 
subtype cash expenditure. The payee is the business paid with 
the credit card, not the credit card company. The date of the 
transaction is the date the credit card was used, not the date 
of the credit card statement or the date payment is made to 
the credit card company. The committee does not report any 
payments made directly to the credit card company.

Any interest paid on an outstanding credit card balance, or any 
late payment penalties are reportable expenditure transactions.

If a person uses a personal credit card and expects reim-
bursement, the expenditure is reported as subtype personal 
expenditure for reimbursement. The payee for this trans-
action is where the credit card was used. See reporting 
personal expenditures on page 57.

Independent Expenditures by a Committee

A committee may make an independent expenditure in 
support of or in opposition to a candidate or measure. A 
political or petition committee must report the indepen-
dent expenditures as an expenditure. See pages 59-60 for 
more information about providing independent expendi-
ture information for a transaction.

Legislative caucus committees cannot make independent 
expenditures. For caucus committees, all expenditures are 
considered to be on behalf of candidates, and therefore, 
with their knowledge, consent and cooperation.

If an expenditure for a communication is made on behalf of 
a candidate or measure and it is not an independent expendi-
ture, then it is an in-kind contribution and must be reported 
by the candidate or the applicable measure committee.

Contact the Elections Division if you have any questions 
regarding whether a particular expenditure is an indepen-
dent expenditure.

Reporting Transactions for Non-Exempt 
Loan Payments, Outstanding Loans and 
Forgiven Loans

Loan Payments 
Any expenditure made to reduce an outstanding loan balance 
is reported as transaction subtype non-exempt loan payment. 
This is an associated transaction. Refer to the ORESTAR 
User’s Manual for instructions on associating the transaction.

Any expenditure made for interest owed on a loan is 
reported as transaction subtype cash expenditure and the 
purpose description is interest payment. 

Payments on an exempt loan are reported as  
Other Disbursements.

Forgiven Loans 
A loan is considered “forgiven” when the committee and 
the lender both agree the loan need not be repaid. The 
transaction type is other and the subtype is loan forgiven 
(non-exempt). This is an associated transaction. Refer 
to the ORESTAR User’s Manual for instructions on 
associating the transaction.

A forgiven loan is not an in-kind contribution.
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Other Disbursements

Other Disbursements are disbursements by a committee 
that are not considered expenditures.

Review of Other Disbursement Types

Other disbursement transactions that are reportable include:
payments made on exempt loans ´

nonpartisan activity designed to encourage individuals  ´
to vote or register to vote, regardless of party affiliation
preparation and distribution of slate cards and sample  ´
ballots by state or local political party committees
return or refund of contributions ´

and
investment loss ´

Disclosing Other Disbursement Transactions

Date 
The date refers to the date the other disbursement is made. 
The date must include the month, day and year.

Payee’s Name 
The name of the payee is required for all other 
disbursement subtypes except for nonpartisan activity.

Other Disbursement Subtypes

Use one of the following to specify the subtype of the 
other disbursement:

Loan Payment (Exempt): Any payment made on the 
principal of an exempt loan received. (Interest payments 
on exempt loans are expenditures.)

Nonpartisan Activity: Expenses incurred in conducting 
nonpartisan activities such as encouraging individuals to 
vote or to register to vote, regardless of party affiliation.

Miscellaneous Disbursement: Loss on an investment or 
expenses for the preparation and distribution of slate cards 
and sample ballots by state or local political party committees.

Return or Refund of Contributions: This subtype requires 
an associated transaction. See the ORESTAR User’s Manual 
for instructions on associating the transaction.

Amount 
Enter the amount of the other disbursement.

Transfer of Funds to Earn Interest

A committee should not report transfers of funds between 
its dedicated campaign account and savings or investment 
accounts, including certificates of deposit, money market 
accounts, stock funds or other investment instruments. 
These transfers are not reportable transactions because the 
money is still an asset of the committee.

Transfers, when subsequently converted, must be depos-
ited in the campaign account. The deposit of these funds 
is not reported.

Investment Loss

Any loss from an investment must be reported as an  
other disbursement.

Other Transactions

A committee uses transaction type “other” when a payable 
is no longer owed or loan (non-exempt) is forgiven; a pledge 
of cash, in-kind, or loan is deemed uncollectible, or if the 
committee’s bank account balance does not match the cash 
balance as reported in ORESTAR. Some of these transac-
tions may require an association. See the ORESTAR User’s 
Manual for instructions on associating transactions.

Disclosing Type Other Transactions

Date 
The date for reporting an account payable rescinded or 
loan that is forgiven or paid by another person, is the date 
it is forgiven or paid.

The date for reporting a pledge (cash, in-kind, loan) that is 
deemed uncollectible is the date the committee determines 
the pledge is not collectible.

The date for reporting a cash balance adjustment is the 
date the committee determines that the committee’s 
bank account balance does not match the cash balance as 
reported in ORESTAR.

The date must include the month, day and year.
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Other Transaction Subtypes

Account Payable Rescinded: A previously reported 
account payable transaction that is no longer owed.

Cash Balance Adjustment: A transaction adjusting the 
committee’s cash balance on the account summary page.

Loan Forgiven (Non-Exempt): A previously reported 
non-exempt loan received that is forgiven by the lender.

Uncollectible Pledge of Cash: A pledge of cash that is 
determined to be uncollectible.

Uncollectible Pledge of In-Kind: A pledge of in-kind 
that is determined to be uncollectible.

Uncollectible Pledge of Loan: A pledge of a loan that  
is determined to be uncollectible.

Amount 
Enter the amount of the other transaction.

Statement of Independent Expenditures 
(PC 10)

Independent Expenditures by a Person

A person, other than a committee, who obligates or spends 
the person’s own funds of more than $100 aggregate in a 
calendar year to support or oppose any candidate or mea-
sure must file a Statement of Independent Expenditures 
(PC 10) with the Elections Division. This form cannot be 
filed electronically using ORESTAR. 

An independent expenditure is an expenditure for a commu-
nication in support of or in opposition to a clearly identified 
candidate or measure. The expenditure must not be made 
with the cooperation or with the prior consent of, or in con-
sultation with, or at the request or suggestion of, a candidate 
or any agent or authorized committee of the candidate, or any 
political committee or agent of a political committee support-
ing or opposing a measure.

Words expressing advocacy such as “vote for” or “defeat,” are 
not required to make a communication a reportable expendi-
ture. Instead, the standard is whether the communication:

clearly identifies the candidate or measure ´

taken in its context, clearly and unambiguously urges  ´
the election or defeat of the candidate or passage or 
defeat of the measure
as a whole, seeks action rather than simply  ´
conveying information
and
it is clear what action the communication advocates ´

Examples of independent expenditures include: 
a person independently paying for an argument in a  ´
voters’ pamphlet 
or
a person independently purchasing a newspaper ad,  ´
poster or other political material supporting or oppos-
ing a candidate or measure

An Independent expenditure is not:
a contribution made directly to a committee and reported  ´
by the committee
an expenditure reported as an in-kind contribution by a  ´
committee
or 
a contribution to a candidate who serves as their own  ´
treasurer and who receives or spends less than $350

The deadline to file the PC 10 is not later than seven 
calendar days after the total amount of the independent 
expenditures made exceeds $100 in a calendar year. The 
accounting period begins on the date that the first inde-
pendent expenditure is made.

“Person” includes an individual, corporation, limited liability 
company, labor organization, association, firm, partnership, 
joint stock company, club, organization or other combination 
of individuals having collective capacity.

Refer to the instructions for disclosing expenditure 
transactions on pages 52-57, for reporting the date, payee’s 
name, address, and purpose of the expenditure. In the 
purpose box, the person must name the candidate or 
measure, and must indicate support or opposition. If the 
expenditure supports or opposes multiple candidates or 
measures, specify the amount attributable to each candi-
date or measure.
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A person who solicits and receives a contribution is a politi-
cal committee and must file a Statement of Organization 
and file campaign transactions unless the contribution is 
designated to an identified candidate or committee and the 
person delivers it to the candidate or committee not later 
than seven business days after the contribution is received. 
The contribution must then be reported by the recipient 
candidate or committee. ORS 260.044 (4)

Contact the Elections Division if you have any questions 
regarding whether a particular expenditure is an indepen-
dent expenditure.

Statement of Corporate Paid-In-Capital 
(PC 12)

A corporation must file a Statement of Corporate Paid- 
In-Capital when the major source of revenue for the cor-
poration is paid-in-capital and the primary purpose of the 
corporation is to support or oppose a candidate, measure 
or political party, and the corporation has made a contri-
bution or an expenditure for that purpose.

Depending on the type of organization and the organiza-
tion’s activities, the corporation may also be required to file 
a Statement of Organization for Political Action Commit-
tee (SEL 221) and Campaign Account Information form 
(SEL 223).

If the corporation makes a contribution or an expenditure for 
the purpose of supporting or opposing a candidate, measure 
or political party in an election, the corporation is required to 
file both of the following:

Statement of Corporate Paid-In-Capital (PC 12) ´

and
information on the nature and amount of all expendi- ´
tures made by the corporation by using the Expenditures 
and Loan Payments form (PC 3). See pages 52-57 for 
the detailed requirements for reporting expenditures.

Examination of Transactions

After the deadline for submitting a transaction or after 
a transaction is filed, whichever is later, the Elections 
Division has 10 business days to review the transaction 
and determine if the transaction does not include all the 
information required by law. 

The treasurer, candidate, alternate transaction filer and the 
correspondence recipient are sent an exam letter via email 
that either indicates the transaction is sufficient or identifies 
any of the transaction’s insufficiencies that need to be cor-
rected. An exam letter may be completed and emailed prior 
to the 10 business day review deadline. The letter includes 
a deadline for providing amendments to correct any insuf-
ficient information. The deadline is 14 days from the date of 
the exam letter, or the due date for the transaction, which-
ever is later. A committee should check for exam letters on a 
regular basis.

If the requested information is filed by the amendment 
deadline provided in the exam letter and is deemed suf-
ficient, the transaction is considered sufficient and there is 
no penalty. If the candidate or treasurer fails to provide the 
information requested in the exam letter by the amendment 
deadline, the committee may be subject to a penalty.

Exam letters are not issued for amended transactions. If an 
amended transaction is filed and is determined to be insuf-
ficient, that transaction may be subject to a civil penalty.

Exam letters are sent using the email addresses provided by 
the candidate, treasurer and alternate transaction filer on 
the statement of organization. If another individual is desig-
nated by the candidate or treasurer as correspondence recipient 
the email address used is the address provided on the commit-
tee’s most recent statement of organization.

If the email is returned as undeliverable for any reason, such 
as the email address has not been updated in the statement 
of organization has not been updated, or the user has a 
spam blocker protecting the address which results in non-
delivery of the email, or any reason outside of the Election 
Division’s control, the committee may be found in violation 
for filing an insufficient transaction.

Filing Amendments for 
Insufficient Transactions

When to Amend a Transaction

Original transactions may be amended by filing an amend-
ment to the transaction. An amended transaction may be filed 
any time. An amended transaction must be filed if the can-
didate, treasurer or alternate transaction filer determines that 
some element of the previously filed transaction is insufficient.
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If the committee is notified on an exam letter that a trans-
action is insufficient, the candidate, treasurer or alternate 
transaction filer must file an amended transaction to correct 
any identified insufficiency. If the transaction is filed by 
the amendment deadline, and the insufficiency has been 
corrected, the transaction will be considered sufficient. If 
the committee believes that the transaction is sufficient they 
should notify the Elections Division via a phone call or in 
writing why the transaction is sufficient.

If the committee fails to provide the requested information 
by the amendment deadline, the candidate and the treasurer 
may be subject to a civil penalty for an insufficient transaction.

Review of Documentation for Committees 
(Spot Checks)

ORS 260.215 requires in part that the Elections Division 
ask for supporting documentation of not more than 10 
transactions submitted by a candidate, treasurer of a politi-
cal committee or treasurer of a petition committee twice in 
a calendar year. 

The Elections Division will randomly select up to 10 
transactions filed by a committee twice in a calendar year. 
This requirement applies to contribution and expenditure 
transactions filed in the months of January through June 
and July through December. The Elections Division will 
randomly select 10% of committees with transactions filed 
during the six-month period and then randomly select 1% 
of the transactions filed by each committee selected.

The Elections Division will send the committee a “Spot 
Check Review” letter identifying the transactions that 
have been randomly selected and provide a deadline to 
submit the documentation. The following types of docu-
mentation are required to be submitted if requested:

For transaction type Contribution/Pledge:
for a cash contribution: a copy of the front of a   ´
contributor’s check or money order, or record of  
credit card charge or electronic fund transfer
for a loan received (even if from the candidate): written  ´
loan agreement, including terms of loan (i.e., interest 
rate and repayment schedule)

for an in-kind contribution: notice from the contributor  ´
indicating the date, value of item donated or nature of 
expenditure made on behalf of candidate or the com-
mittee record of in-kind contribution indicating date, 
value of item donated or nature of expenditure
for missing occupational information: letter or email  ´
sent to contributor requesting occupational information

For transaction type Expenditure/Account Payable:
for a cash expenditure: ´

If payment method is Check, a copy of the front of 
the check
If payment method is Credit Card, a copy of the 
credit card receipt
If payment method is Debit Card, a copy of the debit 
card receipt
If payment method is Electronic Check or Electronic 
Funds Transfer, a copy of the bank statement disclos-
ing the date the funds are debited from the commit-
tee’s account and the payee’s name, or a statement/
invoice from the vendor disclosing the date debited 
from account

for a loan extended: in addition to the applicable  ´
documentation listed above, a copy of the written loan 
agreement, including terms of loan (i.e., interest rate 
and repayment schedule)
for an expenditure for wages: copy of committee check,  ´
electronic check stub, credit card receipt, electronic 
transfer record by which expenditure was made (such as 
a copy of the invoice issued by payroll company report-
ing the date the money was withdrawn, and if that is 
not available, a copy of the bank statement that reports 
the date the money was withdrawn)
for an account payable: invoice, contract or confirma- ´
tion of order
for subtype personal expenditure for reimbursement:  ´
invoice, receipt, copy of front of personal check, or cash 
receipt, itemized credit/debit card receipt or bank/credit 
card statement indicating the payee’s name, amount 
and date of expenditure
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After the deadline to provide the documentation, the 
Elections Division will review the documentation to 
determine if it is sufficient. If any of the documenta-
tion is insufficient (e.g. the committee fails to provide 
the documentation or the documentation doesn’t match 
the corresponding data elements of the transaction), the 
Elections Division will send a second spot check review 
letter identifying which transactions lack sufficient docu-
mentation or which transactions may need to be amended 
because an element of the transaction (e.g. the date, payee/
contributor name or amount of the transaction) doesn’t 
match the documentation. The second letter will provide 
a deadline to file sufficient documentation or amend the 
transaction whichever is applicable. The committee may be 
subject to a civil penalty for filing documentation after the 
deadline stated in the second review letter or for filing an 
amendment to the transaction. See OAR 165-013-0010 
for detailed information.

See page 41 for a description of records that must be re-
tained by a committee.
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Enforcement Procedures and Civil Penalties

Enforcement Actions

Oregon election law requires complete, accurate and timely 
disclosure of contributions and expenditures by commit-
tees. The statutes designate specific deadlines for submit-
ting transactions based on the date of an election that must 
be adhered to and establish the following procedures for 
transactions that are not submitted by the deadline or for 
transactions that do not comply with ORS Chapter 260.

Complaints Regarding Late or Insufficient 
Transactions (ORS 260.205)

Any elector may file with a filing officer a complaint that a 
transaction filed with the filing officer is insufficient or that 
a person has failed to file a required transaction. The com-
plaint must be in writing, must state in detail the reasons for 
the complaint and must be filed no later than the 90th day 
after the date the transaction of which it complains is filed 
or should have been filed, whichever is later.

Complaints Regarding Other Campaign 
Finance Violations (ORS 260.345)

Any elector may file with a filing officer a written com-
plaint alleging that a violation of an election law or rule 
adopted by the Secretary of State has occurred. The 
complaint should state the reason for believing that the 
violation occurred and provide evidence relating to it. 
The complaint must be signed by the elector and filed 
within 90 days of the election at which the violation is 
alleged to have occurred or 90 days after the violation 
itself is alleged to have occurred, whichever is later.

Spot Checks (ORS 260.215)

For statements filed during each calendar year, the Secretary 
of State shall review statements filed with the secretary by 
a candidate, political committee or petition committee. 
For each review, the secretary shall require a candidate, 
treasurer of a political committee or treasurer of a petition 
committee to provide documentation of not more than 10 
transactions. The secretary shall review statements under 
this subsection twice in a calendar year.

See pages 61-62 for more information.

Subpoena Authority (ORS 260.218)

The Secretary of State has authority to issue subpoenas to 
obtain records relating to compliance with ORS Chapter 260.

Court Proceedings to Compel Filing of 
Correct Statements (ORS 260.225)

The Secretary of State, an elections filing officer or an 
elector may file a petition in the circuit court to compel 
committees to file contribution and expenditure transac-
tions. The petition must be filed in the circuit court for 
the county in which the principal office of the appropriate 
elections filing officer is located.

If the court determines that the petition filed is frivolous 
or the court does not compel the filing of any report, the 
candidate, treasurer or person against whom the petition 
was filed is entitled to recover reasonable attorney fees for 
trial and appeal expenses.

Civil Penalties for Failure to File Timely or 
Sufficient Transactions (ORS 260.232)

The Secretary of State may impose civil penalties for fail-
ure to file a timely or sufficient transaction, Certificate of 
Limited Contributions and Expenditures or Statement of 
Independent Expenditures.

The maximum penalty that may be imposed by statute is 
10% of the amount of each late or insufficient transaction. 
The Secretary of State has established penalty matrices 
that are used to determine the penalties assessed for late 
and insufficient transactions. Penalties are imposed based 
on the amount of the transaction and how many business 
days the transaction was submitted late. See the penalty 
matrices on pages 68-71.

Warning 
Criminal penalties may apply if a transaction verified 
as true by the treasurer or candidate is knowingly 
submitted with false information. ORS 260.715(1).
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Civil Penalties for Other Campaign Finance 
Violations (ORS 260.995)

The Secretary of State may impose civil penalties for  
certain campaign finance offenses in addition to late  
or insufficient reports. For example: 

failure to file a Statement of Organization within   ´
three business days of receiving a contribution or  
making an expenditure
failure to file an amended Statement of Organization  ´
within 10 days of a change in information
failure to establish a dedicated bank account within  ´
three business days of receiving a contribution or 
making an expenditure
converting campaign funds to any person’s personal use ´

using a candidate’s campaign funds to compensate a can- ´
didate for professional services performed by the candidate
and
failure to file an original or amended Statement of  ´
Organization for a slate mailer organization

The maximum penalty that may be imposed by statute for 
each violation of these offenses is $250.

The penalty for personal use of campaign funds by a com-
mittee is substantially higher, with a maximum penalty of 
$1,000, PLUS the amount of monies wrongfully converted. 
Campaign funds may not be used to pay any penalty assessed 
for a personal use violation.

Please refer to OAR 165-013-0010 for specific penalties 
and procedures. The rules are posted on the Elections 
Division’s website at www.oregonvotes.org or contact the 
Elections Division to get a copy of the rule.

Ballot Vacancies for Failure to File Reports 
(ORS 260.241)

The name of a candidate will not be printed on the  
official general election ballot if the candidate fails to 
file the primary election transactions before the 61st  
day prior to the general election.

Withholding Certificates of Nomination 
or Election for Failure to File Reports  
(ORS 260.245)

A certificate of nomination or certificate of election will 
not be granted to any candidate until that person has filed 
the required contribution and expenditure transactions.

Legislative Assembly Not Subject to Civil 
Process During Session (Article IV, §9, 
Oregon Constitution)

Members of the Legislative Assembly do not receive notices 
of proposed civil penalty for late or insufficient contribution 
and expenditure filings during a legislative session. Notices 
are sent to legislators after final adjournment (Sine Die).

Hearing Procedures

Late and Insufficient Penalty Cases (ORS 260.232)

If the Secretary of State determines that a committee is in 
violation of Oregon election law for a late or insufficient 
filing, the treasurer, and candidate, if applicable, of the 
committee is sent a notice of proposed civil penalty that in-
forms them of the potential penalty and provides them with 
an opportunity to request a hearing. This notice is sent by 
both certified and regular mail to the committee treasurer 
or, in the case of a candidate committee, by certified mail to 
the candidate with a copy by regular mail to the treasurer, 
and correspondence recipient, if applicable.

Late and insufficient violations will be processed by calen-
dar month. Each case for a given month will include late 
violations (transactions that are filed late in that particular 
month) and insufficient violations (transactions that are not 
sufficiently corrected by the exam response due date in that 
particular month.) 

For example, a transaction is due on April 15, 2009. The 
transaction isn’t filed until May 1, 2009. This violation  
will be part of the May case. 

A transaction is identified as insufficient on an exam letter, 
with a response due date of May 10, 2009. The transaction 
isn’t corrected until May 15, 2009, this violation will also be 
part of the May case.

Enforcement Procedures and Civil Penalties (ctnd.)
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Request for Hearing 
Within 20 days of receipt of the certified mail notice  
of a proposed penalty, the candidate or treasurer may:

request in writing a personal appearance hearing   ´
(public hearing)
or
submit a notarized written explanation contesting the  ´
circumstances of the violation or providing evidence of 
mitigating circumstances (letter hearing)

The 20-day period during which a hearing can be requested 
begins on the day a recipient signs for the certified mail notice 
of the proposed penalty. However, if the certified letter is 
refused or left unclaimed at the post office, the 20-day period 
begins on the day the post office indicates it has given first 
notice of a certified letter.

A public hearing will be conducted by telephone unless 
the candidate or treasurer requests a personal appearance 
hearing in Salem. If a committee requests a hearing, either 
personal appearance or notarized testimony, the hearing 
will be conducted by an administrative law judge with the 
Office of Administrative Hearings.

Holding a Hearing 
If a request for a public hearing is received by the deadline, 
the Office of Administrative Hearings will schedule a 
hearing. For a violation occuring prior to January 1, 2010, 
the hearing will be scheduled not later than 30 days after 
the deadline for requesting a hearing. A 15-day extension 
may be granted if requested in writing by the person subject 
to the civil penalty.

For a violation occurring on or after January 1, 2010, the 
hearing will be scheduled not later than 45 days after the 
deadline for requesting a hearing. A 15-day extension may 
be granted if requested in writing by the person subject to 
the civil penalty.

The person against whom a penalty may be assessed need 
not appear in person at the requested hearing. Instead, the 
person may submit notarized written testimony and other 
evidence for entry in the hearing record. The Elections 
Division must receive such documents no later than three 
business days before the day of the scheduled hearing.

Hearing by Telephone 
Not less than five business days prior to the commencement 
of a hearing conducted by telephone, each party, including 
the agency, must deliver copies of the exhibits it intends 
to offer into evidence at the hearing. The exhibits must be 
delivered to the Administrative Law Judge, all parties and 
the agency. Delivery may be accomplished by any of the 
following means, or by other means of a similar nature: 

hand delivery  ´

first class or certified mail  ´

facsimile or professional delivery service ´

filed in a pdf format to elections.sos@state.or.us ´

Nothing precludes any party or the agency from seeking to 
introduce documentary evidence in addition to evidence de-
scribed above during the telephone hearing. The Adminis-
trative Law Judge shall receive such evidence, subject to the 
applicable rules of evidence, only if inclusion of the evidence 
in the record is necessary to conduct a full and fair hearing.

Mitigating Circumstances 
If either a public or letter hearing is requested and testimony 
is provided regarding mitigating circumstances that caused 
the late or insufficient filing, the Administrative Law Judge 
and the Secretary of State may consider reducing, in whole 
or in part, the civil penalty, based on the facts presented by 
the testimony.

The only mitigating circumstances that may be considered 
in a late or insufficient filing case are:

the lateness or insufficiency of a transaction is the direct  ´
result of clearly-established fraud, embezzlement, or 
other criminal activity against the committee, commit-
tee treasurer or candidate, as determined in a criminal or 
civil action in a court of law or independently corrobo-
rated by a report of a law enforcement agency or insurer 
or the sworn testimony or affidavit of an accountant or 
bookkeeper or the person who actually engaged in the 
criminal activity 
This mitigating circumstance is not available to the 
candidate or treasurer who was the perpetrator of the 
wrongdoing described above.
the criminal or civil action in a court of law results in a  ´
monetary judgment (including restitution) in favor of the 
candidate or committee treasurer, the civil penalty must 
be paid if the judgment is collected
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the lateness or insufficiency of a transaction is the direct  ´
result of fire, flood, utility failure or other calamitous 
event, resulting in physical destruction of, or inacces-
sibility to, committee records 
“Calamitous event” means a phenomenon of an excep-
tional character, the effects of which could not have 
been reasonably prevented or avoided by the exercise of 
due care or foresight.
the lateness or insufficiency of a transaction is the direct  ´
result of failure of a professional delivery service to 
deliver documents in the time guaranteed for delivery 
by written receipt of the service provider (this does not 
include delivery by fax)
or
the lateness or insufficiency of a transaction is the direct  ´
result of an error by the Elections filing officer

One additional circumstance that will only be considered 
in a late filing case is:

the lateness of a transaction is the direct result of a valid  ´
personal emergency of the candidate or treasurer. In this 
case, independent written verification must be provided.
A valid personal emergency is an emergency, such as 
a serious personal illness or death in the immediate 
family of the candidate or treasurer, which caused the 
transaction to be late. Personal emergency does not 
include a common cold or flu, or a long-term illness 
where other arrangements could have been made.

The Secretary of State has determined that only the cir-
cumstances listed above, if proven by the committee, may 
be considered in reducing a penalty. The penalty matri-
ces on pages 69-71 contain the appropriate reductions of 
penalties for other mitigating circumstances, such as the 
number of business days a transaction or amendment is 
late and the amount of the transaction.

Final Order 
After a public or letter hearing, the Office of 
Administrative Hearings sends the treasurer, candidate, 
correspondence recipient and the Elections Division a 
proposed order. The Elections Division will send a letter 
to the treasurer, candidate and correspondence recipient, 
if applicable, providing a deadline to file written 
exceptions to the Administrative Law Judge’s proposed 
order. Further, if the Secretary of State chooses to amend 
the proposed order issued by the Administrative Law 
Judge, the Secretary will send an amended proposed 
order which will include a deadline to file written 
exceptions to the amended proposed order. The Secretary 
will review and consider all written exceptions and issue 
a final order. 

Default Final Order 
If neither a letter hearing or public hearing is requested, a 
default final order is issued and the penalty is determined based 
on available information in the Secretary of State’s records.

The Secretary of State must issue a final order no later than 
90 days after a hearing or after the deadline for requesting a 
hearing if no hearing is held.

After the issuance of a final order or default final order,  
a candidate or treasurer is entitled to judicial review of 
the order. Judicial review may be obtained by filing a 
petition for review with the Oregon Court of Appeals 
within 60 days from the service of the order.

For the process of filing a petition for judicial review with 
the Oregon Court of Appeals, please call 503 986 5555.

Enforcement Procedures and Civil Penalties (ctnd.)
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Responsibility for Penalty Payment

For political or petition committees, the treasurer is person-
ally liable for penalties imposed for late or insufficient filings 
of contribution and expenditure transactions. For candidate 
committees, the candidate and the treasurer are jointly  
liable for penalties imposed.

Penalties for Late Transactions

The treasurer responsible for a late filing transaction is the 
treasurer of record at the time the transaction is due. 

If the late transaction is filed by a different treasurer, both 
treasurers shall be jointly liable, along with the candidate, 
if applicable. The liability for the civil penalty remains 
with the treasurer, and the candidate, if applicable, even 
if the late transaction is filed by the designated alternate 
transaction filer.

Penalties for Insufficient Transactions

The treasurer responsible for an insufficient filing penalty 
is the treasurer who filed the original transaction that was 
insufficient. The liability for the civil penalty remains with 
the treasurer, and the candidate, if applicable, even if the 
insufficient transaction is filed by the designated alternate 
transaction filer.

Penalties for Cash Balance Adjustment 
Transactions

The treasurer responsible for a cash balance adjustment 
transaction is the treasurer who filed the cash balance adjust-
ment transaction. The liability for the civil penalty remains 
with the treasurer, and the candidate, if applicable, even if the 
cash balance adjustment transaction is filed by the designated 
alternate transaction filer.

Penalties for Late Statement of Independent 
Expenditures (PC 10)

The individual responsible for filing a late Statement of 
Independent Expenditures is the individual who signed 
the PC 10.

Payment of Civil Penalties

Penalties (for all violations other than prohibited use of com-
mittee funds) may be paid from any source. A penalty may be 
paid from committee funds and reported as an expenditure. 
If the penalty is not paid using committee funds, the payment 
of the penalty may be reported as an in-kind contribution 
from the person that paid the penalty.

Payment for Violations of Prohibited Use of 
Committee Funds

The penalty for personal use of committee funds (ORS 
260.407) must be paid from the personal funds of the 
person found in violation of the wrongful conversion.

The penalty for using a candidate’s committee funds in 
consideration for the rendering of professional services 
by the candidate (ORS 260.409) may be paid from any 
source except the candidate’s committee funds.

Uncontested civil penalties may be paid at any time after 
receiving the notice of proposed civil penalty, but are due 
no later than 60 days after a final order is mailed, unless an 
appeal is filed. Payment should be made to the Secretary of 
State. Civil penalties are paid into the State Treasury and 
credited to the General Fund.
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Penalties may be assessed for any contribution or expendi-
ture transaction that is filed late or any cash balance adjust-
ment transaction. A transaction is considered late in any of 
the following circumstances:

a transaction is not filed by the due date for the transaction ´

a change is made to the name of the contributor or  ´
payee after the transaction due date, resulting in an 
entirely different contributor or payee being associated 
with the transaction (the transaction is considered late 
from the transaction due date to the date the amended 
transaction changing the contributor or payee is filed)
a change is made to the date of the transaction resulting  ´
in a due date that is prior to the date the transaction was 
originally filed (the transaction is considered late from 
the date the transaction should have been filed to the 
date the transaction was originally filed)
a change (increase or decrease) is made to the amount  ´
of a previously reported transaction after the transac-
tion due date (the amount of the change is late from the 
transaction due date to the date the amended transac-
tion changing the amount is filed) – no penalty will be 
imposed for a change in the amount of an expenditure 
made by an agent transaction
a previously reported transaction is deleted after the  ´
transaction due date (the transaction is considered late 
from the transaction due date to the date the transac-
tion deletion is filed)
a cash balance adjustment transaction is filed because  ´
the committee is unable to reconcile the calculated cash 
balance based on transactions filed with the Secretary 
of State with the committee’s bank balance
a change (increase or decrease) is made to the amount  ´
of a previously reported cash balance adjustment
or
a cash balance adjustment transaction is deleted after it  ´
has been filed

Exceptions to What Constitutes a Late Filing

If a candidate, political committee or petition committee 
receives updated information that an in-kind contribution 
received from another candidate, political committee or 
petition committee reported in a transaction is inaccurate 
or otherwise insufficient, the candidate, political commit-
tee or petition committee that received the in-kind contri-
bution shall, without penalty, file an amended transaction.

The amended transaction may be filed without penalty if it 
is filed not later than the date that the statement is required 
to be filed, or if the filing deadline has passed, not later than 
30 calendar days after the candidate, political committee 
or petition committee received the updated information. 
This applies only to an in-kind contribution that needs to be 
deleted, or to a change to the date, amount or contributor 
name associated with the transaction. If an amendment to 
the in-kind contribution transaction must be filed, the com-
mittee should detail in the notes field of the transaction, the 
detailed reason for the changes.

This does not apply to a candidate, political committee or 
petition committee that knew or reasonably should have 
known that the information reported in the statement 
originally filed under ORS 260.057, 260.076 or 260.118 
was inaccurate or insufficient at the time of filing. It does 
not apply to:

 an original in-kind contribution transaction that is  ´
filed late
an amended in-kind contribution transaction which  ´
results in an insufficient data element of the transaction
if the contributor is amended from a political  ´
committee to a person
or
if the contributor is amended from a person to a  ´
political committee

Penalty Matrix 
Late Filings

Warning 
Criminal penalties may apply if transactions verified 
as true by the candidate or treasurer are knowingly 
submitted with false information. ORS 260.715(1).
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Penalties

The penalty for a late transaction is ½% of the amount of 
the transaction multiplied by the number of business days 
the transaction is filed late. 

The penalty for a late Certificate of Contributions and 
Expenditures (PC 7) is $10 for each business day the 
Certificate is late. 

The penalty for a late Statement of Independent Expendi-
tures (PC 10) is ½% of the total expenditures multiplied 
by the number of business days the PC 10 is filed late. 

The penalty for a cash balance adjustment transaction is 
10% of the amount of the transaction.

Maximum Penalties

The maximum penalty for each late transaction is 10% of 
the amount of the transaction. 

The maximum penalty for a late Certificate of Limited 
Contributions and Expenditures is $100.

The maximum penalty for each cash balance adjustment is 
10% of the amount of the transaction.

The maximum penalty for a late Statement of Independent 
Expenditures (form PC 10) is 10% of the total amount 
reported on form PC 10.

Waiver of Penalty and Violation

If a transaction is late as a direct result of an error by the 
Elections Division, the violation is waived and no penalty 
is assessed. 

If the total penalty for a case is less than $50, a proposed 
penalty notice will not be issued and there will be no 
violation found.
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Penalties may be assessed for any contribution transaction 
that is filed late during a legislative session. A transaction 
is considered late in any of the following circumstances:

a transaction is not filed by the due date for the transaction ´

 a change is made to the name of the contributor after  ´
the transaction due date, resulting in an entirely differ-
ent contributor being associated with the transaction 
(the transaction is considered late from the transaction 
due date to the date the amended transaction changing 
the contributor is filed)
a change is made to the date of the transaction resulting  ´
in a due date that is prior to the date the transaction was 
originally filed (the transaction is considered late from 
the date the transaction should have been filed to the 
date the transaction was originally filed)
a change (increase or decrease) is made to the amount of  ´
a previously reported transaction after the transaction due 
date (the amount of the change is late from the transaction 
due date to the date the amended transaction changing 
the amount is filed)
a previously reported transaction is deleted after the  ´
transaction due date (the transaction is considered late 
from the transaction due date to the date the transaction 
deletion is filed)

Penalties

The penalty for filing a late contribution during a legisla-
tive session is ½% of the amount of the late transaction 
multiplied by the number of business days the transaction 
is filed late.

Maximum Penalties

The maximum penalty for each late contribution transaction is 
10% of the amount of the transaction.

Waiver of Penalty and Violation

If the transaction is late as a direct result of an error by the 
Elections Division, the violation is waived and no penalty 
is assessed. If a transaction is late and should have been 
filed during the three business day grace period for filing an 
original Statement of Organization, the violation is waived 
and no penalty is assessed if the transaction is filed within 
five business days from receiving the contribution. 

If the total penalty for a case is less than $50, a proposed 
penalty notice will not be issued and there will be no 
violation found.

Penalty Matrix 
Late Filings of Contributions Received During a Legislative Session

Warning 
Criminal penalties may apply if transactions verified 
as true by the candidate or treasurer are knowingly 
submitted with false information. ORS 260.715(1).
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An insufficiency results when a contribution (cash, 
in-kind, loan received or pledge) or expenditure (cash, 
loan payment, personal expenditure, account payable 
or expenditure made by an agent) is missing one of the 
following items of required information or an item of 
information provided is not sufficient: 

contributor’s name ´

contributor’s address (not including zip code) ´

contributor’s occupational information ´

name of payee ´

payee’s address ´

purpose of expenditure ´

or
terms of loan made or received ´

After the deadline for submitting a transaction or after 
a transaction is filed, whichever is later, the Elections 
Division has 10 business days to review the transaction 
and determine if the transaction does not include all of the 
information required by law. The treasurer, and individual 
designated by the treasurer or candidate as correspondence 
recipient, is sent an exam letter via email that either indi-
cates the transaction is sufficient or identifies any of the 
transaction’s insufficiencies that need to be corrected. The 
letter includes a deadline for providing amendments to 
correct any insufficient information. The deadline is 14 days 
from the date of the exam letter, or the due date for a trans-
action, whichever is later.

If the requested information is filed by the amendment 
deadline provided in the exam letter and is deemed suf-
ficient, the transaction is considered sufficient and there is 
no penalty. If the treasurer fails to provide the information 
requested in the exam letter by the amendment deadline, 
the committee will be subject to a penalty.

Exam letters are not issued for amended transactions. If an 
amended transaction is filed and is determined to be insuf-
ficient, that transaction is subject to a civil penalty.

Penalties

for all missing or insufficient items, other than those  ´
listed below: $10 per item
failure to provide detail of personal expenditures:  ´
5% of personal expenditures
failure to provide the terms of a loan:  ´ 1% of the loan

Omitted or insufficient information submitted after the 
amendment deadline but prior to the deadline for a candi-
date or treasurer to request a hearing will result in a 50% per 
item reduction of the penalty, if the information is deemed 
sufficient. If a public hearing is requested, the omitted or 
insufficient information may be submitted up to the date of 
the hearing and if deemed sufficient will result in a 50% per 
item reduction of the penalty.

Maximum Penalty

The maximum penalty for each insufficient transaction is 
10% of the amount of the transaction.

Waiver of Penalty and Violation

If an insufficiency is the direct result of an error by the 
Elections Division, the violation is waived and no penalty 
is assessed. 

If the total penalty for a case is less than $50, a proposed 
penalty notice will not be issued and there will be no 
violation found.

Penalty Matrix 
Insufficient Filings

Warning 
Criminal penalties may apply if transactions verified 
as true by the candidate or treasurer are knowingly 
submitted with false information. ORS 260.715(1).

Penalty Matrix
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Definitions

As used in this manual, unless the context requires other-
wise, the following terms mean:

Account Payable 
An amount owed to a creditor for goods or services, 
or a pledge to make a contribution, whether or not 
legally enforceable.

Account Receivable 
Unfulfilled pledges, subscriptions, agreements or promises 
of contributions made to a candidate or political commit-
tee.

Address 
Includes street number and name, rural route number or post 
office box, city, state and zip code. For individual contribu-
tors, address means that place where the individual receives 
personal financial correspondence: personal residence, post 
office box or place of employment. For payees, address is the 
city and state where the payee is located, or county if the 
payee is not located in a city.

Agent 
Any person who has:

actual oral or written authority, either express or implied,  ´
to make or to authorize the making of expenditures on 
behalf of a candidate or on behalf of a political commit-
tee supporting or opposing a measure
or
been placed in a position within the campaign organiza- ´
tion where it would reasonably appear that in the ordinary 
course of campaign-related activities the person may 
authorize expenditures.

Aggregate 
The total amount of contributions, including loans received, 
in-kind and unfulfilled pledges, received from a single  
contributor during a calendar year.

The total amount of expenditures, including account 
payables, cash, personal expenditures for reimbursement, 
agent expenditures and non-exempt loan payments made 
to the same payee in a calendar year.

Amendment 
An addition, correction or deletion of information to a 
transaction already filed.

Business Days 
Regular work days (calendar days excluding weekends and 
legal holidays as provided in ORS 187.010 and 187.020).

Calendar Year 
January 1 - December 31

Candidate 
An individual whose name is printed or expected to be 
printed on the ballot, an individual who campaigns for 
write-in votes, or an individual who collects or spends 
money to secure nomination or election to office at any 
time, even if the specific office is not indicated and the 
candidate’s name does not appear on a ballot. “Candi-
date” for purposes of ORS Chapter 260 does not include 
a candidate for precinct committee person.

Candidate Committee 
A political committee formed by an individual running for 
public office.

City Offices 
The elected public offices of a city which may be voted on 
only by the registered voters of the city. City offices typically 
include a Mayor, City Councilors, a municipal Judge and 
other officers the city council considers necessary for the 
conduct of business. (The offices may vary depending upon 
the city’s charter and ordinances. Contact the city elections 
filing officer for any questions regarding city offices.)

Committee 
A political committee.

Committee Director 
Any person who directly and substantially participates 
in decision-making on behalf of a political committee 
concerning the solicitation or expenditure of funds and the 
support of or opposition to candidates or measures. The 
officers of a political party are considered the directors of 
any political party committee of that party, unless otherwise 
provided in the party’s bylaws.
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Committee Identification Number 
The number assigned to Oregon committees registered 
with the Elections Division.

Contribution 
A contribution includes:

the payment, loan, gift, forgiving of indebtedness, or  ´
furnishing without equivalent compensation or consid-
eration, of money, services other than personal services 
for which no compensation is asked or given, supplies, 
equipment or any other thing of value:
for the purpose of influencing an election for public 
office or an election on a measure, or of reducing the 
debt of a candidate for nomination or election to public 
office or the debt of a political committee
or
to or on behalf of a candidate, political committee or 
measure
and
any unfulfilled pledge, subscription, agreement or  ´
promise, whether or not legally enforceable, to make  
a contribution.

Regarding a contribution made for compensation or  
consideration of less than equivalent value, only the  
excess value of it is a contribution.

Controlled Committee 
A political committee that, in connection with the making 
of contributions or expenditures:

is controlled directly or indirectly by a candidate or a  ´
controlled committee
or
acts jointly with a candidate or controlled committee ´

A candidate controls a political committee if:
the candidate, the candidate’s agent, a member of the can- ´
didate’s immediate family or any other political committee 
that the candidate controls has a significant influence on 
the actions or decisions of the political committee
or
the candidate’s committee and the political committee  ´
both have the candidate or a member of the candidate’s 
immediate family as a treasurer or director 

Corporation 
Includes for-profit, nonprofit and professional corporations.

County Offices 
The elected public offices of a county which may be voted 
on only by the registered voters of the county. County 
offices typically include County Commissioners, County 
Assessor, County Clerk, County Sheriff and County 
Treasurer.

The offices may vary depending upon the county’s charter 
and ordinances. Contact the county elections filing officer 
for any questions regarding county offices.

District Offices 
The elected public offices of a special district (such as a 
school or water district) which may be voted on only by 
the registered voters of the special district. District offices 
typically include a board of directors.

The offices may vary depending upon the district’s statutory 
requirements. Contact the county elections filing officer 
for any questions about district offices.

Electoral District 
An area within the state, county, city or district that is 
designated to be governed or represented by a particular 
elected public office.

Electors 
Active registered voters in the State of Oregon.

Exempt Loan 
Any loan of money made by a financial institution, other 
than any overdraft made with respect to a checking or 
savings account, if the loan:

bears the institution’s usual and customary interest rate  ´
for the category of loan involved
is made on a basis which assures repayment ´

is evidenced by a written instrument ´

and
is subject to a due date or amortization schedule ´

Definitions
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Definitions (ctnd.)

Expenditure 
Includes the payment or furnishing of money or anything 
of value or the incurring or repayment of indebtedness or 
obligation by or on behalf of a candidate, political com-
mittee or person in consideration for any services, supplies, 
equipment or other thing of value performed or furnished 
for any reason, including support of or opposition to a 
candidate, political committee or measure, or for reducing 
the debt of a candidate for nomination or election to public 
office. Also includes contributions made by a candidate or 
political committee to or on behalf of any other candidate 
or political committee.

Fair Market Value 
Fair market value is the dollar amount one would expect to 
pay for the goods or services. 

Federal Offices 
President, Vice President, United States Senator or United 
States Representative.

Filing Officer 
See “Appropriate Elections Filing Officer/Official.”

Financial Institution 
A financial institution conducting business in Oregon.

Forgiven Loan 
A loan which a lender determines need not be repaid.

Independent Expenditure 
An expenditure by a person for a communication in sup-
port of or in opposition to a clearly identified candidate 
or measure. The expenditure must not be made with the 
cooperation or with the prior consent of, or in consulta-
tion with, or at the request or suggestion of, a candidate 
or any agent or authorized committee of the candidate, 
or any political committee or agent of a political commit-
tee supporting or opposing a measure.

In-Kind 
A good or service, other than money, having monetary value.

Legislative Official 
Any member or member-elect of the Legislative Assembly.

Loan Cosigner or Guarantor 
A person who guarantees a loan of monetary value for a 
candidate or political committee.

Local Initiative or Referendum 
Any initiative or referendum filed with a county, city or 
special district elections office.

Local Office or Measure 
Any office or measure to be voted upon by the registered 
voters of a county, city or special district.

Measure 
Includes any of the following submitted to the people for 
their approval or rejection at an election:

an Act or part of an Act of the Legislative Assembly ´

a county, city or special district legislation ´

a proposed law ´

a proposition or question ´

a proposed revision or amendment to the   ´
Oregon Constitution

Measure Committee 
A political committee organized exclusively to 
support or oppose one or more measures certified 
to a ballot in Oregon. 

Membership Organization 
A trade association, cooperative, corporation without 
capital stock, or a local, national, or international labor 
organization that:

is composed of members, some or all of whom are vested  ´
with the power and authority to operate or administer 
the organization, pursuant to the organization’s articles, 
bylaws, constitution or other formal organizational docu-
ments expressly states the qualifications and require-
ments for membership in its articles, bylaws, constitution 
or other formal organizational documents makes its 
articles, bylaws, constitution, or other formal organiza-
tional documents available to its members upon request 
expressly solicits persons to become members ´

expressly acknowledges the acceptance of membership,  ´
such as by sending a membership card or including the 
member’s name on a membership newsletter list
and
is not organized primarily for the purpose of influenc- ´
ing the nomination for election, or election, of any 
individual to public office
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Nonaffiliated Candidate 
A candidate filing for a partisan office by Assembly of 
Electors or Individual Electors. A nonaffiliated candidate 
cannot have been a member of any political party during 
the last 180 days before the deadline for filing the certifi-
cate of nomination.

Nonpartisan Office 
An office for which the candidate does not run under the 
name of any political party. Nonpartisan offices include: 
Judge (Supreme Court, Court of Appeals, Tax Court,  
Circuit Court and County Judge who exercises judicial 
functions), Superintendent of Public Instruction, Commis-
sioner of the Bureau of Labor and Industries, any elected 
office of a metropolitan service district under ORS Chapter 
268, Justice of the Peace, County Clerk, County Assessor, 
County Treasurer, Sheriff, District Attorney and any office 
designated nonpartisan by a home rule charter. Special 
District offices are also nonpartisan.

OAR 
Oregon Administrative Rules.

Occupation 
The nature of an individual’s primary job or business, whether 
paid or unpaid, and, if the individual is employed by another 
person, the employer’s company name and address, by city 
and state.

ORESTAR 
The Elections Division web-based campaign finance 
reporting system.

ORS 
Oregon Revised Statutes.

Other Disbursements 
Monies disbursed by the candidate or committee that do 
not meet the definition of “expenditure.”

Other Receipts 
Monies received by a candidate or committee that do not 
meet the definition of “contributions.”

Partisan Office 
An office for which the candidate may be nominated by a 
major or minor political party or as a nonaffiliated candidate.

Person 
An individual, corporation, limited liability company,  
labor organization, association, firm, partnership, joint 
stock company, club, organization or other combination  
of individuals having collective capacity.

Petition Committee 
A committee formed by the chief petitioners of an initiative, 
referendum, or any recall petition.

A petition committee may be designated to support only one 
initiative, referendum, or recall petition. The treasurer shall 
keep accounts and file reports for that single and distinct 
committee separate from any other petition committee 
or any political committee. A petition committee is not a 
political committee.

Political Action Committee 
Includes miscellaneous, political party, caucus, recall and 
measure committees.

Political Committee 
A combination of two or more individuals, or a person other 
than an individual, that has received a contribution or made 
an expenditure for the purpose of supporting or opposing a 
candidate, measure or political party. Expenditure does not 
include a contribution to a candidate or political commit-
tee required to report the contribution or an independent 
expenditure that is required to be reported. Political com-
mittee also includes an individual that solicits and receives 
a contribution, unless all contributions received by the indi-
vidual are designated to a committee and forwarded to that 
committee within seven business days of receipt. A petition 
committee is not a political committee.

Political Party Committee 
A political committee organized by a political party which 
has appropriately filed its organizational documents with the 
Secretary of State under ORS 248.007 or 248.009. Includes 
county central committees.

Professional Delivery Service 
Includes common carriers such as the United States Postal 
Service, Federal Express, UPS, etc. Other businesses that 
in the course of their work may be responsible for delivering 
documents, such as accounting or contribution and expen-
diture transaction preparation services, are not considered 
professional delivery services.

Definitions
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Definitions

Prospective Petition

Candidate: The information and filing forms, except  ´
signatures and other identification of petition signers, 
required to be contained in a completed petition.
Local (City, County, District): The information and  ´
filing forms, except signatures and other identifica-
tion of petition signers, required to be contained in a 
completed petition.
Statewide: A prospective initiative or referendum peti- ´
tion, which has been filed and accepted by the Elections 
Division’s office, but has not received written approval 
to circulate, from the Elections Division.

Public Office 
Any national, state, county, city or district office or posi-
tion, except a political party office, filled by electors.

Public Office Holder Expense 
Expenditures associated with allowable public office holder 
expenses such as gifts of nominal value, conference regis-
tration fees, membership dues, constituent services, staff 
wages, office rent, mileage, gas, travel and entertainment. 
When this purpose is used, a committee must provide a 
written description.

Recall Petition 
A petition by electors to place a question on a special recall 
election ballot regarding whether a specified public officer 
should be removed from office.

Referendum Petition 
A petition by electors to approve or reject legislation adopted 
by the Oregon Legislature or the governing body of a county, 
city or district.

Registered Voter 
A resident of the State of Oregon who:

is a US citizen ´

is 17 years of age or older (a ballot will not be sent until  ´
an election occurs on or after the 18th birthday)
is registered more than 20 calendar days  ´
before the election

Regularly Published Publication 
A publication published on a recurring basis according  
to a time schedule that bears no relation to an election.

Slate Mailer 
A mass mailing that supports or opposes a total of three or 
more candidates or measures.

Slate Mailer Organization 
Any person who directly or indirectly:

is involved in the production of one or more slate  ´
mailers and exercises control over the selection of  
the candidates and measures to be supported or  
opposed in the slate mailers
and
receives, or is promised, payment for producing one  ´
or more slate mailers or for endorsing or opposing, or 
refraining from endorsing or opposing, a candidate or 
measure in one or more slate mailers.

A slate mailer organization does not include a political 
party or a legislative caucus committee.

State Measure 
A measure to be voted on by the registered voters of the 
entire state.

State Offices 
Governor, Secretary of State, State Treasurer, Attorney 
General, Commissioner of the Bureau of Labor and Indus-
tries, Superintendent of Public Instruction, Judge (Supreme 
Court, Court of Appeals, Tax Court, Circuit Court and any 
County Judge who exercises judicial functions), State Sena-
tor, State Representative or District Attorney.

Statewide Offices 
The elected public offices of the State of Oregon which are 
voted on by all the registered voters of the state (Governor, 
Secretary of State, State Treasurer, Attorney General, Com-
missioner of the Bureau of Labor and Industries, Superin-
tendent of Public Instruction, Supreme Court Judge, Court 
of Appeals Judge and Tax Court Judge).



77

Treasurer 
A person appointed by a candidate or political committee 
to manage and report the contributions and expenditures 
of the candidate or political committee. A treasurer shall 
perform all the duties prescribed for a candidate or political 
committee under ORS 260.005 and 260.035 to 260.159.

Undue Influence 
Application of force, violence, restraint or the threat of 
it, inflicting injury, damage, harm, loss of employment or 
other loss or threat of it, or giving or promising to give 
money, employment or other thing of value, done with 
the intent to induce a person to engage or refrain from 
engaging in specific kinds of political activity listed in 
ORS 260.665(2). Depending on the conduct the person 
applying undue influence intends to induce, a violation 
of ORS 260.665 is punishable by imposition of a civil 
penalty or as a class C felony.

Definitions
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Notice

This reprint of OAR 165-012-0050 through 165-012-0240 is not adopted as part of OAR 165-012-0005, the 2008 
Campaign Finance Manual, but is reprinted here to assist readers of the manual. The Elections Division, in reprint-
ing these rules, endeavors to provide the most up-to-date versions of the rules. Rules, however, may change dur-
ing the period that the Campaign Finance Manual will be in effect. Before relying on any specific rule, contact the 
Elections Division to determine if that version is still correct.

OAR 165-102

OAR 165-102
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(1) The purpose of this rule is to establish procedures for reporting the contribution of poll results, the allocation of polling expens-
es, the valuation of poll results, and the reporting of in-kind contributions of poll results.

(2) This rule does not apply to:
(a) Individuals mentioned in a poll who are not candidates; and
(b) Polls conducted internally by a campaign or entity that are not contributed.

(3) For purposes of this rule and, except where otherwise defined:
(a) “Candidate” includes an agent of the candidate or an agent of the candidate’s principal campaign committee.
(b) “Contributor” means a purchaser of a poll or agent who gives the poll results to one or more nonpurchaser candi-

dates or non-purchaser political committees.
(c) “Date of purchase” means the date that a person pays for a poll.
(d) “Person” includes an agent of the person.
(e) “Political Committee” includes an agent of the political committee.
(f) “Poll:”

(A) Means a questioning of selected participants regarding one or more candidates or issues that comprises one or 
more questions, whether the questioning is commissioned or conducted by volunteers; and

(B) Includes a sample of participants that is a self-contained subset of all participants under paragraph (A) of this  
subsection.

(g) “Purchaser” means a person or political committee that requests or otherwise commissions and pays for a poll.
(h) “Receipt” means in the custody of a candidate or political committee. Examples of custody include but are not lim-

ited to physical or electronic possession or possession by means of telephonic or facsimile communication.
(i) “Results” means the raw data of a poll or any compiled conclusions and analysis supported by the raw data.

(4) The purchase of the results of a poll by a candidate or a political committee is an expenditure by the candidate or political com-
mittee.

(5) The acceptance of the results of a poll that have a value under section 9 of this rule by a candidate or political committee is an 
in-kind contribution by the contributor and an in-kind expenditure in the amount determined under sections 8 and 9 of this rule 
and must be reported by:

(a) The recipient candidate or political committee; and
(b) If the contributor is required to file statements of contributions received and expenditures made under ORS 260.058 

to 260.073, the contributor.

(6) A candidate or political committee accepts the results of a poll if the candidate or political committee:
(a) Requests the poll results; or
(b) Obtains the poll results from the contributor.

(7) A contributor of poll results shall retain records for two years sufficient to support the valuation of poll results and any allocation 
of poll costs.

(8) The contributor of a poll shall determine:
(a) The percentage of the poll’s overall cost to be allocated to each of the candidates directly or indirectly affected by the 

poll (Divide the number of questions in the sample received by a candidate by the total number of questions asked in 
the sample); and

(b) The base amount of in-kind contribution to each recipient candidate (Multiply the overall cost of the poll by a par-
ticular candidate’s percentage of the overall cost as calculated under subsection (a) of this section).

OAR 165-012-0050 Contribution of Polls, Allocation of Polling Expenses
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(9) For purposes of valuing poll results accepted by a candidate or political committee:
(a) A poll shall have no value to any recipient candidate or political committee if the poll is simultaneously released to 

each candidate who is running for nomination or election to an office covered by the poll.
(A) The provisions of this subsection may be used only if a poll covers more than one candidate.
(B) If any individual files for an office covered by a contributed poll within 90 days of the poll being valued under 

this subsection, the contributor must give the individual the poll results not later than the 30th day after the 
date the individual files for the office.

(b) A poll shall have no value to any recipient candidate or political committee if the poll is released (prior to or simulta-
neously with delivery to a candidate covered in the poll or any political committee) to:
(A) The newspaper of largest circulation in the district from which a candidate or candidates are running, or if the 

district is statewide, to at least ten of the largest daily circulation newspapers in the state; and
(B) At least one broadcast media outlet licensed for commercial operations by the FCC whose primary broadcast 

coverage encompasses the district in which a candidate or candidates are running.
(c) A poll that is not valued under subsections (a) or (b) of this section shall be valued according to the valuation 

schedule provided in this subsection. Except as provided in subsection (d) of this section, poll results received by a 
candidate or political committee within the following time periods after the last (closing) day that the purchaser or 
other entity conducting the poll accepts data from which the poll results will be compiled (for example, the day the 
last oral questions are asked or the day that the purchaser stops accepting mail returns) shall have the corresponding 
value to the recipient as an in-kind contribution:
(A) One to 15 days after the closing day, 100 percent of the:

(i) Recipient candidate’s base amount of in-kind contribution for a poll calculated under section 8(b) 
of this rule;

(ii) Overall cost of a poll for a recipient political committee; or
(iii) Overall cost of a poll for a recipient candidate or political committee.

(B) 16 to 60 days after the closing day, 50 percent of the:
(i) Recipient candidate’s base amount of in-kind contribution for a poll calculated under section 8(b) 

of this rule; or
(ii) Overall cost of a poll for a recipient candidate or political committee.

(C) Sixty one to 180 days after the closing day, five percent of the:
(i) Recipient candidate’s base amount of in-kind contribution for a poll calculated under section 8(b) 

of this rule; or
(ii) Overall cost of a poll for a recipient candidate or political committee.

(D) More than 180 days after the closing day, no value to the recipient candidate or political committee.
(d) Notwithstanding subsection (c) of this section, a poll conducted and completed more than 180 days prior to the next 

election to be held after the poll is conducted and completed shall have no value to any recipient candidates or  
political committees. “Conducted and completed” means that all questions, in any format, have been asked and fur-
ther replies are not being accepted by the purchaser or other entity in charge of gathering data from which the poll 
results will be compiled, and that the poll results have been compiled.

(10) A candidate or political committee that has accepted the results of a poll believing that the results have no value or a  
particular value is liable for any fees or penalties owed as a result of having to report the acceptance as a previously  
unreported or underreported in-kind contribution and expenditure if the results of the poll are subsequently determined to have 
value or a higher value to the candidate or political committee.

Stat. Auth.: ORS 246.150 & Ch. 1, OL 1995

Stats. Implemented: Ch. 1, OL 1995
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(1) Under ORS 260.737(2) and (4), the Secretary of State must adopt rules defining certain terms relating to slate mailer  
organizations.

(2) As used in ORS 260.005, 260.735 and 260.737, these terms shall have the following meanings:
(a) “Legible size” means that the printing of the required notice will be no less than eight-point Helvetica type for any  

slate mailer 8-1/2 x 11 inches or less, and ten-point Helvetica type for any slate mailer larger than 8-1/2 x 11 inches.  
The required notice will be printed at the top or bottom of the front surface of the mailer;

(b) “Legible size and type” means that the notice shall be in a color of print which contrasts with the background of the 
mailer so as to be readily and easily legible, and in a printed (bold, italicized, or other means) or drawn box and set 
apart from any other printed matter. The size shall be as defined in subsection (a) of this section;

(c) “Payment” means the payment or furnishing of money or any thing of value or the incurring or repayment of  
indebtedness or obligation by or on behalf of a candidate, political committee or person for the purpose of  
participating in a mass mailing that supports or opposes a total of three or more candidates or measures.

Stat. Auth.: ORS 246.150 & 260.737

Stats. Implemented: ORS 260.737

OAR 165-012-0060 Slate Mailer Organizations
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Administrative Discontinuation of a Political Committee

(1) The Elections Division may administratively discontinue a political committee when: 
(a) The committee has not filed any transactions under ORS 260.057 for one calendar year; and
(b) The committee’s ending cash balance reflected in ORESTAR is not more than $2000.

(2) Not later than 30 days before administratively discontinuing a committee under this section, the Elections Division shall attempt 
to notify the committee of the proposed discontinuation.

(a) For a candidate committee:
(A) By certified mail sent to the mailing address reported on the most recent Statement of Organization for the 

candidate and by first class mail to the most recent mailing address for the candidate reported in the Oregon 
Centralized Voter Registration System; and 

(B) By first class mail to the mailing address reported on the most recent Statement of Organization for the trea-
surer, if applicable. 

(b) For a political committee notice will be sent by certified mail sent to the mailing address reported on the most recent 
Statement of Organization for the treasurer and by first class mail to the most recent mailing address for the trea-
surer reported in the Oregon Centralized Voter Registration System.

(3) The notice shall inform the committee that it will be discontinued by the Elections Division unless the committee informs the 
Elections Division of reasons why the committee does not meet the criteria of this rule for administrative discontinuation. The 
committee must inform the Elections Division of the reasons not later than the 20th day after the recipient signs for the certified 
notice. However, if the certified notice is refused or left unclaimed at the post office, the 20-day period begins on the day the 
post office indicates it has given first notice of the certified letter. The written notice shall also include: 

(a) Notification that the statement of organization will be administratively discontinued 30 days from the date of the let-
ter; and 

(b) The applicable reasons for discontinuation listed in subsection (1) of this section.

OAR 165-012-0240 Administrative Discontinuation of Political Committee



85OAR 165-012-0240



86 Campaign Finance Manual

Forms
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Statement of Organization for Candidate Committee SEL 220  
 rev 01/10: ORS 260.037,
 ORS 260.039, ORS 260.041

continued on the reverse side of this form SEL 220

This filing is an:       ° Original ° Amendment ° Discontinuation

Name of Committee (if changing the committee name, please include the former name)

Committee Address (no post office box numbers)   City  State  Zip Code

Campaign Phone

Name of Treasurer
°Mr.   °Ms. 

Mailing Address for Committee Correspondence  City  State  Zip Code

Work Phone   Home Phone   Fax  Email Address (required)

Name of Alternate Transaction Filer (must be someone other than the candidate or treasurer)
°Mr.   °Ms. 

Mailing Address for Alternate Transaction Filer   City  State  Zip Code

Email Address (required if designating an Alternate Transaction Filer)

Name of Correspondence Recipient (must be someone other than the candidate or treasurer)
°Mr.   °Ms. 

Mailing Address for Correspondence Recipient   City  State  Zip Code

Email Address (required if designating a Correspondence Recipient)

Name of Candidate
°Mr.   °Ms. 

Candidate Address (no post office box numbers)   City  State  Zip Code

Mailing Address for Candidate Correspondence  City  State  Zip Code

Work Phone   Home Phone   Fax  Email Address (required)

Committee Information

Treasurer Information

Alternate Transaction Filer Information (optional)

Information for Correspondence Recipient Designated to Receive Notices Sent Under ORS Chapters 246-260 (optional)

Candidate Information

Filing a New Committee: This form, along with the Campaign Account Information form (SEL 223), must be completed and filed within 
3 business days of first receiving a contribution or making an expenditure. The “Original” box should be marked on both forms. 

A candidate may have only one Candidate Committee.

A Candidate Who Serves as the Treasurer: A candidate may either serve as the candidate’s own treasurer or may appoint a separate treasurer. 
A candidate who serves as their own treasurer, does not have an existing candidate’s committee and does not expect to receive or spend more 
than $350 for a calendar year is not required to establish a campaign account, file a Statement of Organization or file transactions. However, if at 
any time the candidate exceeds $350 in either contributions or expenditures in a calendar year, the candidate must then establish a campaign 
account, file a Statement of Organization and file contribution and expenditure transactions.

Amending Information on this Form: Any change in the information on this form must be filed within 10 days of the change. To notify the 
Elections Division of a change in information, submit this form, completed in its entirety, and mark the “Amendment” box. An amended SEL 223 
should not be filed unless the information on that form also changes.

Discontinuing: A candidate may discontinue their committee by disclosing all transactions that achieve a zero cash balance and filing a completed 
SEL 220 with the “Discontinuation” box marked.

Note: Prior to discontinuing a committee must file a Notice of Intent to Discontinue (form SEL 224) either electronically using ORESTAR or by filing 
the paper form SEL 224 with the Elections Division.

Please type or print legibly in black or blue ink
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Initials Committee ID Number

Date SEL 223 Received 

SEL 223

Other Election Activity

° Primary 20         °  General 20         °  Other Election Date:          

Choose one if filing for a partisan office: 
° Constitution °  Democratic °  Independent °  Libertarian °  Pacific Green
° Progressive °  Republican °  Working Families  °  Nonaffiliated °  Other: 

Attached is a Campaign Account Information Form (SEL 223)   °  Yes °  No

° Supports or opposes multiple candidates and measures  (if this is marked there is no requirement to name the candidates or measures.)

° Supports specific measures or recall  Measure number(s): 

    Candidate(s) being recalled: 

° Opposes specific measures or recall  Measure number(s): 

    Candidate(s) being recalled: 

By signing this document I acknowledge that I am personally liable for any penalties imposed under ORS Chapter 260 
and attest that the information on the form is true and correct.

Candidate’s Signature         Date Signed

Treasurer’s Signature if different than candidate    Date Signed

Occupation of Candidate

Employer’s Name      City and State of Employer ° Self-Employed 
         ° Not Employed

Name of Office Sought (include county, position, department or zone number, if applicable)

If the committee has more than one director, attach a list of additional directors and include all the information required on the form for each director. 
The candidate should not be designated as a committee director. A committee director is not required.

Name of Committee Director   Address including zip code

Phone Number         Occupation

Employer’s Name         City and State of Employer   °  Self-Employed 
                °  Not Employed

If two or more directors of this political committee are also directors of another political committee, list the names of those  
directors and the name and address of the other political committee. Attach a list if necessary.

 

Candidate Information continued from previous side

Committee Director(s)

Candidate Election Activity

Political Party Affiliation

Important  
Both the candidate and the treasurer of a candidate committee must sign the Statement of Organization.
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Statement of Organization for Political Action Committee SEL 221  
 rev 01/10: ORS 260.042

continued on the reverse side of this form SEL 221

This filing is an:       ° Original ° Amendment ° Discontinuation

Name of Committee (if changing the committee name, please include the former name)  Abbreviation or Acronym

Committee Address no post office box numbers   City  State  Zip Code

Campaign Phone

Name of Treasurer
°Mr.   °Ms. 

Mailing Address for Committee Correspondence  City  State  Zip Code

Work Phone   Home Phone   Fax  Email Address (required)

Name of Alternate Transaction Filer (must be someone other than the treasurer)
°Mr.   °Ms./Mrs. 

Mailing Address for Alternate Transaction Filer   City  State  Zip Code

Email Address (required if listing an Alternate Transaction Filer)

Name of Correspondence Recipient (must be someone other than the treasurer)
°Mr.   °Ms. 

Mailing Address for Correspondence Recipient   City  State  Zip Code

Email Address (required if listing a Correspondence Recipient)

Committee Information

Treasurer Information

Alternate Transaction Filer Information (optional)

Information for Correspondence Recipient Designated to Receive Notices Sent Under ORS Chapters 246-260 (optional)

Type of Political Action Committee select only one

° Caucus Committee ° Recall Committee ° Measure

“  Exclusively  support
 or oppose one 
 or more measures 
 on a ballot

° Political Party

“  A major or minor 
 party defined  in  
 ORS Chapter 248
“  A committee 
 established by 
 a major or minor  
 party under party  
 bylaws

° Miscellaneous

  Support or oppose one 
or more of the following:

“  Specific candidates
“  Entire ticket of a political party
“  Candidate in a recall election
“  Multiple candidates and measures

Filing a New Committee: This form, along with the Campaign Account Information form (SEL 223), must be completed and filed within 3 
business days of first receiving a contribution or making an expenditure. The “Original” box should be marked on both forms. A date stamped copy of 
this form, which includes the committee’s identification number, will be returned to the treasurer as an acknowledgment of the filing.

Committee Directors: All political action committees must designate at least one committee director who is not the treasurer. The treasurer may be a 
committee director if the treasurer meets the definition of “committee director” in ORS 260.005(2), but the treasurer may not be the only committee 
director. If a committee has more than two directors, attach a list of additional directors and include all the information required on the form for each director.

Amending Information on this Form: Any change in the information on this form must be filed within 10 days of the change. To notify the Elections 
Division of a change in information, submit this form, completed in its entirety, and mark the “Amendment” box. An amended SEL 223 should not be 
filed unless the information on that form also changes.

Note: Prior to discontinuing a committee must file a Notice of Intent to Discontinue, either electronically using ORESTAR, or by filing form SEL 224 
with the Elections Division.

Discontinuing: A committee may discontinue by disclosing all transactions that achieve a zero cash balance and filing a completed 
SEL 221 with the “Discontinuation” box marked. 

Please type or print legibly in black or blue ink
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Initials Committee ID Number

Date SEL 223 Received 

Political Party Name/Title or Number of Measure/Recall Candidate’s Name

Committee Information

° Primary 20         °  General 20         °  Other Election Date:      

        °  Support °  Oppose

        °  Support °  Oppose

        °  Support °  Oppose

If the committee has more than two directors, attach a list of additional directors and include all the information required on the form for each director. 

Name of Committee Director  Address including zip code

Phone Number      Occupation

Employer’s Name      City and State of Employer °  Self-Employed  
         °  Not Employed

Name of Committee Director  Address including zip code

Phone Number      Occupation

Employer’s Name      City and State of Employer °  Self-Employed  
         °  Not Employed

If two or more directors of this political committee are also directors of another political committee, list the names of those  
directors and the name and address of the other political committee. 

 

Committee Director(s)

Election Activity

Nature of Political Action Committee

Is this committee a controlled committee?    °  Yes °  No

If yes, identify the candidate who controls the committee: 

Is this committee a slate mailer organization?    °  Yes °  No

By signing this document I acknowledge that I am personally liable for any penalties imposed under ORS Chapter 260 
and attest that the information on the form is true and correct.

Treasurer’s Signature         Date Signed

SEL 223

Attached is a Campaign Account Information Form (SEL 223)   °  Yes °  No
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Statement of Organization for Petition Committee SEL 222  
 rev 01/10: ORS 260.118

continued on the reverse side of this form SEL 222

This filing is an:       ° Original ° Amendment ° Discontinuation

Name of Committee (if changing the committee name, please include the former name)  Abbreviation or Acronym

Committee Address no post office box numbers  City  State  Zip Code

Campaign Phone

Name of Treasurer
°Mr.   °Ms./Mrs. 

Mailing Address for Committee Correspondence  City  State  Zip Code

Work Phone   Home Phone   Fax  Email Address (required)

Name of Alternate Transaction Filer (must be someone other than treasurer)
°Mr.   °Ms./Mrs. 

Mailing Address for Alternate Transaction Filer  City  State  Zip Code

Email Address (required if listing an Alternate Transaction Filer)

Committee Information

Treasurer Information

Alternate Transaction Filer Information (optional)

Type of Petition Committee mark both type of petition and jurisdiction

Additional Information

Type of Petition:     ° Initiative ° Referendum ° Recall

Jurisdiction:   ° State ° County ° City ° Special District

Date Prospective Petition Filed (mm/dd/yy) *only required for local petitions

Date of Election (mm/dd/yy) *only required for state petitions

Filing a New Committee: This form, along with the Campaign Account Information Form (SEL 223), must be completed and filed within 
3 business days of first receiving a contribution or making an expenditure, and no later than the date the petition is approved for circulation. For 
a recall petition, it must be filed with the prospective petition. The “Original” box should be marked. A date stamped copy of this form, which 
includes the committee’s identification number, will be returned to the treasurer as an acknowledgment of the filing.

Chief Petitioners: A petition committee must list all chief petitioners of the petition. A recall committee may only have one chief petitioner.

Amending Information on this Form: Any change in the information on this form must be filed within 10 days of the change. 
To notify the Elections Division of a change in information, submit this form, completed in its entirety, and mark the “Amendment” box. 

Note: Prior to discontinuing a committee must file a Notice of Intent to Discontinue, either electronically using ORESTAR, or by filing form SEL 224 
with the Elections Division.

Discontinuing: The treasurer may discontinue the committee by disclosing all transactions that achieve a zero cash balance and filing a completed 
SEL 222 with the “Discontinuation” box marked. Discontinuation of a state initiative or referendum chief petitioner committee prior to the deadline 
for submitting signatures for verification can occur only if the petition is withdrawn.

Please type or print legibly in black or blue ink
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Initials      ID Number   

Date Acknowledgment Sent

Name of Chief Petitioner      Phone Number

Address        City  State  Zip Code

Name of Chief Petitioner      Phone Number

Address        City  State  Zip Code

Name of Chief Petitioner      Phone Number

Address        City  State  Zip Code

Chief Petitioner Information (a recall committee may only have one Chief Petitioner)

By signing this document I acknowledge that I am personally liable for any penalties imposed under ORS Chapter 260 
and attest that the information on the form is true and correct.

Treasurer’s Signature       Date Signed

Chief Petitioner’s Signature (optional)       Date Signed

Subject or Ballot Title of Petition/Name (and Position/Office) of Public Official for Recall

 

SEL 223

Attached Is A Campaign Account Information Form (SEL 223)   °  Yes °  No
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Campaign Account Information SEL 223  
 rev 01/10: ORS 260.039, ORS 260.042

For Office Use Only

Initials      Committee ID Number 

This filing is an:         ° Original ° Amendment

Name of Committee (if changing the committee name, please include the former name)

Name of Oregon Financial Institution

Account Number        Name of Account (must be identical to name of committee)

Name of Account Holder

Names of Persons Who Have Signature Authority

Committee Information

 

By signing this document I attest that the above information is true and correct.

Candidate’s Signature (for Candidate Committee only)    Date Signed

Treasurer’s Signature       Date Signed

Filing a New Committee: This form, along with the appropriate Statement of Organization form (SEL 220, 221 or 222), 
must be completed and filed within 3 business days of first receiving a contribution or making an expenditure. The “Original” box 
should be marked on both forms.

Amending Information on this Form: Any change in the information on this form must be filed within 10 days of the change. 
To notify the filing officer of a change in information, submit this form, completed in its entirety, and mark the “Amendment” box. 
An amended SEL 220, 221 or 222 should not be filed unless the information on that form also changes.

Discontinuing: A committee may discontinue by disclosing all transactions that achieve a zero cash balance by filing a completed 
SEL 200, 221 or 222 with the “Discontinuation” box marked. It is not necessary to submit this form when discontinuing a committee.

Confidentiality: The SEL 223 and any information it contains is exempt from public records disclosure and shall be kept confidential 
by the Elections Division.

Please type or print legibly in black or blue ink

Important
The information on this form is exempt from public records disclosure and shall be kept confidential by the Elections Division



Secretary of State Elections Division | 255 Capitol St. NE, Suite 501, Salem, OR 97310 | p. 503.986.1518 | f. 503.373.7414 | www.oregonvotes.org

Notice of Intent to Discontinue SEL 224  
 rev 01/10: ORS 260.118

For Office Use Only

Initials     Date Email Generated

Pending Other C&E Violation Cases    Other Election Violations 

Pending Insufficient/Late     Committee Discontinued    Final Notice to Committee

Prior to discontinuing a committee’s registration and closing the committee’s dedicated bank account, the treasurer or candidate, if 
applicable, must file the Notice of Intent to Discontinue (form SEL 224) with the Elections Division. The notice may be filed before the 
committee files its final transactions to achieve a zero balance. Not later than 90 days after form SEL 224 is filed, the Elections Division 
will examine each transaction filed under ORS 260.044, 260.057, 260.083, 260.102, 260.112 or 260.118 and notify the committee via 
email of any outstanding violations of any Oregon Election Law.

If additional transactions are filed after filing the Notice of Intent to Discontinue, the Elections Division has an additional 90 days to 
examine the statements and send the committee a notification of any pending late or insufficient transactions associated with the 
additional transactions. Notification is sent via email with an attached exam letter or amendment review report. If the committee has 
achieved a zero balance with the filing of the additional transactions, the Elections Division will include notification that the committee 
may discontinue.

If the committee has filed all transactions and achieves a zero balance when form SEL 224 is filed, the committee will receive an email 
identifying any outstanding violations of Oregon Election Law. The email will also inform the committee that it can be discontinued.

Name of Committee use full name      Committee ID Number

Candidate’s Name if applicable      Day Phone Number

Treasurer’s Name if different than candidate     Day Phone Number

Mailing Address as it appears on Statement of Organization, Street/Route

City      State  Zip Code

Committee Information

I,       ,  

hereby certify that I intend to discontinue the committee and close the campaign account. I understand that I may not discontinue the 
committee or close the campaign account until I receive notification from the Elections Division that a final review of all statements 
filed under ORS 260.057 has been completed.

Signature of Candidate or Treasurer       Date Signed

name of candidate or treasurer
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PC 7 Certificate of Limited Contributions and Expenditures rev 01/10

For Office Use Only

Initials     Date Entered

Notes

Name of Committee use full name      Committee ID Number

Treasurer’s Name if different than candidate     Day Phone Number

Mailing Address as it appears on Statement of Organization, Street/Route

City      State  Zip Code

Committee Type, Initiative or Measure Number or Office

Year      Cash Balance on January 1

If a candidate, political committee or petition committee does not  “ expect to receive a total of more than $2,000 or spend a total of 
more than $2,000 for the entire calendar year, a Certificate of Limited Contributions and Expenditures may be filed. A certificate must 
be filed no later than seven calendar days after receiving a contribution or making an expenditure in the calendar year. 

If either the total contributions or total expenditures exceed $2,000 during the calendar year, detailed contribution and expenditure  “
information must be electronically filed. All transactions during the calendar year to date must be filed no later than seven calendar 
days after exceeding the $2,000 threshold. Refer to the Campaign Finance Manual  for further information.

Deadline dates for filing a Certificate of Limited Contributions and Expenditures or contribution and expenditure transactions  “ must be 
strictly observed. Under ORS 260.232, the Secretary of State may impose a civil penalty against a candidate or treasurer for filing a 
late Certificate of Limited Contributions and Expenditures.

Committee Information

Notes

I,                ,

hereby certify I expect neither the aggregate contributions received nor the aggregate expenditures made by or on behalf of my 
candidacy or committee for this calendar year to exceed $2,000. I understand that this form must be filed no later than seven calendar 
days after receiving a contribution or making an expenditure in the calendar year. I also understand that if the committee exceeds 
$2,000 in total contributions or total expenditures during the calendar year, detailed transaction information must be filed electronically 
using ORESTAR for the calendar year within seven calendar days after exceeding the $2,000 threshold. By signing this document I 
acknowledge that I am personally liable for any penalties imposed under ORS Chapter 260 and attest that the information on this form 
is true and correct. 

Signature of Candidate or Treasurer   Date Signed

name of candidate or treasurer

Please type or print legibly in black or blue ink
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PC 10 Statement of Independent Expenditures rev 01/10

PC 10 see instructions on back and in Campaign Finance Manual

for office use only

6

1

7

2

8

3

9

4

 10

 5

Name of Individual or Organization making the Independent Expenditure (use full name)

Address, Street/Route

City    State  Zip Code  Work Phone Number

General Information

I hereby certify the above listed expenditures were made for the candidates 
or measures specified. By signing this document I acknowledge that I am personally 
liable for any penalties imposed under ORS Chapter 260 and attest that the information 
on the form is true and correct.

Signature of person responsible for filing PC 10 Date Signed

Date Name and Address of Payee* Purpose & A/P Amount of Paid
 *address includes city, or county if no city, and state Support/Oppose  Expenditure to A/P
  Information

   ° $ °

   ° $ °

   ° $ °

   ° $ °

   ° $ °

   ° $ °

   ° $ °

   ° $ °

   ° $ °

   ° $ °

Please type or print legibly in black or blue ink; list only one entry per line



PC 10 Statement of Independent Expenditures

An independent expenditure is an expenditure or account payable that is incurred for a communication in support of or in opposition 
to a clearly identified candidate or measure. The expenditure must not be made with the cooperation or with the prior consent of, or in 
consultation with, or at the request or suggestion of, a candidate or any agent or authorized committee of the candidate, or any political 
committee or agent of a political committee supporting or opposing a measure.

A person, other than a committee, who obligates or spends the person’s own funds of more than $100 for the calendar year to support or 
oppose any candidate or measure must file a Statement of Independent Expenditures (PC 10) with the Elections Division.

“Person” includes an individual, corporation, limited liability company, labor organization, association, firm, partnership, joint stock 
company, club, organization or other combination of individuals having collective capacity.

The deadline to file the PC 10 is not later than seven calendar days after the total amount of the independent expenditure exceeds $100 
in a calendar year. The accounting period begins on the date that an independent expenditure is made. The individual responsible for 
filing a late PC 10 is the individual who signs the PC 10. If you need assistance contact the Elections Division at 503-986-1518.

B Broadcast Advertising
Expenditures for radio and television advertising. If payment is 
made for preparation or production of advertising, use code Z.

L Literature, Brochures, Printing
Expenditures made for the preparation and production 
of campaign literature and printed solicitations, including 
expenditures for mailing lists, design, photography, 
copy, layout, printing and reproduction. Use code P for 
expenditures associated with literature mailing costs.

N Newspaper and Other Periodical Advertising:
Expenditures for advertising in newspapers, 
periodicals and other publications. 

O Other Advertising
Expenditures associated with the production and 
purchase of advertising on billboards, yard signs, 
voters’ pamphlets, and campaign paraphernalia such 
as buttons, bumper stickers, t-shirts, etc.

Independent Expenditure Information

Form Field Instructions

Abbreviations

Date: The date the expenditure was made or account payable is incurred. Date must include the month, day and year. 

Name and Address of Payee: The name and address of the vendor or individual to whom payment was made. Address is the city, 
or county if the payee is not located in a city, and state where the payee is located. Do not use acronyms in place of the full name 
of the payee.

Amount of Expenditure: Amount of check, cash transaction, credit or debit card charge.

Purpose & Support/Oppose Information: Use a purpose code from the list below or provide a written description of the purpose of 
the expenditure. If one or more of the following purpose codes, other than T, are used to describe an expenditure purpose, no other 
description is generally required. Name the candidate or measure and indicate support or opposition. If the expenditure supports or 
opposes multiple candidates or measures, specify the amount attributable to each candidate or measure.

A/P: Mark this if the “independent expenditure” is owed as an account payable. This may be an estimated amount.

Paid to A/P: Mark this if payment is made to an account payable previously reported on a PC 10.

P Postage
Expenditures for stamps, postage, United Parcel Service, Federal 
Express and direct mail services. Use code L for design and other 
production costs associated with producing campaign literature.

S Surveys and Polls
Expenditures associated with polls, reports on election trends, 
voter surveys, telemarketing, telephone banks, etc.

T Travel Expenses
Expenditures associated with travel. When code T is used, also 
describe the type of expenses (e.g., lodging, airfare, meals, gas, 
mileage, etc.)

Z Preparation and Production of Advertising
Payments associated with the preparation or production of 
broadcast, newspaper or other periodical advertising. If payment 
is made to an agent for purchase of advertising, use code A.
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2

8

3

9
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Name of Corporation       page             of            
Corporation Address, Street/Route

City    State  Zip Code  Day Phone Number

Committee Name

Paid-in Capital
$

Corporation and Committee Information

Page Total

Signature of Authorized Representative of Corporation Date Signed

Date Received Name and Address of Shareholder Occupation of Shareholder Amount of
   Paid-in-Capital

   $

   $

   $

   $

   $

   $

   $

   $

   $

   $

Please type or print legibly in black or blue ink; list only one entry per line



PC 12 Statement of Corporate Paid-in-Capital

A corporation must file a Statement of Corporate Paid-in-Capital (PC 12) when:

the major source of revenue for the corporation is paid-in-capital “

the primary purpose of the corporation is to support or oppose any candidate, measure or political party “

and

the corporation has made a contribution or an expenditure for that purpose “

The Statement of Corporate Paid-in-Capital and Cash Expenditures and Loan Payments form (PC 3), including information on the nature 
and amount of all expenditures of money and in-kind contributions made by the corporation, must be filed on the same dates and for 
the same reporting periods described in ORS 260.057.

Instructions

Definitions

Amount of Paid-in-Capital: The amount paid by the shareholder during the current reporting period.

Date: The date the transaction occurred. Date must include the month, day and year. 

Name and Address of Shareholder: The name and complete address of each shareholder, including residence 
or mailing address, city, state and zip code.

Occupation of Shareholder: The job held by the shareholder, even if it is unpaid. If the shareholder is self-employed 
or is the business owner, the nature of the business must be provided. 

Page Total: Add all paid-in-capital amounts on the page and enter the amount in the Page Total box.

Please type or print legibly in black or blue ink; list only one entry per line
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PC 13 Affidavit for Out-of-State Political Committee Contributions rev 01/10

For Office Use Only

Name of Out-of-State Political Committee

Address of Out-of-State Political Committee, Street/Route

City      State    Zip Code

Principal Interest of Out-of-State Political Committee

Out-of-State Committee Information

I,                am the candidate/treasurer 

for the                      .

I hereby certify, to the best of my knowledge and belief, the out-of-state political committee named below did not make contributions 
to candidates and treasurers of political committees in Oregon that exceeded two-thirds, in total amount, of all the out-of-state political 
committee’s contributions anywhere in the country during the calender year of                .

Signature (of Candidate or Treasurer of Political Committee or Petition Committee Receiving Contribution)  Date Signed

Signature of Notorial Officer  Date Commission Expires 

State of Oregon, County of              subscribed before me 

this                    day of                                , 20        by                        .

name of candidate or treasurer

name of committee

Please type or print legibly in black ink
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Amendments
 Definition, 72
 Statement of Organization
  Candidate Committee, 14
  Campaign Account Information, 26
  Chief Petitioner Committee, 23
  Political Action Committee, 19
 Transactions, 60-61

Anonymous contributions, 29, 43

Auctions, 47

Ballot vacancies for failure to file reports, 64

Business days, definition, 72

Business Information Center, 9

Calendar year, definition, 72

Campaign Account Information, completion of, 25-27

Campaign funds
 Personal use, 17, 22, 25
 Prohibited personal use, 31-32
 Public office holder expenses, 32

Candidate
 Committee directors, 16
 Contributions received during legislative session, 38
 Definition, 72
 Designating election activity, 15 
 Other election activity, 16
 Personal use, 22
 Prohibited personal use, 31-32
 Responsibilities, 13
 Statement of Organization (SEL 220), 13-17

Candidate committee, definition, 72

Cash balance, adjustment, 58-59

Caucus committees, 20.57

Certificate of Limited Contributions and Expenditures 
(PC 7), 17, 39
 Exceeding limit, 40
 When to file, 40
 Who may file, 40

Certificates of nomination or election, 
withholding of, 64

Charitable Activities section, Department 
of Justice, 9

Accounting Services, 34-35

Accounts
 Inspection of, 41
 Retention of, 41-42

Account Payable
 Date of, 53
 Definition, 72
 Forgiven, 44, 58-59
 General information,30
 Reporting, 53-55
 Transaction subtype, 55

Accounts Receivable
 Definition, 72
 General information, 26, 43
 Reporting, 42-49

Acronyms
 Contributor’s name, 45
 Employer information, 46
 Payee’s name, 55

Active in an election, 10, 11, 37
 Designating election activity, 15, 20
 Other election activity, 16

Address
 Contributor’s, 45
 Definition, 72
 Employer, 46
 Payee, 55
 Statement of Organization
  Candidate Committee, 15
  Chief Petitioner Committee, 24
  Political Action Committee, 19

Affidavit for Out-of-State Political Committee 
 Contribution (PC 13), 40

Agent
 Definition, 72

Aggregates
 Contributor, 42-43, 46
 Definition, 72
 Expenditure, 52-53, 56

Index
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Petition committees
 Definition, 75
 Statement of Organization, 22-25
 Transaction Reporting Deadlines
  Initiative, 12, 38
  Recall, 12, 38-39
  Referendum, 12, 39

City offices, definition, 72

Civil penalties
 Hearing procedures, 64-66
 Late or insufficient reports, 63
 Matrices
  Insufficient, 71
  Late, 68
  Late filings of contributions received during  
  legislative session, 70
 Other campaign finance violations, 63
 Responsibility for penalty payment, 67

Committee
 Definition, 72
 Directors
  Candidate Committee, 16
  Definition, 72
  Political Action Committee, 18, 21
 Identification number
  Definition, 73
 Political Action Committee Types, 20

Complaints, 63

Contribution and expenditure transactions
 Amending, 60-61
 Complaints, 63
 Court proceedings to compel filing of, 70
 Examination of, 60
 Public inspection of, 41
 Reporting forms, 39
 Reporting periods, 57
 Retention of records, 41-42
 When to file, 37-39
  Petition Committee, 12, 38-39
  Political Action Committee, 10-11, 37

Contributions
 Aggregates, 42-43
 Definition, 73
 General information, 28-29
 In-kind, 28, 44-47
 Out-of-State, 51
 Prohibited, 291
  Anonymous, 29, 43
  Contribution in a false name, 29
  Foreign nationals, 29
 Received during legislative session, 38, 51
 Reporting, 44-48
 Return or refund of, 35-36, 58
 Types, 28, 43-44

Contributor
 Address Book Types, 44
 Address, 45
 Aggregate, 46
 Name, 45
 Occupational information, 45-46

Controlled committee, 21
 Definition, 73

Corporate communications, 34

Corporate Paid-in-Capital, Statement of (PC 12)
 Completion of, 60
 Description of, 39

Corporation, definition, 73

Cosigner obligation, 28, 43

County offices, definition, 73

Credit card transactions, 57

Criminal penalties, 43, 63

Deadlines, transaction filing, 10–12

Dedicated campaign account, 25-27

Definitions, 72-77

Detailed reports, when to file, 40

Directors
 Candidate Committee, 16
 Political Action Committee, 18, 21

Discontinuing
 Candidate Committee, 17
 Chief Petitioner Committee, 25
 Political Action Committee, 22

Index (ctnd.)

Index
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Discounts by vendor, 35, 48

District offices, definition, 73

Documentation, 41, 61-62

Election activity, 37

Electoral district, definition, 73

Electors, definition, 73

Employer information, 45-46

Employment, Oregon Department of, 9

Enforcement actions
 Ballot vacancies, 64
 Civil penalties, 63-64
 Complaints, 63
 Court proceedings to compel filing, 63
 Subpoena authority, 63
 Withholding certificates of nomination or 
 election, 64

Ethics, Oregon Government Ethics Commission, 8

Examination of committee records by opponent, 41

Examination of transactions, 60

Exempt loans
 Conditions, 33
 Definition, 73
 Methods of assuring repayment, 33
 Payments, 35, 58

Expenditures
 Address Book Types, 54
 Aggregates, 52-53, 56
 Credit card, 57
 Definition, 74
 General information, 30-32, 53
 General operational, 55
 Independent, 31, 39, 57, 59
  Definition, 74
 Lost or returned check, 33, 50
 Payee address, 55
 Payment method, 54
 Personal, 30, 57
 Petty cash, 30, 53
 Reporting of, 52-57
 Subtypes, 55
 Transaction purpose, 55-56
 Travel, 35

Express words of advocacy, not required, 59

Fair market value, 33
 Definition, 74
 Reporting items sold at, 48, 49-50

Federal Communications Commission (FCC), 8

Federal Election Commission (FEC), 8

Federal IRS filing requirements, 9

Federal Offices, definition, 74

Filing officer, definition, 74

Financial institution, definition, 74

Fines, liability for payment of, 67

Food and beverage
 Receptions, 34
 Refreshments at a political gathering, 49
 Vendor discounts, 35, 48

Foreign nationals, 29

Forgiven account payable
 Reporting, 44-46

Forgiven non-exempt loan
 Definition, 74
 Reporting, 57, 58-59

Forgiven personal expenditures, 49
 Contribution subtype, 44
 Reporting, 44-46

Forms
 PC 7 (Certificate of Limited Contributions and 
 Expenditures), 40
 PC 10 (Statement of Independent Expenditures), 
 31, 39, 57, 59
 PC 12 (Statement of Corporate Paid-in-Capital), 
 39, 60
 PC 13 (Affidavit for Out-of-State Political  
 Committee Contribution), 40, 51
 SEL 220 (Statement of Organization for 
 Candidate Committee), 13-17
 SEL 221 (Statement of Organization for Political 
 Action Committee), 17-22
 SEL 222 (Statement of Organization for 
 Petition Committee), 22-25
 SEL 223 (Campaign Account Information), 25-27
 SEL 224 (Notice of Intent to Discontinue), 
 17, 22, 25, 27

Fundraising activities, 47-48
 Auctions, 47
 Cautions, 48-49
 Dinners, 48
 Raffles, 48
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Government Ethics Commission, Oregon, 8

Guide to using manual, 7-8

Hearing procedures, 64-66

Income tax credit, Oregon, 29

Independent expenditures
 By a committee, 57
 Definition, 74
 Expenditure information, 57, 59
 Form (PC 10)
  Completion of, 59-60
  Description of, 39
 General information, 31

Information sources, 8-9

Initial assets, when to file, 40

In-kind, 28
 Benefiting multiple committees, 47
 Definition, 74
 Expenditure information, 56
 General, 28, 43
 Purpose, 46
 Subtype codes, 
  In-Kind, 44
  In-Kind / Forgiven Account Payable, 44
  In-Kind / Forgiven Personal Expenditures, 44

Inspection of transactions, 41

Insufficient transactions
 Civil penalties 63
 Hearing procedures, 64-67
 Penalty matrix, 71
 Filing amendments, 60-61

Internet, use of services, 29

Interest income, 33
 How to report, 49-50
 Transfer of funds to earn interest, 36, 50
 Subtypes, 50

Internal Revenue Service, 9

Investment loss, 36
 Reporting, 58

Items sold at fair market value, 33
 Reporting, 49-50

Justice, Oregon Department of, 9

Labor membership organization communications, 34

Late transactions, civil penalties for
 Complaints, 63
 Hearing procedures, 64-66
 Penalty matrix
  Late, 768-69
  Late filings of contributions received during  
  legislative session, 70

Legal services, 34-35

Legislative official, definition, 74

Legislative session, contributions during, 38

Loan cosigner or guarantor, definition, 74

Loans
 Cosigner obligation, 28, 43
 Exempt, 33
 Extended, 55
 Forgiven, 57
 Methods of assuring repayment, 33
 Non-exempt, 28, 43
 Payments, reporting, 30, 35, 55, 58
 Terms disclosure, 28, 33, 43, 55

Lobbyist registration, 8

Local office or measure, definition, 74

Lost or returned check, 33

Measure, definition, 74

Measure committee, definition, 74

Membership organization
 Communications, 34
 Definition, 74

Mileage reimbursement, 47

Mitigating circumstances in penalties, 65-66

Non-exempt loans, 28, 30, 43, 53

Nonaffiliated candidate, definition, 75

Nonpartisan activity, 35, 58

Nonpartisan office, definition, 75

Notice of Intent to Discontinue, 27

OAR, definition, 75

Occupation, definition, 75
 Candidate, 15
 Director, 16, 21

Occupational information, contributor, 45-46
 Obtaining, 46

Office holder expenses, 32

Oregon Business Guide, 9

ORS, definition, 75

Index (ctnd.)

Index



108 Campaign Finance Manual

Other Disbursements
 Reporting of, 58
 Definition, 75
 Non-reportable, 36
 Reportable, 35-36
 Subtypes, 58

Other Receipts
 Reporting of, 49-50
 Definition, 75
 Non-reportable, 34
 Reportable, 33-34
 Subtypes, 50

Out-of State Political Committee, affidavit, 40, 51

Partisan office, definition, 75

Payment methods, 54

Penalties
 Hearing procedures, 64-66
 Matrices
  Insufficient, 71
  Late, 68-69
  Late filings of contributions received during 
  legislative session, 70
 Mitigating circumstances, 65-66
 Payment responsibility, 67

Person, definition, 75

Personal expenditures by a person
 General, 30, 46-47, 53, 57
 In-Kind/ forgiven personal expenditures
  Reporting of, 44-46
  Subtype, 55
 Reporting of, 54-56

Personal use of campaign funds, 17, 22, 25, 31-32

Petition
 Payment to Circulators, 56

Petty cash funds, prohibited, 30, 53

Pledges, General, 28

Petition Committee, definition 75

Political Action Committees
 Campaign Account Information, 18, 25-26
 Definition, 75
 Statement of Organization (SEL 221), 17-22
 Types, 20

Political committees, definition, 75

Political party
 Affiliation, 16
 Committee, definition, 75

Precinct Committeepersons, 13

Professional delivery service
 Definition, 75
 Mitigating circumstance, 65-66

Prohibited contributions
 Anonymous, 29, 43
 Contributions in a false name, 29
 Foreign nationals, 29

Prohibited personal use of campaign funds, 31-32

Prospective petition, definition, 76

Public office, definition, 76

Public office holder expenses, 32

Publications, 34

Raffles, 48

Recall, Petition
 Definition, 75
 Reporting transactions, 38-39

Receptions, 34

Referendum, Petition
 Definition, 75
 Reporting transactions, 39

Refunds and rebates, received by committee, 33

Registered voter, definition, 76

Registration
 Candidate Committee, 13
 Chief Petitioner Committee, 22
 Political Action Committee, 17-18

Regularly published publication, definition, 76

Report of Initial Assets, 40
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Retention of records, 41-42
 Documentation, 61-62

Return or refund of contributions, 36, 58

Revenue, Oregon Department of, 9

Sample ballots, 35

Schedule of transaction filing deadlines
 2010 Elections, 10
 2011 Elections, 11
 2010/11 Petition committees, 12

Signature
 Campaign account, 26
 Statement of Organization
  Candidate Committee, 16
  Chief Petitioner Committee, 24
  Political Action Committee, 21

Slate cards, 35

Slate mailer
 Definition, 76
 Organizations, 21

Slate Mailer Organization, definition, 76

Spot Checks, 61-62

State measure, definition, 76

State offices, definition, 76

Statewide official, contributions during legislative 
session, 51-52

Statement of Corporate Paid-in-Capital (PC 12), 39, 60

Statement of Independent Expenditures (PC 10), 39, 59-60

Statement of Organization
 Candidate Committee, 13-17
  Amending, 14
  Discontinuing, 17
  Instructions for completing, 14-17
 Chief Petitioner Committee, 22-25
  Amending, 23
  Discontinuing, 25
  Instructions for completing, 23-25
 Political Action Committee, 17-22
  Amending, 19
  Discontinuing, 22
  Instructions for completing, 19-22

Statewide offices, definition, 76

Subpoena authority, 63

Tax credit, 29

Transaction filing deadlines schedules, 10-12

Transaction purposes, 55-56

Transportation, Oregon Department of, 9

Travel expenses, 35

Treasurer
 Candidate committee
  Duties, 14
  Liability, 14
 Petition Committee
  Duties, 23
  Liability, 23
 Definition, 77
 Political Action Committee
  Duties, 18
  Liability, 18

Undue Influence
 Definition, 77
 Giving something of value, 48-49

Vacancies, ballot, 64

Vendor discounts on food and beverages, 35, 48

Voided check, 54

Volunteer activities, 34

Index (ctnd.)
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 User’s Manual 

In 2005 and 2007 the Oregon Legislature adopted legislation making significant changes to the way  
campaign finance information is reported. The legislation requires that all political committees and  
chief petitioner committees file campaign finance transactions electronically. It also requires that the 
Secretary of State provide an electronic filing system to committees free of charge to comply with this 
requirement.  

The system developed by the Secretary of State is called Oregon Elections System for Tracking and 
Reporting, or ORESTAR. It is a secure web-based application that can be accessed from any computer 
through the Internet. 

ORESTAR enables committees to: 

 file a Statement of Organization for a new committee electronically 

 amend Statement of Organization information electronically 

 maintain a master list of contributors and payees in an address book 

 enter campaign finance transaction information 

 upload transaction and address book information via an XML file 

 validate transaction information prior to filing to ensure that all the required information is provided 

 file campaign finance transactions electronically 

 view exam letters identifying transaction insufficiencies 

 edit and file amended transactions 

 search for transactions or address book information 

 export transaction or address book information into Excel for creating labels, letters or for other analysis 

 file a Certificate of Limited Contributions and Expenditures 

Each committee has an “account” in ORESTAR and only the candidate, treasurer and other authorized users 
designated by the candidate or treasurer have access to the account. All transactions entered into a 
committee’s account remain private until they are filed with the Elections Division. Once transactions are 
filed, the information immediately becomes available to the public in an online searchable database. 

The system will calculate contributor and payee aggregates, determine when a transaction should be 
included in the “miscellaneous under $100” category and file it as such, calculate the committee’s account 
summary totals, and calculate the due date for filing each transaction. 

ORESTAR also allows a major political party or nonpartisan candidate for state office, or a candidate for  
US Senator or Representative in Congress, to file a Declaration of Candidacy and pay the fee electronically. 
Candidacy filings that are submitted electronically can also be amended and withdrawn electronically, if 
necessary. 
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User’s Manual  

This manual will walk users through the processes of managing a committee’s Statement of Organization, 
filing campaign finance transactions, and filing a fee based Declaration of Candidacy using ORESTAR. Users 
may find it useful to review the manual while logged in to ORESTAR on a computer.  

This User’s Manual should be used in conjunction with the Campaign Finance Manual and candidate manuals 
that are published by the Elections Division and contain information about the legal requirements of 
campaign finance disclosure and candidate filing.  

Users can access ORESTAR at www.oregonvotes.org. This site should be bookmarked for repeated use. 





 

 

 
System 

Information 
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System Requirements 
ORESTAR can be run on any computer with Internet access. There is no need to install software on the 
computer. The web pages are best viewed using Microsoft Internet Explorer 6.0, Mozilla Firefox 1.5.0.8 or 
Safari 1.3.2 (or higher) as the web browser. Other browsers may work as well, but if problems are 
experienced, switch to one of these. 

ORESTAR requires that JavaScript be enabled. This is the standard setting for most browsers.  

To enable JavaScript in Microsoft Internet Explorer, proceed with the following: 

1 Open the browser. 

2 Select Tools, then Internet Options from the browser menu. 

3 Click on the Security tab. 

4 Click on the Internet icon. 

5 If the security level is set to Medium or lower, click Cancel and no further changes are needed. If the security 
level is Custom or High, click the Custom Level button, navigate to Scripting, Active Scripting and click the 
radio button next to Enable. Click OK on the Security Settings panel and then click OK on the Internet Options 
panel. 

Cookies must be enabled to log in to ORESTAR. Again, this is the standard setting for most browsers. Cookies 
allow ORESTAR to recognize the user and customize the web pages for that user (e.g., only display 
committees associated with the user in the private workshop). 

To enable Cookies in Microsoft Internet Explorer, proceed with the following: 

1 Open the browser. 

2 Select Tools, Internet Options from the menu. 

3 Click on the Privacy tab. 

4 If the security level is set to Medium or lower, click Cancel and no further changes are needed. If the security 
level is higher than Medium, click the Sites button and follow the directions on the Per Site Privacy Actions 
panel to allow cookies from portal.sos.state.or.us and secure.sos.state.or.us. Click OK on Per Site Privacy 
Actions panel and then click OK on the Internet Options panel. 

note 
The Secretary of State’s office is not advocating that a particular security level is appropriate for each user’s 
Internet browsing needs. The instructions above merely explain how to make the settings that will allow the 
ORESTAR application to run on an Internet browser. 
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Internet Connection Speed 
The Elections Division recommends a high-speed connection like DSL, Cable, High-Speed Wireless or 
Satellite. While ORESTAR will run over a dial-up connection, the system may not provide what some users 
would consider acceptable performance at that speed. If you are a user with a dial-up connection who is 
experiencing slow speeds, we recommend upgrading to high speed or use high speed through a local library 
or other establishments that offer such service. 

Security 
Security for all interactive Secretary of State web application is managed by a single Secure Access System. 
This is the system that will store user names and passwords. It also has functions that allow a user to receive 
a new password if the user’s current password is forgotten, change personal information and passwords, and 
request additional access rights. Further information about the Secure Access System is documented in the 
Privacy Policy and FAQs. These documents can be accessed by clicking on the ORESTAR login link at 
www.oregonvotes.org. 

ORESTAR uses industry standard Secure Socket Layer encryption to protect a user’s information as it travels 
across the Internet. As part of this protocol, depending on how the browser is configured, a user may be 
prompted to accept an SSL certificate. It is necessary to accept the certificate in order to access ORESTAR. 

note 
It is standard practice for secure web applications to limit the amount of time a user can remain logged in 
with no activity. For the ORESTAR system, the time limit is 35 minutes. It is recommended that a user saves 
work frequently. If work is not saved and the ORESTAR connection closes due to inactivity, all unsaved work 
is lost. 

Firewalls 
Firewalls are a type of software designed to isolate a computer or a network of computers from other 
networks, including the Internet. Though firewalls are primarily found in offices, they are quickly making their 
way into the homes of DSL and cable-modem subscribers. They are a very useful tool to protect data and 
resources but they may interfere with some interactive applications. 

We do not anticipate any problems accessing ORESTAR through a firewall. ORESTAR runs on the standard 
port for the HTTPS protocol (port 443). If problems occur while trying to access ORESTAR, check with the 
system’s network administrator or with a computer support technician to find out if current firewall settings 
allow traffic over port 443. 

System Availability 
ORESTAR is hosted on the Secretary of State’s secure application and database servers. The targeted 
availability for this application is 24 hours a day, seven days a week with the exception of a backup downtime 
period between 2am and 6am Sunday mornings. However, this is not a guarantee.  

Our support staff is available from 7am to 5pm, Monday through Friday. When problems occur at night or on 
the weekends, they will generally not be resolved until the following business day. There will also be an 
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occasional need for downtime to load system patches or release new versions. To the extent that these 
events require significant downtime, they will be scheduled and notification will be posted on our website. 



 

 

 
Creating and 
Managing a 

User Account 
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This section of the manual walks a user through the process of creating a user account and requesting access 
to an existing committee, if appropriate. It also includes instructions for updating a user account, changing a 
password or replacing a forgotten password. 

Who Must Create a User Account 
The following individuals must register by creating a user account: 

 a candidate or treasurer associated with a committee in ORESTAR (including a committee that is filed using 
the paper forms and data entered into ORESTAR by the Elections Division) 

 a candidate or treasurer preparing to register a new committee electronically in ORESTAR 

 an individual designated as the Alternate Transaction Filer for a committee 

 an individual who will perform data entry of campaign finance transactions for a committee 

 a vendor who will upload XML files containing campaign finance transactions for a committee 

 a candidate preparing to file a Declaration of Candidacy electronically in ORESTAR (only candidates for state 
office, US Senator and Representative in Congress may use ORESTAR to file for candidacy; see page 116 in 
this User’s Manual for more information) 

A person designated to receive notices sent under ORS chapters 246 to 260 (Correspondence Recipient) or a 
public user should not create a user account in ORESTAR. 

Creating a User Account 
To register, proceed with the following: 

1 Go to www.oregonvotes.org in the web browser and click on register. The Oregon Secretary of State Secure 
Access System login page displays. 

 

2 Click on Sign Up now in the left navigation bar. The User Profile page displays. 
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3 Complete the form. Required fields are marked with a red asterisk. 

The user name selected must be at least six characters and should not contain spaces or special characters. 
The user name cannot be changed so choose one that is easy to remember. The password must be a 
minimum of eight characters and include at least one numeric digit. The user name and password fields are 
case sensitive so be sure to type in upper and lowercase as desired. 

Select a question by clicking on the down arrow and choosing the desired question from the list. Enter the 
answer to the selected question and confirm the answer by entering it a second time. The question and 
answer will help the Elections Division identify a user if assistance with the user’s account is required. 

4 Click on Create. The Application Management page displays. 
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5 Select ORESTAR (Elections Reporting) in the Available Applications box and click on Add. 

 

6 ORESTAR (Elections Reporting) will display in the Selected Application box. Click on Submit. The Application 
Preference page displays. 

 

7 A user requesting access to an existing committee in ORESTAR or a work in progress committee should 
select the committee from the list by clicking on the committee name. Committees appear in alphabetical 
order by committee name. A candidate committee may appear in alphabetical order by the candidate’s last 
name (e.g., Smith, John) or by the committee’s official name (e.g., Friends of John Smith). To select multiple 
committees, hold down the control key on the keyboard while selecting each committee. 

A user who is not associated with an existing or work in progress committee should not make a committee 
selection. This includes a user who is preparing to file a brand new committee or a candidate preparing to file 
a Declaration of Candidacy and does not currently have a candidate committee. 
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8 Click on Submit. 

 

A user who requested access to a committee must receive approval before gaining access to the committee. 
The Elections Division must approve initial access to the candidate, treasurer or chief petitioner of a 
committee whose original Statement of Organization is not filed electronically using ORESTAR. The user is 
sent an email when access is granted. Once the candidate, treasurer or chief petitioner is granted access to a 
committee, the user can approve requests for access to the committee’s account by other individuals. 

A user who did not make a committee selection and instead is preparing to register a new committee or file a 
Declaration of Candidacy can immediately login as described below to access the Private Workshop. To 
register a new committee, see page 36 in this User’s Manual. To file for candidacy for a state office, US 
Senator or Representative in Congress, see page 116 in this User’s Manual.  

A user who registers a new committee using ORESTAR is automatically assigned the appropriate role and is 
approved, and can immediately authorize access to other users, if needed. 

See Managing Access to a Committee’s Account on page 22 in this User’s Manual for information on granting 
access to users. 

Logging In 
To login to ORESTAR go to www.oregonvotes.org and click on login under the ORESTAR logo. Enter the user 
name and password and click on Login again. 

A successful login from www.oregonvotes.org takes a user to the Private Workshop page in ORESTAR. 
However, in certain circumstances the user may be taken to the Home page in the user management portion 
of the system. To access the Private Workshop, click on ORESTAR (Elections Reporting) in the Partner 
Applications section of the page. 
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Requesting Access to a Committee When Logged In to ORESTAR 
A user who has completed the registration process and either did not request access to the appropriate 
committee or wants to request access to an additional committee should proceed as follows: 

1 Login to ORESTAR. 

2 Click on User Management in the left navigation bar to return to the Home page in the user management 
portion of the system. 

3 Click on Application Mgmt in the left navigation bar.  

4 The ORESTAR (Elections Reporting) application should display in the Selected Applications box. Click on 
Submit. 

5 Select the desired committee from the list by clicking on the committee name. 

6 Click on Submit. A message box displays notifying the user that approval may be required. 

7 Click on OK. The Home page redisplays. 

To return to the Private Workshop page in ORESTAR, click on ORESTAR (Elections Reporting) in the 
Partner Applications section of the Home page. 

Updating Profile Information 
When any information in the user’s account profile changes, the user should update the profile information.  
It is important that the email address listed on the account be accurate because this is the email address that 
ORESTAR utilizes to communicate with the user. To update user profile information, proceed as follows: 

1 Login to ORESTAR. 

2 Click on User Management in the left navigation bar to return to the Home page in the user management 
portion of the system.  

3 Click on My Profile. 

4 Make the desired changes. The form will allow edits on all account information, except the user name and 
password.  

5 Click on Submit to save the changes. A message box displays notifying the user that an email is sent. 

6 Click on OK. The Home page redisplays. 

To return to the Private Workshop page in ORESTAR, click on ORESTAR (Elections Reporting) in the 
Partner Applications section of the Home page. 
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Changing Passwords 
A user may voluntarily change the password at any time. To change the password, proceed with the 
following: 

1 Login to ORESTAR. 

2 Click on User Management in the left navigation bar to return to the Home page in the user management 
portion of the system. 

3 Click on Change Password. 

 

4 Enter the new password and confirm it by entering it a second time. 

5 Click on Submit to save the new password. A message box displays notifying the user that an email is sent. 

6 Click on OK. The Home page redisplays. 

To return to the Private Workshop page in ORESTAR, click on ORESTAR (Elections Reporting) in the 
Partner Applications section of the Home page. 
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Replacing a Forgotten Password 
If the password is forgotten and the email address on the user’s account profile is current, the user can obtain 
a new password as follows: 

1 On the login page, click on Forgot Password in the left sidebar. 

 

2 Enter the User Name. 

3 Click on Submit. A message box displays notifying the user that an email is sent. 

4 Click on OK. The Home page redisplays. 

An email is sent to the user with a system-generated password that may be used for logging in to the system. 
After logging in with the system-generated password it is recommended that the password be changed to 
one of the user’s choice. See Changing Passwords on page 19 in this User’s Manual. 

If the password is forgotten and the email address on the user’s account profile is not current, the user should 
contact the Elections Division for assistance. 

Locked Account 
After an unspecified number of unsuccessful login attempts, the user’s account is locked. If the user name is 
known, click on Forgot Password in the left sidebar on the login page. Follow the instructions above for 
Replacing a Forgotten Password. The account will be unlocked and a new password will be sent to the user. If 
the user name is forgotten, the user should contact the Elections Division for assistance. 
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This section of the manual discusses the roles assigned to users in ORESTAR and walks a candidate, 
treasurer or chief petitioner through the process of granting additional users access to a committee’s account, 
denying a request for access, changing a user’s role, and expiring a user’s role. 

User Roles 
Each user in the system is assigned one of the following roles for each committee the user has access to.  
A single user can have access to multiple committees and be assigned a different role with each committee. 
The user’s role determines the actions the user is allowed or is required to perform for the committee.  
The available roles are: 

 Candidate: This is the role assigned to a candidate associated with a candidate committee, if the candidate is 
not also serving as the committee’s treasurer. 

 Treasurer: This is the role assigned to the treasurer of a political action committee, chief petitioner 
committee or candidate committee, if the candidate is not also serving as the committee’s treasurer.  

 Candidate/Treasurer: This is the role assigned to a candidate associated with a candidate committee when 
the candidate is also serving as the committee’s treasurer. 

 Alternate Transaction Filer: This is the role assigned to an individual authorized to file campaign finance 
transactions for the committee, in addition to the candidate and treasurer. A user with this role is not allowed 
to file a Certificate of Limited Contributions and Expenditures or change system preferences. 

 Data Entry: This is the role assigned to an individual authorized to data enter campaign finance transaction 
information. A user with this role is not allowed to file transactions.  

 Vendor: This is the role assigned to an individual authorized to upload an XML file containing campaign 
finance transaction information. A user with this role is not allowed to add, edit, delete or file transactions. 

 Chief Petitioner: This is the role assigned to an individual who is the chief petitioner of the initiative, 
referendum or recall petition sponsored by the chief petitioner committee. A chief petitioner is authorized to 
file a Statement of Organization for Chief Petitioner Committee but is not allowed to access the committee’s 
campaign finance information. 

 Former Treasurer: This is the role assigned to a treasurer when an amended Statement of Organization 
designating a new treasurer is filed with and approved by the Elections Division. The assignment of this role 
is performed by ORESTAR. A former treasurer is authorized to add, edit, delete and file transactions with a 
transaction date that is prior to the date the amended Statement of Organization designating a new treasurer 
is approved by the Elections Division. A former treasurer’s access to campaign finance ends the day after the 
last exam letter response date for transactions the user filed. 

A chief petitioner who is also the treasurer is assigned the treasurer role. A chief petitioner who is also the 
alternate transaction filer should be assigned the alternate transaction filer role. 
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Granting Access to a Committee’s Account 
An individual with the candidate, treasurer, candidate/treasurer or chief petitioner role for a committee may 
authorize access to the committee’s account by other individuals. It is recommended that access to a 
committee’s account be limited. Access must be granted in the following situations: 

 the filing of a new candidate committee with a separate candidate and treasurer (either the candidate or 
treasurer begins the filing of the committee and the other user must be granted access to the committee to 
complete the filing) 

 the filing of a new chief petitioner committee that is started by a chief petitioner (the chief petitioner must 
grant the treasurer access to the committee to complete the filing) 

 a change in committee treasurers (the candidate, chief petitioner or current treasurer must grant access to the 
new treasurer) 

 a committee wishes to have an alternate transaction filer 

 a committee wishes to have a data entry person who can add, edit and delete campaign finance transaction 
information in the committee’s account 

 a committee needs a vendor who can upload an XML file containing transaction information into the 
committee’s account 

The individual to be granted access must first create a user account, if the user does not already have one, 
and request access to the committee. See Creating a User Account on page 14 in this User’s Manual. If the 
user already has a user account but has not requested access to the committee, see Requesting Access to a 
Committee When Logged In to ORESTAR on page 18 in this User’s Manual. 
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To grant access to another individual, the candidate, treasurer, candidate/treasurer or chief petitioner should 
proceed as follows: 

1 Login to ORESTAR. 

2 Click on User Management in the left navigation bar to return to the Home page in the user management 
portion of the system. The individual requesting access displays in the User Workflow portion of the Home 
page. 

 

3 Click in the checkbox in the Assign Roles column. A pop-up window displays with the available roles. 
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4 Select the role to be assigned to the individual and click on Submit. A message displays confirming the role 
assignment. 

 

5 Click on OK. The Home page redisplays.  

 

6 The Assign Roles checkbox is checked and the role assigned to the individual displays in the Role column. 
Click in the checkbox in the Approve column if the information is correct. A message displays confirming that 
the approval has been processed. 

 

7 Click on OK. The Home page redisplays and the user’s name displays in the User Admin portion of the page 
as an approved user. 
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Denying a Request for Access to a Committee’s Account 
To deny a user’s request for access, click in the checkbox in the Deny column for the user. 

Changing a User’s Role 
A candidate, treasurer, candidate/treasurer or chief petitioner can change the role of an approved user 
associated with the committee. The following are some scenarios in which a user’s role should be changed: 

 an individual with the Data Entry or Vendor role who becomes the committee’s Alternate Transaction Filer 
should be assigned the Alternate Transaction Filer role 

 an individual with the Candidate/Treasurer role who appoints a separate treasurer should be assigned the 
Candidate role (this role change must be done by the newly appointed treasurer) 

 an individual with the Candidate role who becomes the committee’s treasurer should be assigned the 
Candidate/Treasurer role (this role change must be facilitated by the Elections Division) 

To change a user’s role, proceed with the following: 

1 Login to ORESTAR. 

2 Click on User Management in the left navigation bar to return to the Home page in the user management 
portion of the system. Users with access to the committee’s account appear in the User Admin portion of the 
page. 

3 Click on the down arrow in the Status column associated with the user and choose Pending from the list. The 
user’s name moves to the User Workflow portion of the page. 

4 Click in the checkbox that contains a checkmark in the Assign Roles column for the user. A pop-up window 
displays with the available roles. 

5 Select the new role to be assigned to the user and click on Submit. 

6 Click OK on the pop-up message confirming that a role has been assigned. 

7 Click in the checkbox in the Approve column. 

8 Click OK on the pop-up message confirming that the approval has been processed. 
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Expiring a User’s Role 
The role of a user who should no longer have access to a committee’s account should be expired. To expire 
an approved user’s role, proceed with the following: 

1 Login to ORESTAR. 

2 Click on User Management in the left navigation bar to return to the Home page in the user management 
portion of the system. Users with access to a committee’s account appear in the User Admin portion of the 
page.  

3 Click in the checkbox in the Expire Role column for the user to be expired. 

Returning to the Private Workshop 
To return to the Private Workshop page in ORESTAR, click on ORESTAR (Elections Reporting) in the 
Partner Applications section of the Home page. 
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The Private Workshop is a user’s home page in ORESTAR. The Private Workshop is unique to the user. 

 

Navigation Menu 
On the left side of all ORESTAR pages is a navigation menu. The following is a description of each menu item: 

 Private Workshop: Displays a user’s personal home page in ORESTAR. The Private Workshop defaults to 
the Committees tab which contains a list of committees the user has access to. 

 Search Committees: Displays the public Statement of Organization Search by Name page that allows a 
user to search for committees registered with the Secretary of State. Searches can be performed by name 
information, election information or by measure or petition information. 

 Search Transactions: Displays the public Search Transactions page that allows a user to search for 
campaign finance transactions filed with the Secretary of State by all registered committees. 

 Search Candidacy Filings: Displays the public Search Candidacy Filings page that allows a user to search 
for filings of candidacy for federal or state office that are filed with the Secretary of State. 

 Add New Committee: Displays the Select Type of Committee page, which is the first page when filing a 
Statement of Organization for a new committee. 

 File Candidacy (State Office): Displays the Candidate Information page, which is the first page when filing 
a Declaration of Candidacy. Only candidates for state office, US Senator and Representative in Congress may 
use ORESTAR to file for candidacy; see page 116 in this User’s Manual for more information. 

 User Management: Accesses the user management portion of the system where a user can request access 
to a committee, update profile information or change passwords. Authorized users can also approve an 
individual’s request for access to a committee’s account or change a user’s role. 

 Sign out: Logs the user out of the system. The user should close the browser after logging out. 



31 Private Workshop 

User’s Manual 

Tab Menu 
The Private Workshop has a tab menu across the top that allows a user to navigate to Private Workshop 
pages for different areas of ORESTAR. The tabs and a brief description of each follow: 

 Committees: This page displays a list of committees associated with the logged in user. The user’s role with 
each committee determines the function buttons that display. 

 Candidacy Filings: This page is used by candidates and it displays a list of candidacy filings the logged in 
user has filed. 

Committees Tab 
Each committee the user has access to appears in the list and the appropriate function buttons display based 
on the user’s role. The user’s role with the committee displays in parentheses after the committee name. 

The committees display in ascending order by committee name or by candidate’s last name, in the case of a 
candidate committee. Clicking once on the red arrow will reverse the sort order. Committees can also be 
sorted in committee ID number order by clicking on the arrow in the ID column. 

 

To view the committee’s most recent Statement of Organization filed with the Elections Division, click on the 
committee name. 

Function Buttons 
For each committee listed in a user’s private workshop up to three function buttons display. A brief 
description of the action performed by each button follows: 

 Amend: This button displays for candidates, treasurers and chief petitioners and allows the user to amend 
Statement of Organization information. For a newly filed committee, the Amend button does not display until 
the committee’s original Statement of Organization is approved by the Elections Division. 
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 Continue with Filing: This button displays for candidates, treasurers and chief petitioners and allows the 
user to continue with a work in progress Statement of Organization filing. The Continue with Filing button 
replaces the Amend button when there is a work in progress Statement of Organization. 

 Discontinue: This button displays for candidates, treasurers and chief petitioners and allows the user to 
discontinue a committee. For a newly filed committee, the Discontinue button does not display until the 
committee’s original Statement of Organization is approved by the Elections Division. 

 Delete: This button displays for candidates, treasurers and chief petitioners and allows the user to delete a 
work in progress Statement of Organization. The Delete button replaces the Discontinue button when there is 
a work in progress Statement of Organization. 

 Campaign Finance: This button displays for candidates, treasurers, alternate transaction filers, data entry 
persons and vendors. It takes the user to the campaign finance portion of the system where transactions are 
managed. For a newly filed committee, the Campaign Finance button does not display until the committee’s 
original Statement of Organization is approved by the Elections Division. For a newly appointed treasurer or 
alternate transaction filer, the Campaign Finance button does not display until an amended Statement of 
Organization appointing the treasurer or alternate transaction filer is filed with and approved by the Elections 
Division. 

Legend 
Each committee has an arrow to the left of the committee name identifying the committee’s status or the 
status of the committee’s most recent Statement of Organization filing. The statuses are: 

 Active (green): Indicates that the committee is open (not discontinued) and does not have a pending or work 
in progress Statement of Organization. 

 Pending Approval (yellow): Indicates that the committee has filed a new or amended Statement of 
Organization that is pending approval by the Elections Division. 

 Pending Insufficient (orange): Indicates that the committee has filed a new or amended Statement of 
Organization that is missing an item of required information or an item of information on the filing is not 
adequate. 

 Discontinued (black): Indicates that the committee is discontinued. 

 Rejected (red): Indicates that the Elections Division has rejected the committee’s Statement of Organization, 
generally because the committee did not qualify as a political committee under ORS chapter 260. An original 
Statement of Organization that is rejected cannot be modified. An amended Statement of Organization that is 
rejected may be subsequently amended. 

 Work in Progress (blue): Indicates that the committee has started a Statement of Organization filing that 
has not yet been filed with the Elections Division. 
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Candidacy Filings Tab 
This Private Workshop page is used exclusively by candidates. Each candidacy filing the user has filed 
appears on the list and the appropriate function buttons display. 

The function buttons display only if the action can be performed. For example, a candidate filing can be 
amended until 5pm on the candidate filing deadline. After the filing deadline, the Amend button will no 
longer be available. See the applicable candidate manual for deadlines for filing for candidacy, including 
amending the filing, or withdrawing a candidate filing. 

 

Function Buttons 
For each candidacy filing listed in a user’s private workshop up to three function buttons display. A brief 
description of the action performed by each button follows: 

 Amend: This button allows the candidate to amend a candidacy filing. 

 Continue with Filing: This button allows the candidate to continue with a work in progress candidacy  
filing. The Continue with Filing button replaces the Amend button when there is a work in progress candidacy 
filing. 

 Withdraw: This button allows the candidate to withdraw a candidacy filing. 

 Delete: This button allows the candidate to delete a work in progress candidacy filing. The Delete button 
replaces the Withdraw button when there is a work in progress candidacy filing. 

Legend 
Each candidacy filing has an arrow to the left of the election/office information identifying the status of the 
filing. The statuses are: 

 Pending (yellow): Indicates that the candidate has filed a Filing of Candidacy with the Elections Division but 
a determination has not been made as to whether the candidate is qualified for the office designated on the 
filing. 

 Qualified (green): Indicates that the candidate has filed a Filing of Candidacy and is qualified for the office 
designated on the filing. 
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 Not Qualified (red): Indicates that the candidate has filed a Filing of Candidacy and the Elections Division 
determined that the candidate is not qualified for the office designated on the filing. 

 Work in Progress (blue): Indicates that the candidate has started a Filing of Candidacy that has not yet been 
filed with the Elections Division. 
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This section of the manual walks a user through the process of registering a new committee by filing a 
Statement of Organization, amending a committee’s Statement of Organization and discontinuing a 
committee using ORESTAR.  

Candidates, treasurers and chief petitioners may file Statements of Organization. Signatures on Statements of 
Organization filed using ORESTAR are executed electronically. For a candidate committee with a treasurer 
who is not the candidate, both the candidate and treasurer must electronically sign all Statement of 
Organization filings. See page 52 in this User’s Manual for information about filing a Statement of 
Organization for Candidate Committee that requires multiple signatures. For a chief petitioner committee, a 
chief petitioner may complete the Statement of Organization and submit the filing but the treasurer must also 
attest to complete the filing. See page 76 in this User’s Manual for information about filing a Statement of 
Organization for Chief Petitioner Committee that requires multiple signatures. 

All Statement of Organization filings are reviewed by the Elections Division. The treasurer and candidate, if 
applicable, will receive notice via email when a filing is approved. 

All information on a filed Statement of Organization is public record and viewable by the public on the 
Internet, except campaign account information and personal information (residence address, home phone 
number and personal email address) of an individual who has been granted a public disclosure exemption 
under ORS 192.445. 

Registering a New Committee 
Registration of a new committee must be done by the candidate, treasurer or chief petitioner. Only one user 
associated with a committee starts the registration process for a committee. 

To register a new committee, proceed with the following: 

1 Click on Add New Committee in the left navigation bar. 

 

2 Select the type of committee to be created. If Candidate Committee or Chief Petitioner Committee is selected, 
identify the appropriate role. 
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For a Candidate Committee, select: 

 Candidate, if the user registering the committee is the candidate and is appointing a treasurer. 

 Treasurer, if the user registering the committee is the appointed treasurer for the committee. 

 Both Candidate & Treasurer, if the user registering the committee is the candidate and is also serving as the 
committee’s treasurer. 

For a Chief Petitioner Committee, select: 

 Chief Petitioner, if the user registering the committee is a chief petitioner and is appointing a treasurer. 

 Treasurer, if the user registering the committee is the appointed treasurer for the committee. 

 Both Chief Petitioner & Treasurer, if the user registering the committee is a chief petitioner and is also serving 
as the committee’s treasurer. 

3 Click on Next. For candidate committees, continue on page 38 in this User’s Manual. For political action 
committees, continue on page 54. For chief petitioner committees, continue on page 70.  



38 Managing Statement of Organization Information 

 User’s Manual 

Statement of Organization for Candidate Committee 
The Committee Information page is the first of the Statement of Organization entry pages for a candidate 
committee. Use the tab key on the keyboard to move between fields on a single page or click in the field with 
the mouse pointer. Use the Back and Next buttons or click on the tabs in the tab bar to navigate between 
pages.  

Two additional function buttons display on all Statement of Organization entry pages: 

 Save as work in progress allows a user to save an incomplete filing at any time and immediately continue 
with the filing or return at a later time to complete the filing. A work in progress filing can be accessed at a 
later time from a user’s Private Workshop by clicking on the Continue with Filing button for the committee. 
A work in progress Statement of Organization does not become public record until it is filed with and 
approved by the Elections Division. 

 Submit Filing performs validation on the Statement of Organization and notifies the user of any errors. If no 
errors are found, the user is presented with the attestation page where the user electronically signs the 
Statement of Organization and files it with the Elections Division. 

 

1 Enter the following information about the committee: 

 Name of Committee: The official name of the committee. Acronyms other than “PAC” may not be used 
unless the committee is incorporated and the registered name includes the acronym. Abbreviations are 
allowed. 

 Committee Address: The address of a residence, office, headquarters or similar location in Oregon where 
the committee or a responsible officer of the committee can conveniently be found. Do not use a post office 
box number. 

 Campaign Phone: The campaign’s phone number, if the campaign has one. 
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2 Click on Next. The Persons Associated with Committee page displays. This page displays information about 
all persons that are associated with the committee, including the treasurer, candidate, committee directors, 
alternate transaction filer and correspondence recipient. 

 

3 If the treasurer or candidate/treasurer is entering the Statement of Organization, click on the Edit button 
associated with the treasurer. If the candidate is entering the Statement of Organization and is appointing a 
separate treasurer, click on Add Treasurer. The Add/Edit Treasurer Information page displays.  
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4 Enter the following information about the treasurer. Name and mailing address are required. 

 Name: The treasurer’s name (first, middle and last) is automatically populated from the user’s profile if the 
treasurer or candidate/treasurer is completing the Statement of Organization. Prefix (Mr. or Ms.), suffix (Jr., 
Sr., III, etc.) and title (MD, CPA, etc.) can be added if desired. If the candidate is completing the Statement of 
Organization and is appointing a separate treasurer, enter the treasurer’s name. 

 Mailing Address: The address, including street or PO Box, city, state and zip code, where the treasurer 
wishes to receive committee correspondence from the Elections Division.  

note 
Most correspondence is sent via email unless the correspondence is specifically required to be sent via the 
US Postal Service. Email correspondence is sent to the email address on the user’s account profile. 

 Contact Information: The work phone, home phone, fax and email address for the treasurer. The work 
number is the number where the treasurer can be reached during normal business hours. 

 This individual is also: Identify any additional roles the treasurer has with the committee by clicking in the 
appropriate checkboxes. A treasurer must be a campaign account signer. Click in the Campaign Account 
Signer checkbox to confirm that the treasurer is a signer on the committee’s campaign account. 

5 Click on Save to save the information entered and return to the Persons Associated with Committee page. 

To make further edits on an original filing or to update the treasurer’s information on an amended Statement 
of Organization, click on the Edit button associated with the treasurer. 

6 If the candidate or candidate/treasurer is entering the Statement of Organization, click on the Edit button 
associated with the candidate. If the treasurer is entering the Statement of Organization, click on  
Add Candidate. The Add/Edit Candidate Information page displays. 
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7 Enter the following information about the candidate. Name, candidate address, mailing address and 
occupational information are required. 

 Name: The candidate’s name (first, middle and last) is automatically populated from the user profile if the 
candidate or candidate/treasurer is completing the Statement of Organization. Prefix (Mr. or Ms.), suffix (Jr., 
Sr., III, etc.) and title (MD, CPA, etc.) fields can be added if desired. If the treasurer is completing the 
Statement of Organization, enter the candidate’s name. 

 Candidate Address: The address of a residence, office, headquarters or similar location in Oregon where 
the candidate can conveniently be found. Do not use a post office box number. 

 Mailing Address: The address, including street or PO Box, city, state and zip code, where the candidate 
wishes to receive committee correspondence from the Elections Division. Click in the checkbox to use the 
candidate address as the mailing address for candidate correspondence.  

note 
Most correspondence is sent via email unless the correspondence is specifically required to be sent via the 
US Postal Service. Email correspondence is sent to the email address on the user’s account profile. 



42 Managing Statement of Organization Information 

 User’s Manual 

 Occupational Information:  

If the candidate is not employed (including retired, student, etc.), select Not Employed by clicking in 
the box.  

If the candidate is self-employed, select Self-Employed by clicking in the box, and provide the nature 
of the candidate’s occupation. 

If the candidate is employed by another person, provide the candidate’s occupation and employer’s 
name and address (city and state). 

 Contact Information: The work phone, home phone, fax and email address for the candidate. The work 
number is the number where the candidate can be reached during normal business hours. 

 This individual is also: A candidate must be a campaign account signer. Click in the Campaign Account 
Signer checkbox to confirm that the candidate is a signer on the committee’s campaign account. 

8 Click on Save to save the information entered and return to the Persons Associated with Committee page. 

To make further edits on an original filing or to update the candidate’s information on an amended Statement 
of Organization, click on the Edit button associated with the candidate. 

9 If the committee has committee directors, click on Add Committee Director and the Add/Edit Committee 
Director Information page displays. 

A committee director is, in part, any person who directly and substantially participates in decision-making on 
behalf of a political committee concerning the solicitation or expenditure of funds. If any individual meets the 
definition of director, that person must be designated as a director. A candidate committee is not required to 
have committee directors and the candidate should not be listed as a committee director. 

If the treasurer is designated as a committee director (i.e., the Committee Director checkbox on the Add/Edit 
Treasurer Information page is checked), the treasurer’s name, mailing address and contact information are 
automatically populated in the Committee Director section. Click on the Edit button associated with the 
individual in the Committee Director section to add the required occupational information. 



43 Managing Statement of Organization Information 

User’s Manual 

 

10 Enter the following information about each committee director. Name, mailing address and occupational 
information are required. 

 Name: The individual’s first and last name must be entered. Prefix (Mr. or Ms.), suffix (Jr., Sr., III, etc.) and 
title (MD, CPA, etc.) can be entered if desired.  

 Mailing Address: The individual’s street address or PO Box, city, state and zip code. 

 Occupational Information:  

If the individual is not employed (including retired, student, etc.), select Not Employed by clicking in 
the box.  

If the individual is self-employed, select Self-Employed by clicking in the box, and provide the nature 
of the individual’s occupation. 

If the individual is employed by another person, provide the individual’s occupation and employer’s 
name and address (city and state). 

 Contact Information: The work phone for the individual. The work number is the number where the 
individual can be reached during normal business hours. 

 This individual is also: Identify any additional roles the individual has with the committee by clicking in the 
appropriate checkboxes. 

11 Click on Save to save the information entered and return to the Persons Associated with Committee page. 
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If the committee has another director, click on Add Committee Director. 

To make further edits on an original filing or to update a committee director’s information on an amended 
Statement of Organization, click on the Edit button associated with the appropriate committee director. 

To remove a committee director on an amended Statement of Organization, click on the Remove button 
associated with the appropriate committee director. 

12 If the committee wishes to designate an alternate transaction filer, click on Add Alternate Transaction 
Filer and the Add/Edit Alternate Transaction Filer Information page displays. 

The alternate transaction filer is a person, in addition to the candidate and treasurer, who is authorized to file 
campaign finance transactions on behalf of the committee. A committee may have only one alternate 
transaction filer. Do not designate the candidate or treasurer as the alternate transaction filer. 

If a committee director is designated as the alternate transaction filer (i.e., the Alternate Transaction Filer 
checkbox on the Add/Edit Committee Director Information page is checked), the individual’s name, mailing 
address and contact information are automatically populated in the Alternate Transaction Filer section. 

 

13 Enter the following information about the alternate transaction filer. Name is required. 

 Name: The individual’s first and last name must be entered. Prefix (Mr. or Ms.), suffix (Jr., Sr., III, etc.) and 
title (MD, CPA, etc.) can be entered if desired.  

 Mailing Address: The individual’s street address or PO Box, city, state and zip code. 

 Contact Information: The email address for the individual. 

 This individual is also: Identify any additional roles the individual has with the committee by clicking in the 
appropriate checkboxes. 

14 Click on Save to save the information entered and return to the Persons Associated with Committee page. 
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To make further edits on an original filing or to update the alternate transaction filer’s information on an 
amended Statement of Organization, click on the Edit button associated with the alternate transaction filer. 

To remove an alternate transaction filer on an amended Statement of Organization, click on the Remove 
button associated with the alternate transaction filer. 

15 If the committee wishes to designate a correspondence recipient, click on Add Correspondence Recipient 
and the Add/Edit Correspondence Recipient Information page displays. 

The correspondence recipient is a person, in addition to the candidate or treasurer, designated to receive all 
notices sent by the Elections Division under ORS chapters 246 to 260. A committee may have only one 
correspondence recipient. Do not designate the candidate or treasurer as the correspondence recipient. 

If a committee director or the alternate transaction filer is designated as the correspondence recipient (i.e., the 
Correspondence Recipient checkbox on the Add/Edit Committee Director Information page or the Add/Edit 
Alternate Transaction Filer Information page is checked), the individual’s name, mailing address and contact 
information are automatically populated in the Correspondence Recipient section. Click on the Edit button to 
add the required email address, if necessary. 

 

16 Enter the following information about the correspondence recipient. Name, mailing address and email 
address are required. 

 Name: The individual’s first and last name must be entered. Prefix (Mr. or Ms.), suffix (Jr., Sr., III, etc.) and 
title (MD, CPA, etc.) can be entered if desired.  

 Mailing Address: The address, including street or PO Box, city, state and zip code, where the individual 
wishes to receive committee correspondence from the Elections Division.  

note 
Most correspondence is sent via email unless the correspondence is specifically required to be sent via the 
US Postal Service. Email correspondence is sent to the email address provided on the Statement of 
Organization. 
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 Contact Information: The email address where the individual wishes to receive committee correspondence 
from the Elections Division.  

 This individual is also: Identify any additional roles the individual has with the committee by clicking in the 
appropriate checkboxes. 

17 Click on Save to save the information entered and return to the Persons Associated with Committee page. 

To make further edits on an original filing or to update the correspondence recipient’s information on an 
amended Statement of Organization, click on the Edit button associated with the correspondence recipient. 

To remove the correspondence recipient on an amended Statement of Organization, click on the Remove 
button associated with the correspondence recipient. 

18 Click on Next. The Election Information page displays. 

 

19 Enter the following information about the next election in which the candidate’s name is expected to appear 
on the ballot. The fields are completed using drop-down menus. To complete each field, click on the down 
arrow and choose the appropriate value from the list. 

 Year: Select the year the candidate intends to run for office. 

 Type of Election: Select the election the candidate intends to run for office. 

 Office: Select the office the candidate intends to run for. If the office cannot be found on the list, enter the 
complete name of the office, including district, position, county or city, and party affiliation for a partisan 
office, in the field directly following party affiliation. If the specific office the candidate will run for is not 
known at the time of filing the Statement of Organization, enter “Office Unknown.”  

 District, Position, County or City: Select the district, position, county or city of the office the candidate 
intends to run for. 

 Party Affiliation: Select the candidate’s party affiliation if the candidate is running for a partisan office. 
Nonpartisan will automatically populate if the office selected is nonpartisan. 
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20 Click on Next. The Campaign Account Information page displays. 

 

21 Enter the following information about the committee’s campaign account: 

 Name of Oregon Financial Institution: The name of the Oregon financial institution where the account is 
maintained. 

 Account Number: The number of the account. 

To edit the account number on an amended Statement of Organization, click on the Edit Account Number 
button that displays to the right of the Account Number field. 

 Name of Account: The name of the account. It must be identical to the official name of the committee. 
Acronyms other than “PAC” may not be used unless the committee is incorporated and the registered name 
includes the acronym. Abbreviations are allowed. 

 Name of Account Holder: The name of the account holder. For a candidate committee, this must be either 
the candidate or the candidate committee. 

 Names of Persons with Signature Authority: The names of persons who have signature authority on the 
campaign account. First and last name must be entered. Prefix (Mr. or Ms.), suffix (Jr., Sr., III, etc.) and title 
(MD, CPA, etc.) can be entered if desired. The candidate and treasurer must be signers on the campaign 
account. The names of individuals identified as campaign account signers on the Persons tab will 
automatically be populated. 

To add more rows, click on the Additional persons with signature authority button. 

To remove a person with signature authority on an amended Statement of Organization, click on the 
appropriate Remove button. 
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22 Click on Next. The Multiple Director Information page displays. 

 

If a candidate committee does not have committee directors or has only one committee director, skip this 
page. If two or more committee directors are also directors of another political committee, identify the other 
committee and the directors serving on both committees. 

23 To identify the other committee, enter the committee’s identification number in the By Committee ID field or 
enter any portion of the committee’s name in the By Committee Name field and click on the corresponding 
Find button. 

24 Select the committee by clicking on the down arrow and choosing the appropriate value from the Found 
Committee Names list. The committee’s name and address display in the Committee Selected section of the 
page. 

25 Select the committee directors who are also directors of the committee selected by clicking in the appropriate 
checkboxes. 

If there are more than three sets of multiple director information, click on the Additional Multiple 
Directors button and more fields become available. 

To remove a set of multiple director information on an amended Statement of Organization, click in the 
appropriate Remove this set of Director/Committee Information checkbox. 

26 Click on Next. The Other Election Activity page displays.  
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The Other Election Activity page is used to identify an election that a candidate committee will participate in, 
other than an election where the candidate’s name appears on the ballot. 

27 Identify the election in which the committee will participate.  

 Year: Select the year of the election by clicking on the down arrow and choosing the appropriate value from 
the list. 
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 Election Type: Select the election by clicking on the down arrow and choosing the appropriate value from 
the list. 

 Nature of Activity: Identify the nature of the committee’s participation. Select either “The committee 
supports or opposes multiple candidates and measures” or “The committee supports or opposes specific 
measures or recalls” by clicking in the appropriate checkbox. 

28 If the committee supports or opposes specific measures, identify the measures. 

 Measure by Number: Select the number assigned to the measure supported or opposed by clicking on the 
down arrow and choosing the appropriate value from the list. 

 Support or Oppose: Indicate the committee’s position on the measure by clicking on the down arrow and 
selecting Support or Oppose from the list. 

29 If the committee supports or opposes specific recalls, identify the recalls. 

 Candidate First and Last Name: Enter the recall candidate’s first and last name. 

 Office of Recall Candidate: Select the office currently held by the candidate subject to the recall by clicking 
on the down arrow and choosing the appropriate value from the list. 

 District/Position/County: Select the district, position, county or city of the office the candidate currently 
holds by clicking on the down arrow and choosing the appropriate value from the list. 

 Support or Oppose: Indicate the committee’s position on the recall by clicking on the down arrow and 
selecting Support or Oppose from the list. Support means the committee supports recalling the candidate 
and Oppose means the committee opposes recalling the candidate. 

To remove other election activity on an amended Statement of Organization, click in the Remove all election 
participation information checkbox. 

30 When the Statement of Organization has been completed, click on Submit Filing. The Statement of 
Organization is validated and if no errors are found, the Attestation page displays. 

If errors are found during the validation process, the user is returned to the data entry screen where the first 
error exists. A message identifying the number of errors found displays at the top of the page. Messages 
identifying specific errors display above the fields in error. A user should fix any errors found and click on 
Submit Filing again. 
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31 Read the attestation and if agreed, click on the File button to attest and file the Statement of Organization 
with the Elections Division.  

To review the Statement of Organization prior to filing, click on the Review Statement of Organization link.  
To make changes to the Statement of Organization prior to filing, click on Edit Statement of Organization. 

If the committee has a separate candidate and treasurer, both individuals must electronically sign the 
Statement of Organization. See Filing a Statement of Organization that Requires Multiple Signatures on page 
52 in this User’s Manual. 

note 
A Statement of Organization for a new committee must be approved by the Elections Division prior to the 
committee having access to the campaign finance portion of the system. 
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Filing a Statement of Organization that Requires Multiple Signatures 
The following describes the process for filing a Statement of Organization for a new committee when multiple 
signatures are required. 

1 Person A completes the Statement of Organization for the committee, including attesting to the filing. The 
Statement of Organization is assigned the work in progress status. Person A can be either the candidate or 
treasurer. 

2 Person B creates a user account, if one does not already exist, and requests access to the committee. See 
Creating a User Account on page 14 in this User’s Manual. If Person B already has a user account but has not 
requested access to the work in progress committee started by Person A, see Requesting Access to a 
Committee When Logged In to ORESTAR on page 18 in this User’s Manual. 

3 Person A assigns the appropriate role to Person B and approves the user’s access to the committee. See 
Granting Access to a Committee’s Account on page 23 in this User’s Manual. 

4 Person B accesses the Private Workshop page and clicks on the Continue with Filing button associated 
with the committee and then clicks on the File button to attest to the Statement of Organization filing. 

Changing Treasurers 
To change treasurers, proceed with the following: 

1 The new treasurer creates a user account, if one does not already exist, and requests access to the 
committee. See Creating a User Account on page 14 in this User’s Manual. If the new treasurer already has a 
user account but has not requested access to the committee, see Requesting Access to a Committee When 
Logged In to ORESTAR on page 18 in this User’s Manual. 

2 The candidate or current treasurer assigns the new treasurer the treasurer role and approves the user’s 
access to the committee. See Granting Access to a Committee’s Account on page 23 in this User’s Manual. If 
the new treasurer already has access to the committee with a role other than treasurer, see Changing a User’s 
Role on page 26 in this User’s Manual. The new treasurer’s initial access to the committee is limited to 
amending the committee’s Statement of Organization. 

3 The new treasurer, along with the candidate, files an amended Statement of Organization to make the 
treasurer change official. 

When the amended Statement of Organization is approved by the Elections Division, the new treasurer is 
given full access to the committee, including campaign finance, and the old treasurer’s role is automatically 
updated to the former treasurer role. A former treasurer is authorized to add, edit, delete and file transactions 
with a transaction date that is prior to the date the amended Statement of Organization designating a new 
treasurer is approved by the Elections Division. A former treasurer’s access to campaign finance ends the day 
after the last exam letter response date for transactions the user filed. 

An amended Statement of Organization to change treasurers must be filed using the paper form if the 
candidate or current treasurer is not registered in ORESTAR and cannot approve the new treasurer’s access to 
the committee. After the paper Statement of Organization is processed, the new treasurer’s access to the 
committee is approved by the Elections Division if the user has requested access. 
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Amending a Committee’s Statement of Organization 
To amend a committee’s Statement of Organization, proceed with the following: 

1 Click on the Amend button associated with the committee on the Private Workshop. The Statement of 
Organization data entry screens display with the data from the committee’s most recent Statement of 
Organization filing. 

2 Make the appropriate changes and click on Submit Filing. The attestation page displays. 

3 Read the attestation and click on the File button to attest and file the amended Statement of Organization 
with the Elections Division. 

If the committee has a separate candidate and treasurer, both persons must attest. The second person attests 
by clicking on the Continue with Filing button on the Private Workshop and then clicking on the File button 
on the attestation page. 

If the amended Statement of Organization designates a new treasurer or alternate transaction filer, the filing 
must be approved by the Elections Division before the Campaign Finance button on the Private Workshop will 
display for the new treasurer or alternate transaction filer. 

Discontinuing a Committee 
To discontinue a committee, proceed with the following: 

1 Click on the Discontinue button associated with the committee on the Private Workshop. The system will 
ensure that the committee has a zero balance on the committee’s Account Summary page prior to continuing. 
If the committee has a zero balance, the Statement of Organization data entry screens display with the data 
from the committee’s most recent Statement of Organization filing.  

2 Make any necessary changes and click on Submit Filing. 

3 Read the attestation and click on the File button to attest and file the discontinuing Statement of Organization 
with the Elections Division. 

If the committee has a separate candidate and treasurer, both persons must attest. The second person attests 
by clicking on the Continue with Filing button on the Private Workshop and then clicking on the File button 
on the attestation page. 
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Statement of Organization for Political Action Committee 
The Committee Information page is the first of the Statement of Organization entry pages for a political action 
committee. Use the tab key on the keyboard to move between fields on a single page or click in the field with 
the mouse pointer. Use the Back and Next buttons or click on the tabs in the tab bar to navigate between 
pages.  

Two additional function buttons display on all Statement of Organization entry pages: 

 Save as work in progress allows a user to save an incomplete filing at any time and immediately continue 
with the filing or return at a later time to complete the filing. A work in progress filing can be accessed at a 
later time from a user’s Private Workshop by clicking on the Continue with Filing button for the committee. 
A work in progress Statement of Organization does not become public record until it is filed with and 
approved by the Elections Division. 

 Submit Filing performs validation on the Statement of Organization and notifies the user of any errors. If no 
errors are found, the user is presented with the attestation page where the user electronically signs the 
Statement of Organization and files it with the Elections Division. 

 

1 Enter the following information about the committee: 

 Name of Committee: The official name of the committee. Acronyms other than “PAC” may not be used 
unless the committee is incorporated and the registered name includes the acronym. Abbreviations are 
allowed. 

 Acronym: Any abbreviated name or acronym the committee uses to identify itself. 

 Committee Address: The address of a residence, office, headquarters or similar location in Oregon where 
the committee or a responsible officer of the committee can conveniently be found. Do not use a post office 
box number. 

 Campaign Phone: The campaign’s phone number, if the campaign has one. 
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2 Click on Next. The Persons Associated with Committee page displays. This page displays information about 
all persons that are associated with the committee, including the treasurer, committee directors, alternate 
transaction filer and correspondence recipient. 

 

3 Click on the Edit button association with the treasurer and the Add/Edit Treasurer Information page displays.  
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4 Enter the following information about the treasurer. Name and mailing address are required. 

 Name: The treasurer’s name (first, middle and last) is automatically populated from the user’s profile. Prefix 
(Mr. or Ms.), suffix (Jr., Sr., III, etc.) and title (MD, CPA, etc.) can be added if desired. 

 Mailing Address: The address, including street or PO Box, city, state and zip code, where the treasurer 
wishes to receive committee correspondence from the Elections Division.  

note 
Most correspondence is sent via email unless the correspondence is specifically required to be sent via the 
US Postal Service. Email correspondence is sent to the email address on the user’s account profile. 

 Contact Information: The work phone, home phone, fax and email address for the treasurer. The work 
number is the number where the treasurer can be reached during normal business hours. 

 This individual is also: Identify any additional roles the treasurer has with the committee by clicking in the 
appropriate checkboxes. A treasurer must be a campaign account signer. Click in the Campaign Account 
Signer checkbox to confirm that the treasurer is a signer on the committee’s campaign account. 

5 Click on Save to save the information entered and return to the Persons Associated with Committee page. 

To make further edits on an original filing or to update the treasurer’s information on an amended Statement 
of Organization, click on the Edit button associated with the treasurer. 

6 Click on Add Committee Director and the Add/Edit Committee Director Information page displays. 

A committee director is, in part, any person who directly and substantially participates in decision-making on 
behalf of a political committee concerning the solicitation or expenditure of funds. If any individual meets the 
definition of director, that person must be designated as a director. A political action committee must have at 
least one committee director who is someone other than the treasurer. 
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7 Enter the following information about each committee director. Name, mailing address and occupational 
information are required. 

 Name: The individual’s first and last name must be entered. Prefix (Mr. or Ms.), suffix (Jr., Sr., III, etc.) and 
title (MD, CPA, etc.) can be entered if desired.  

 Mailing Address: The individual’s street address or PO Box, city, state and zip code. 

 Occupational Information:  

If the individual is not employed (including retired, student, etc.), select Not Employed by clicking in 
the box.  

If the individual is self-employed, select Self-Employed by clicking in the box, and provide the nature 
of the individual’s occupation. 

If the individual is employed by another person, provide the individual’s occupation and employer’s 
name and address (city and state). 

 Contact Information: The work phone for the individual. The work number is the number where the 
individual can be reached during normal business hours. 

 This individual is also: Identify any additional roles the individual has with the committee by clicking in the 
appropriate checkboxes. 
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8 Click on Save to save the information entered and return to the Persons Associated with Committee page. 

If the committee has another director, click on Add Committee Director. 

To make further edits on an original filing or to update a committee director’s information on an amended 
Statement of Organization, click on the Edit button associated with the appropriate committee director. 

To remove a committee director on an amended Statement of Organization, click on the Remove button 
associated with the appropriate committee director. 

9 If the committee wishes to designate an Alternate Transaction Filer, click on Add Alternate Transaction 
Filer and the Add/Edit Alternate Transaction Filer Information page displays.  

The alternate transaction filer is a person, in addition to the treasurer, who is authorized to file campaign 
finance transactions on behalf of the committee. A committee may have only one alternate transaction filer. 
Do not designate the treasurer as the alternate transaction filer. 

If a committee director is designated as the alternate transaction filer (i.e., the Alternate Transaction Filer 
checkbox on the Add/Edit Committee Director Information page is checked), the individual’s name, mailing 
address and contact information are automatically populated in the Alternate Transaction Filer section. 

 

10 Enter the following information about the alternate transaction filer. Name is required. 

 Name: The individual’s first and last name must be entered. Prefix (Mr. or Ms.), suffix (Jr., Sr., III, etc.) and 
title (MD, CPA, etc.) can be entered if desired.  

 Mailing Address: The individual’s street address or PO Box, city, state and zip code. 

 Contact Information: The email address for the individual.  

 This individual is also: Identify any additional roles the individual has with the committee by clicking in the 
appropriate checkboxes. 
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11 Click on Save to save the information entered and return to the Persons Associated with Committee page. 

To make further edits on an original filing or to update the alternate transaction filer’s information on an 
amended Statement of Organization, click on the Edit button associated with the alternate transaction filer. 

To remove an alternate transaction filer on an amended Statement of Organization, click on the Remove 
button associated with the alternate transaction filer. 

12 Click on Add Correspondence Recipient and the Add/Edit Correspondence Recipient Information page 
displays. 

The correspondence recipient is a person, in addition to the treasurer, designated to receive all notices sent 
by the Elections Division under ORS chapters 246 to 260. A political action committee must have a 
correspondence recipient. Do not designate the treasurer as the correspondence recipient. 

If a committee director or the alternate transaction filer is designated as the correspondence recipient (i.e., the 
Correspondence Recipient checkbox on the Add/Edit Committee Director Information page or the Add/Edit 
Alternate Transaction Filer Information page is checked), the individual’s name, mailing address and contact 
information are automatically populated in the Correspondence Recipient section. Click on the Edit button to 
add the required email address, if necessary. 

 

13 Enter the following information about the correspondence recipient. Name, mailing address and email 
address are required. 

 Name: The individual’s first and last name must be entered. Prefix (Mr. or Ms.), suffix (Jr., Sr., III, etc.) and 
title (MD, CPA, etc.) can be entered if desired.  

 Mailing Address: The address, including street or PO Box, city, state and zip code, where the individual 
wishes to receive committee correspondence from the Elections Division.  
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note 
Most correspondence is sent via email unless the correspondence is specifically required to be sent via the 
US Postal Service. Email correspondence is sent to the email address provided on the Statement of 
Organization. 

 Contact Information: The email address where the individual wishes to receive committee correspondence 
from the Elections Division. 

 This individual is also: Identify any additional roles the individual has with the committee by clicking in the 
appropriate checkboxes. 

14 Click on Save to save the information entered and return to the Persons Associated with Committee page. 

To make further edits on an original filing or to update the correspondence recipient’s information on an 
amended Statement of Organization, click on the Edit button associated with the correspondence recipient. 

To remove the correspondence recipient on an amended Statement of Organization and designate a different 
person, click on the Remove button associated with the alternate transaction filer. 

15 Click on Next. The PAC Type Information page displays. 
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16 Enter the following information about the type and nature of the committee. 

 Type of Political Action Committee: Select the type of committee by clicking on the down arrow and 
choosing the appropriate value from the list. The choices are: 

Caucus: A committee affiliated with either chamber of the Legislative Assembly. 

Measure: A committee that exclusively supports or opposes one or more measures on the ballot. 

Miscellaneous: A committee that supports or opposes specific candidates or a combination of 
candidates and measures. 

Political Party: A committee established by a major or minor political party qualified under ORS 
chapter 248 or a committee established under the party’s bylaws (e.g., county central committees). 

Recall: A committee supporting or opposing the recall of a public official subject to a recall election. 

 Party Affiliation: For a political party committee, select the party affiliation by clicking on the down arrow 
and choosing the appropriate value from the list. 

 Nature of Political Action Committee: A description of the general nature of the committee (e.g., to 
support all candidates and measures advocating health care for all). 

 Is this committee a controlled committee?: Answer Yes or No to the question by clicking on the down 
arrow and select the appropriate value from the list. 

A controlled committee is a political committee that, in connection with the making of contributions or 
expenditures: 

is controlled directly or indirectly by a candidate or a controlled committee 
or 
acts jointly with a candidate or controlled committee. 

A candidate controls a political committee if: 

the candidate, the candidate’s agent, a member of the candidate’s immediate family or any other 
political committee that the candidate controls has a significant influence on the actions or decisions of 
the political committee  
or 
the candidate’s committee and the political committee both have the candidate or a member of the 
candidate’s immediate family as a treasurer or director. 

All caucus committees are controlled committees. 
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 Controlling Candidate(s): If the committee is a controlled committee, identify the candidate(s) controlling 
the committee. Begin typing any part of the candidate’s name in the field and the list will populate with 
possible matches. If the candidate displays on the list, select the name by clicking on it. If the candidate is not 
found on the list, type the candidate’s first and last names in the fields below. 

If more than three candidates control the committee, click on the Additional Controlling Candidates 
button and more fields become available. 

To remove a controlling candidate on an amended Statement of Organization, click in the appropriate 
Remove checkbox. 

 Is this committee a slate mailer organization?: Answer Yes or No to the question by clicking on the 
down arrow and select the appropriate value from the list. 

A slate mailer organization is any person or political committee, other than a political party committee 
or caucus committee, involved in the production of a mass mailing that supports or opposes three or 
more candidates or measures and receives, or is promised, payment for doing so. 

17 Click on Next. The Measures the Committee Supports or Opposes page displays. 
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18 Enter the following information for each measure the committee supports or opposes. A measure committee 
must always have at least one measure designated. 

To complete each field, click on the down arrow and choose the appropriate value from the list. 
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 Year: Select the year in which the measure appears on the ballot. 

 Election: Select the election in which the measure appears on the ballot. 

 Measure by Number: Select the number of the measure supported or opposed or click on the Select 
Measure by Title link to select the measure by its ballot title. A measure that has not yet been assigned a 
measure number should be selected by its ballot title. 

 Support or Oppose: Indicate the committee’s position on the measure by selecting Support or Oppose from 
the list. 

If a committee supports or opposes more than three measures, click on the Additional Measures button 
and more fields become available. 

To remove a measure on an amended Statement of Organization, click in the appropriate Remove this 
measure checkbox. To remove all measures, click in the Remove all existing measures checkbox. 

If the local measure the committee is supporting or opposing cannot be found on the list, enter the measure 
information in the lower portion of the page. Use the following rules to complete the County field: 

For a county measure, select the county. 

For a city measure, select the county in which the city hall of the city is located. 

For a special district measure, select the county in which the administrative office of the district is located. 

19 Click on Next. The Recall Elections the Committee Supports or Opposes page displays. 
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20 Enter the following information about each recall the committee supports or opposes. A recall committee 
must always have at least one recall designated. 

 Year: Select the year in which the recall appears on the ballot by clicking on the down arrow and choosing 
the appropriate value from the list. 

 Election: Select the election in which the recall appears on the ballot by clicking on the down arrow and 
choosing the appropriate value from the list. 

 Candidate First and Last Name: Enter the recall candidate’s first and last name. 

 Office of Candidate: Select the office currently held by the candidate subject to the recall by clicking on the 
down arrow and choosing the appropriate value from the list. 

 District/Position/County: Select the district, position, county or city of the office the candidate currently 
holds by clicking on the down arrow and choosing the appropriate value from the list. 

 Support or Oppose: Indicate the committee’s position on the recall by clicking on the down arrow and 
selecting Support or Oppose from the list. Support means the committee supports recalling the candidate 
and Oppose means the committee opposes recalling the candidate. 
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21 Click on Next. The Campaign Account Information page displays. 

 

22 Enter the following information about the committee’s campaign account: 

 Name of Oregon Financial Institution: The name of the Oregon financial institution where the account is 
maintained. 

 Account Number: The number of the account. 

To edit the account number on an amended Statement of Organization, click on the Edit Account Number 
button that displays to the right of the Account Number field. 

 Name of Account: The name of the account. It must be identical to the official name of the committee. 
Acronyms other than “PAC” may not be used unless the committee is incorporated and the registered name 
includes the acronym. Abbreviations are allowed. 

 Name of Account Holder: The name of the account holder. For a political action committee, it is either the 
name of the committee or the name of an affiliated organization that administers the account for the 
committee. 

 Names of Persons with Signature Authority: The names of persons who have signature authority on the 
campaign account. The treasurer must be signers on the campaign account. The names of individuals 
identified as campaign account signers on the Committee Contact tab will automatically be populated. 

To add more rows, click on the Additional persons with signature authority button. 

To remove a person with signature authority on an amended Statement of Organization, click on the 
appropriate Remove button. 

23 Click on Next. The Multiple Director Information page displays. 
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If the committee has only one committee director, skip this page. If two or more committee directors are also 
directors of another political committee, identify the other committee and the directors serving on both 
committees. 

24 To identify the other committee, enter the committee’s identification number in the By Committee ID field or 
enter any portion of the committee’s name in the By Committee Name field and click on the corresponding 
Find button. 

25 Select the committee by clicking on the down arrow and choosing the appropriate value from the Found 
Committee Names list. The committee’s name and address display in the Committee Selected section of the 
page. 

26 Select the committee directors who are also directors of the committee selected by clicking in the appropriate 
checkboxes. 

If there are more than three sets of multiple director information, click on the Additional Multiple 
Directors button and more fields become available. 

To remove a set of multiple director information on an amended Statement of Organization, click in the 
appropriate Remove this set of Director/Committee Information checkbox. 

27 When the Statement of Organization has been completed, click on Submit Filing. The Statement of 
Organization is validated and if no errors are found, the Attestation page displays. 

If errors are found during the validation process, the user is returned to the data entry screen where the first 
error exists. A message identifying the number of errors found displays at the top of the page. Messages 
identifying specific errors display above the fields in error. A user should fix any errors found and click on 
Submit Filing again. 
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28 Read the attestation and if agreed, click on the File button to attest and file the Statement of Organization 
with the Elections Division. 

To review the Statement of Organization prior to filing, click on the Review Statement of Organization link.  
To make changes to the Statement of Organization prior to filing, click on Edit Statement of Organization. 

note 
A Statement of Organization for a new committee must be approved by the Elections Division prior to the 
committee having access to the campaign finance portion of the system. 

Changing Treasurers 
To change treasurers, proceed with the following: 

1 The new treasurer creates a user account, if one does not already exist, and requests access to the 
committee. See Creating a User Account on page 14 in this User’s Manual. If the new treasurer already has a 
user account but has not requested access to the committee, see Requesting Access to a Committee When 
Logged In to ORESTAR on page 18 in this User’s Manual. 

2 The current treasurer assigns the new treasurer the treasurer role and approves the user’s access to the 
committee. See Granting Access to a Committee’s Account on page 23 in this User’s Manual. If the new 
treasurer already has access to the committee with a role other than treasurer, see Changing a User’s Role on 
page 26 in this User’s Manual. The new treasurer’s initial access to the committee is limited to amending the 
committee’s Statement of Organization. 

3 The new treasurer files an amended Statement of Organization to make the treasurer change official. 

When the amended Statement of Organization is approved by the Elections Division, the new treasurer is 
given full access to the committee, including campaign finance, and the old treasurer’s role is automatically 
updated to the former treasurer role. A former treasurer is authorized to add, edit, delete and file transactions 
with a transaction date that is prior to the date the amended Statement of Organization designating a new 
treasurer is approved by the Elections Division. A former treasurer’s access to campaign finance ends the day 
after the last exam letter response date for transactions the user filed. 
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An amended Statement of Organization to change treasurers must be filed using the paper form if the current 
treasurer is not registered in ORESTAR and cannot approve the new treasurer’s access to the committee. 
After the paper Statement of Organization is processed, the new treasurer’s access to the committee is 
approved by the Elections Division if the user has requested access. 

Amending a Committee’s Statement of Organization 
To amend a committee’s Statement of Organization, proceed with the following: 

1 Click on the Amend button associated with the committee on the Private Workshop. The Statement of 
Organization data entry screens display with the data from the committee’s most recent Statement of 
Organization filing. 

2 Make the appropriate changes and click on Submit Filing. The attestation page displays. 

3 Read the attestation and click on the File button to attest and file the amended Statement of Organization 
with the Elections Division. 

If the amended Statement of Organization designates a new treasurer or alternate transaction filer, the filing 
must be approved by the Elections Division before the Campaign Finance button on the Private Workshop will 
display for the new treasurer or alternate transaction filer. 

Discontinuing a Committee 
To discontinue a committee, proceed with the following: 

1 Click on the Discontinue button associated with the committee on the Private Workshop. The system will 
ensure that the committee has a zero balance on the committee’s Account Summary page prior to continuing. 
If the committee has a zero balance, the Statement of Organization data entry screens display with the data 
from the committee’s most recent Statement of Organization filing.  

2 Make any necessary changes and click on Submit Filing. 

3 Read the attestation and click on the File button to attest and file the discontinuing Statement of Organization 
with the Elections Division. 
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Statement of Organization for Chief Petitioner Committee 
The Committee Information page is the first of the Statement of Organization entry pages for a chief 
petitioner committee. Use the tab key on the keyboard to move between fields on a single page or click in the 
field with the mouse pointer. Use the Back and Next buttons or click on the tabs in the tab bar to navigate 
between pages.  

Two additional function buttons display on all Statement of Organization entry pages: 

 Save as work in progress allows a user to save an incomplete filing at any time and immediately continue 
with the filing or return at a later time to complete the filing. A work in progress filing can be accessed at a 
later time from a user’s Private Workshop by clicking on the Continue with Filing button for the committee. 
A work in progress Statement of Organization does not become public record until it is filed with and 
approved by the Elections Division. 

 Submit Filing performs validation on the Statement of Organization and notifies the user of any errors. If no 
errors are found, the user is presented with the attestation page where the user electronically signs the 
Statement of Organization and files it with the Elections Division. 

 

1 Enter the following information about the committee: 

 Name of Committee: The official name of the committee. Acronyms may not be used unless the committee 
is incorporated and the registered name includes the acronym. Abbreviations are allowed. 

 Acronym: Any abbreviated name or acronym the committee uses to identify itself. 

 Committee Address: The address of a residence, office, headquarters or similar location in Oregon where 
the committee or a responsible officer of the committee can conveniently be found. Do not use a post office 
box number. 

 Campaign Phone: The campaign’s phone number, if the campaign has one. 
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2 Click on Next. The Persons Associated with Committee page displays. This page displays information about 
all persons that are associated with the committee, including the treasurer, chief petitioners and alternate 
transaction filer. 

 

3 If the treasurer or chief petitioner/treasurer is entering the Statement of Organization, click on the Edit button 
associated with the treasurer. If the chief petitioner is entering the Statement of Organization and is 
appointing a separate treasurer, click on Add Treasurer. The Add/Edit Treasurer Information page displays. 
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4 Enter the following information about the treasurer. Name and mailing address are required. 

 Name: The treasurer’s name (first, middle and last) is automatically populated from the user’s profile if the 
treasurer or chief petitioner/treasurer is completing the Statement of Organization. Prefix (Mr. or Ms.), suffix 
(Jr., Sr., III, etc.) and title (MD, CPA, etc.) can be added if desired. If the chief petitioner is completing the 
Statement of Organization and is appointing a separate treasurer, enter the treasurer’s name. 

 Mailing Address: The address, including street or PO Box, city, state and zip code, where the treasurer 
wishes to receive committee correspondence from the Elections Division.  

note 
Most correspondence is sent via email unless the correspondence is specifically required to be sent via the 
US Postal Service. Email correspondence is sent to the email address on the user’s account profile. 

 Contact Information: The work phone, home phone, fax and email address for the treasurer. The work 
number is the number where the treasurer can be reached during normal business hours. 

 This individual is also: Identify any additional roles the treasurer has with the committee by clicking in the 
appropriate checkboxes. 

5 Click on Save to save the information entered and return to the Persons Associated with Committee page. 

To make further edits on an original filing or to update the treasurer’s information on an amended Statement 
of Organization, click on the Edit button associated with the treasurer. 

6 If the chief petitioner or chief petitioner/treasurer is entering the Statement of Organization, click on the Edit 
button associated with the chief petitioner. If the treasurer is entering the Statement of Organization, click on 
Add Chief Petitioner. The Add/Edit Chief Petitioner Information page displays. 

 

A recall petition has only one chief petitioner and an initiative or referendum petition may have up to three 
chief petitioners. 
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7 Enter the following information about each chief petitioner. Name and mailing address are required. 

 Name: The chief petitioner’s name (first, middle and last) is automatically populated from the user profile if 
the chief petitioner or chief petitioner/treasurer is completing the Statement of Organization. Prefix (Mr. or 
Ms.), suffix (Jr., Sr., III, etc.) and title (MD, CPA, etc.) fields can be added if desired. If the treasurer is 
completing the Statement of Organization, enter the chief petitioner’s name. 

 Mailing Address: The individual’s street address or PO Box, city, state and zip code. 

 Contact Information: The work phone for the individual. The work number is the number where the 
individual can be reached during normal business hours. 

If the initiative or referendum petition sponsored by the committee has another chief petitioner, click on Add 
Chief Petitioner. 

To make further edits on an original filing or to update a chief petitioner’s information on an amended 
Statement of Organization, click on the Edit button associated with the appropriate chief petitioner. 

To remove a chief petitioner on an amended Statement of Organization, click on the Remove button 
associated with the appropriate chief petitioner.  

8 If the committee wishes to designate an alternate transaction filer, click on Add Alternate Transaction 
Filer and the Add/Edit Alternate Transaction Filer Information page displays.  

The alternate transaction filer is a person, in addition to the treasurer, who is authorized to file campaign 
finance transactions on behalf of the committee. A committee may have only one alternate transaction filer. 
Do not designate the treasurer as the alternate transaction filer. 

If a chief petitioner is designated as the alternate transaction filer (i.e., the Alternate Transaction Filer 
checkbox on the Add/Edit Chief Petitioner Information page is checked), the individual’s name, mailing 
address and contact information are automatically populated in the Alternate Transaction Filer section. 
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9 Enter the following information about the alternate transaction filer. Name is required. 

 Name: The individual’s first and last name must be entered. Prefix (Mr. or Ms.), suffix (Jr., Sr., III, etc.) and 
title (MD, CPA, etc.) can be entered if desired.  

 Mailing Address: The individual’s street address or PO Box, city, state and zip code. 

 Contact Information: The email address for the individual.  

 This individual is also: Identify any additional roles the individual has with the committee by clicking in the 
appropriate checkboxes. 

10 Click on Save to save the information entered and return to the Persons Associated with Committee page. 

To make further edits on an original filing or to update the alternate transaction filer’s information on an 
amended Statement of Organization, click on the Edit button associated with the alternate transaction filer. 

To remove an alternate transaction filer on an amended Statement of Organization, click on the Remove 
button associated with the alternate transaction filer. 

11 Click on Next. The Petition Information page displays. 
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12 Enter the following information about the petition the committee sponsors. 

 Type of Chief Petitioner Committee: Select the type of chief petitioner committee by clicking on the 
down arrow and choosing the appropriate value from the list. The choices are: 

Initiative 

Recall 

Referendum 

 State/Local Petition: For a chief petitioner committee sponsoring an initiative or referendum petition, select 
either State Petition or Local Petition by clicking in the appropriate checkbox. If State Petition is selected, 
continue with step 13. If Local Petition is selected, continue with step 14. 

13 Enter the following information if the committee is sponsoring a state initiative or referendum petition. 

 Year: Select the year the petition will appear on the ballot, if the petition effort is successful, by clicking on 
the down arrow and choosing the appropriate value from the list. 

 Petition by Number: Select the number assigned to the petition by clicking on the down arrow and 
choosing the appropriate value from the list or click on the Select Petition by Title link to select the petition by 
its subject or ballot title.  

14 Enter the following information if the committee is sponsoring a local initiative or referendum petition. 

 Petition #: The petition number assigned by the filing officer for the petition. 

 Title: The ballot title, or subject if no ballot title, for the petition. 

15 Enter the following information if the committee is sponsoring a recall petition. 

 Recall Candidate’s Name: The first and last name of the public official the committee intends to recall. 

16 When the Statement of Organization has been completed, click on Submit Filing. The Statement of 
Organization is validated and if no errors are found, the Attestation page displays. 

If errors are found during the validation process, the user is returned to the data entry screen where the first 
error exists. A message identifying the number of errors found displays at the top of the page. Messages 
identifying specific errors display above the fields in error. A user should fix any errors found and click on 
Submit Filing again. 
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17 Read the attestation and if agreed, click on the File button to attest and file the Statement of Organization 
with the Elections Division. 

To review the Statement of Organization prior to filing, click on the Review Statement of Organization link.  
To make changes to the Statement of Organization prior to filing, click on Edit Statement of Organization. 

A Statement of Organization that is completed by the chief petitioner also requires the signature of the 
treasurer. See below for instructions on filing a Statement of Organization that requires multiple signatures.  

note 
A Statement of Organization for a new committee must be approved by the Elections Division prior to the 
committee having access to the campaign finance portion of the system. 

Filing a Statement of Organization that Requires Multiple Signatures 
The following describes the process for filing a Statement of Organization for a new committee when multiple 
signatures are required. Multiple signatures are required only if the chief petitioner completes the Statement 
of Organization. A Statement of Organization completed by the treasurer can be filed without the signature of 
a chief petitioner. 

1 The chief petitioner completes the Statement of Organization for the committee, including attesting to the 
filing. The Statement of Organization is assigned the work in progress status.  

2 The treasurer creates a user account, if one does not already exist, and requests access to the committee. See 
Creating a User Account on page 14 in this User’s Manual. If the treasurer already has a user account but has 
not requested access to the work in progress committee started by the chief petitioner, see Requesting 
Access to a Committee When Logged In to ORESTAR on page 18 in this User’s Manual. 

3 The chief petitioner assigns the treasurer role to the treasurer and approves the user’s access to the 
committee. See Granting Access to a Committee’s Account on page 23 in this User’s Manual. 

4 The treasurer accesses the Private Workshop page and clicks on the Continue with Filing button associated 
with the committee and then clicks on the File button to attest to the Statement of Organization filing. 
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Changing Treasurers 
To change treasurers, proceed with the following: 

1 The new treasurer creates a user account, if one does not already exist, and requests access to the 
committee. See Creating a User Account on page 14 in this User’s Manual. If the new treasurer already has a 
user account but has not requested access to the committee, see Requesting Access to a Committee When 
Logged In to ORESTAR on page 18 in this User’s Manual. 

2 The current treasurer (or chief petitioner, if the chief petitioner has a user account) assigns the new treasurer 
the treasurer role and approves the user’s access to the committee. See Granting Access to a Committee’s 
Account on page 23 in this User’s Manual. If the new treasurer already has access to the committee with a 
role other than treasurer, see Changing a User’s Role on page 26 in this User’s Manual. The new treasurer’s 
initial access to the committee is limited to amending the committee’s Statement of Organization. 

3 The new treasurer files an amended Statement of Organization to make the treasurer change official. 

When the amended Statement of Organization is approved by the Elections Division, the new treasurer is 
given full access to the committee, including campaign finance, and the old treasurer’s role is automatically 
updated to the former treasurer role. A former treasurer is authorized to add, edit, delete and file transactions 
with a transaction date that is prior to the date the amended Statement of Organization designating a new 
treasurer is approved by the Elections Division. A former treasurer’s access to campaign finance ends the day 
after the last exam letter response date for transactions the user filed. 

An amended Statement of Organization to change treasurers must be filed using the paper form if the chief 
petitioner or current treasurer is not registered in ORESTAR and cannot approve the new treasurer’s access to 
the committee. After the paper Statement of Organization is processed, the new treasurer’s access to the 
committee is approved by the Elections Division if the user has requested access. 

Amending a Committee’s Statement of Organization 
To amend a committee’s Statement of Organization, proceed with the following: 

1 Click on the Amend button associated with the committee on the Private Workshop. The Statement of 
Organization data entry screens display with the data from the committee’s most recent Statement of 
Organization filing.  

2 Make the appropriate changes and click on Submit Filing. The attestation page displays. 

3 Read the attestation and click on the File button to attest and file the amended Statement of Organization 
with the Elections Division. 

If the chief petitioner files the amended Statement of Organization, the treasurer must also attest to complete 
the filing. The treasurer attests by clicking on the Continue with Filing button on the Private Workshop and 
then clicking on the File button on the attestation page. 

If the amended Statement of Organization designates a new treasurer or alternate transaction filer, the filing 
must be approved by the Elections Division before the Campaign Finance button on the Private Workshop will 
display for the new treasurer or alternate transaction filer. 
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Discontinuing a Committee 
To discontinue a committee, proceed with the following: 

1 Click on the Discontinue button associated with the committee on the Private Workshop. The system will 
ensure that the committee has a zero balance on the committee’s Account Summary page prior to continuing. 
If the committee has a zero balance the Statement of Organization data entry screens display with the data 
from the committee’s most recent Statement of Organization filing.  

2 Make any necessary changes and click on Submit Filing. 

3 Read the attestation and click on the File button to attest and file the discontinuing Statement of Organization 
with the Elections Division. 

If the chief petitioner files the discontinuation Statement of Organization, the treasurer must also attest to 
complete the filing. The treasurer attests by clicking on the Continue with Filing button on the Private 
Workshop and then clicking on the File button on the attestation page. 
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This section of the manual walks a user through the campaign finance portion of ORESTAR, including 
entering and filing transactions, filing a Certificate of Limited Contributions and Expenditures, setting system 
preferences, and uploading an XML file containing transaction information. 

All users associated with a committee, other than a chief petitioner, have access to the campaign finance 
portion of ORESTAR. However, the tabs and function buttons that are displayed vary based on the user’s role 
with the committee. 

Candidates, treasurers and alternate transaction filers are the only users that can file transactions. Signatures 
on transactions filed using ORESTAR are executed electronically. Only one signature is required to file 
transactions. 

Transactions entered in a committee’s account do not become public record until they are filed with the 
Elections Division. 

Account Summary Tab 
The Account Summary page is accessed by clicking on Campaign Finance for a committee on the Private 
Workshop page. Use the Prev and Next buttons to move between calendar years, if the committee has been 
active in ORESTAR for more than one year. 
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Tab Menu 
All the pages associated with campaign finance have a tab menu across the top that allows a user to navigate 
within the campaign finance portion of the system. The tabs and a brief description of each follows: 

 Account Summary: This page displays the system calculated totals for transactions that occurred in the 
current calendar year. The totals are continuously updated each time a transaction is filed. The Account 
Summary does not include transactions that have been entered but are not yet filed or are scheduled to be 
filed when due. 

 Transaction: This is a private space for a committee to manage its campaign finance transactions. 

 Address Book: This is an area for the committee to manage its contributors and payees. The address book 
feature allows a committee to enter a name once and reuse it for multiple transactions. 

 Upload Xml: This is a function that can be used by committees that choose to use separate campaign 
management software for entering transactions. It allows the committee to upload transaction information in 
an XML file format into the committee’s account in ORESTAR, where the transactions can then be filed with 
the Elections Division. 

 Documents: This page displays a list of correspondence sent to a committee via email, such as transaction 
filing reports, xml validation reports and exam letters. 

 Preferences: This allows a committee to set system level preferences.  

 Certificates: This allows a committee to file a Certificate of Limited Contributions and Expenditures for the 
current calendar year. 

Start Interview 
ORESTAR’s Interview feature was created to help new users become accustomed to the system. It asks users 
a series of questions in sequential screens to assist in filing new campaign finance transactions. It is modeled 
after interview features common to software packages such as TurboTax and MacIntax. 

Some users may continue to use the ORESTAR Interview for all of their filings. Other users, once familiar with 
the system, may find it faster to use ORESTAR’s main data entry screen to enter transactions. 

Click on Start Interview and the user is asked what kind of transaction they wish to enter. Once that 
decision is made ORESTAR will ask a series of questions in sequential screens to help the user enter all the 
information required to successfully file that transaction with the Elections Division. The user can click on any 
of the yellow question marks to the right of the options to display a brief explanation of the option or field. 
Click Cancel at any time to return to the Account Summary page. 
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Transaction Tab 
The Transaction Queue is accessed by clicking on the Transaction tab. A committee can add, edit, delete, 
validate, file and export transactions from this page. Transactions entered in a committee’s account do not 
become public record until they are filed with the Elections Division. 

When the page is first accessed it displays original, amended or deleted transactions that have not been filed 
with the Elections Division. The page displays up to 50 transactions at a time. Use the Prev and Next buttons 
to move between pages if more than 50 transactions exist in the queue.  

The transactions on the page are displayed in ascending order by transaction date. A red arrow to the left of 
the field name indicates the current sort order. If the arrow is pointing up, the results are sorted by that field 
in ascending order. If the arrow is pointing down, the results are sorted by that field in descending order. 
Clicking once on the red arrow will reverse the sort order. A user can change the sort order of the page at any 
time by clicking on the arrow in the column the user wishes to sort by.  

 

To view detailed transaction information, click on the ID # of the desired transaction. To view address book 
information for a transaction, click on the Contributor/Payee name of the desired transaction. 

Function Buttons 
A list of the function buttons on the Transaction Queue page and a brief description of the action performed 
by each button follows: 

 Add: Displays the Transaction Add/Edit page ready for entry of a new transaction. 

 Amend: Displays the Transaction Add/Edit page with the information for the selected transaction.  

 Delete: Creates a deletion transaction for the selected transaction. The deletion transaction must then be 
filed with the Elections Division. 

 Validate: Performs validation on the selected transactions and displays the validation results. Transactions 
must be validated prior to filing. 
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 File: Displays the attestation page where the candidate, treasurer or alternate transaction filer can attach their 
electronic signature and file the selected transactions immediately. 

 File/Due: Displays the attestation page where the candidate, treasurer or alternate transaction filer can attach 
their electronic signature and designate each selected transaction to be filed on its due date. If this filing 
option is chosen, the system automatically files each transaction approximately one hour before the 
transaction is due. 

 Export: Exports all transactions on the Transaction Queue page to an Excel spreadsheet. A maximum 5,000 
transactions can be exported at a time. 

 Search: Displays the Transaction Search page where a user can search for transactions associated with the 
committee. Search results display on the Transaction Queue page. 

 Clear: Clears transaction search results and returns the Transaction Queue page to its initial display. 

 Prev: Displays the previous page of transactions, if more than 50 transactions exist in the Transaction Queue. 

 Next: Displays the next page of transactions, if more than 50 transactions exist in the Transaction Queue. 

A user must select one or more transactions before clicking Amend, Delete, File, File/Due or Validate. To 
select a transaction, click in the box to the left of the transaction ID. To select all transactions displayed on the 
page, click in the box at the top that appears in the gray-shaded row with the column labels. 

Transaction Information 
When the Transaction Queue page is first accessed it displays original, amended or deleted transactions that 
have not been filed. The page is also used to display search results for transactions associated with the 
committee. 

The following is a brief explanation of the information that displays on the Transaction Queue page for each 
transaction: 

 ID #: This is the unique identification number that is automatically assigned to a transaction by the system. 
Each original, amended or deleted transaction is assigned a unique identification number. 

 Date: This is the date of the transaction. 

 Due Date: This is the system calculated due date for the transaction. Transactions are due by midnight on 
the due date. A transaction that is due on 1/15/2008 will have a due date of 1/16/2007 12:00 AM. See the 
current Campaign Finance Manual for detailed information about transaction due dates. 

 Status: This is the category of the transaction. Each transaction is assigned one of the following statuses: 

Original: A newly entered or filed transaction. 

Amended: A transaction that is changed after it has been filed with the Elections Division. 

Deleted: A transaction that is deleted after it has been filed with the Elections Division. 



84 Managing Campaign Finance Transactions 

 User’s Manual 

 Process Status: This is the current status of the transaction. The status of a transaction changes depending 
on where it is in the process. 

New: A new transaction that is ready to be validated and filed with the Elections Division. 

After validating a transaction, it will have one of the following process statuses: 

Validated/Warnings: A transaction that has warnings or informational messages associated with it. 

Validated/Error: A transaction that has error messages associated with it. The error must be fixed 
prior to filing the transaction. 

Validated: A transaction that does not have any messages associated with it. 

After filing a transaction, it will have one of the following process statuses: 

File When Due: A transaction that will be automatically filed with the Elections Division approximately 
one hour before the transaction is due. A transaction with this status is not public record until it is 
processed on its due date. 

Filing in Progress: A transaction that is being processed by the system. 

Filed: A transaction that has been filed with the Elections Division and is public record. 

Additional process statuses that apply to transactions filed by committees that are using the system 
aggregate calculation function are: 

Aggregated: A transaction that has been filed and is determined to be exempt from public record 
because the aggregate of the contributor or payee has not exceeded $100 for the calendar year. The 
transaction amount is included in the appropriate ‘miscellaneous under $100’ category based on the 
transaction type. 

Complete (System): A ‘miscellaneous under $100’ transaction that is automatically generated by the 
system when a committee that is using the system aggregate calculation function files a contribution or 
expenditure transaction and the calendar year aggregate for the contributor or payee is $100 or under. 
This transaction is the public version of a transaction with the Aggregated process status. Transactions 
with this status are managed by the system. 

After a filed transaction is examined for sufficiency by the Elections Division, it will have one of the 
following process statuses. Transactions with a process status of Aggregated or Complete (System) are 
not examined. 

Insufficient/General: A transaction that is missing information that is required by administrative rule. 
Failure to satisfy the insufficiency by the amendment deadline provided in the exam letter may result in 
a civil penalty. 

Insufficient/Statutory: A transaction that is missing information that is required by statute. Failure to 
satisfy the insufficiency by the amendment deadline provided in the exam letter will result in a civil 
penalty. 

Complete: A transaction that is sufficient. 
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There is one additional process status for transactions entered by a committee that filed a Certificate of 
Limited Contributions and Expenditures. 

Certificate Filed: A transaction entered into ORESTAR by a committee that filed a Certificate of 
Limited Contributions and Expenditures but the transaction is not filed because the committee did not 
exceed $2,000 in contributions or $2,000 in expenditures during the calendar year. This process status 
is assigned on January 1 to transactions in the prior year. 

note 
The process status of a filed transaction generally relates to the sufficiency of the information provided 
with the transaction. The process status is not an indication of whether or not a transaction is filed 
timely. For example, a transaction with the Complete process status may still be subject to a civil 
penalty if the transaction is filed late. 

 Contributor/Payee: This is the name associated with the transaction. 

 Tran Subtype: This is the subtype associated with the transaction. 

 Amount: This is the amount of the transaction. 

Adding Transactions 
The Transaction Add/Edit page is accessed by clicking Add on the Transaction Queue or Transaction 
Validation page. All types of transactions are entered using this page.  

 

Fields that are not appropriate for the transaction being entered are grayed out and not enterable. 
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Function Buttons 
A list of the function buttons on the Transaction Add/Edit page and a brief description of the action performed 
by each button follows: 

 Validate: Saves the transaction and displays the Transaction Validation page with the validation results for 
the transaction. 

 Save/Exit: Saves the transaction without validating it and returns the user to the Transaction Queue. 

 Save/Add: Saves the transaction without validating it and redisplays the page ready for entry of another 
transaction. 

 Cancel: Returns the user to the Transaction Queue without saving any changes on the page. 

 Reset: Clears all unsaved changes on the page. 

Completing the Form 
Use the tab key on the keyboard to move between fields on the page or click in the field with the mouse 
pointer. 

 Transaction Date: Provide the date of the transaction. Enter the date in the field or click on the gray box to 
the right of the date field to select the date from the calendar. For the following situations, use the specified 
dates: 

Cash Contribution, Loan Received or Other Receipt: The date the money was received in the 
committee's physical custody. 

Contribution by Electronic Transfer: The date the money is credited to the committee's account. 

In-Kind Contribution: The date the committee first has knowledge of the in-kind contribution. 

Pledge: The date the contribution is promised to the committee. 

Cash Expenditure, Loan Payment or Other Disbursement: The date written on the check or the 
date the committee’s credit or debit card is used. 

Personal Expenditure for Reimbursement: The date the personal expenditure is made by the 
person. 

Account Payable: The date the obligation is first incurred, such as the date an order for goods or 
services is placed or the date media time is reserved. 

 Transaction Type: Select the appropriate transaction type from the list. The choices are: 

Contribution/Pledge 

Expenditure/Account Payable 

Other 
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Other Account Receivable 

Other Disbursement 

Other Receipt 

 Subtype: Select the appropriate subtype from the list. The choices in the list are limited based on the 
transaction type selected. 

For the Contribution/Pledge transaction type, the subtype choices are: 

Cash Contribution: Includes cash, checks, or any legal instrument redeemable as currency, 
transmitted via physical or electronic means. 

In-Kind Contribution: A good or service, other than money, having monetary value. 

In-Kind/Forgiven Account Payable: A previously reported account payable that is forgiven by the 
creditor. 

In-Kind/Forgiven Personal Expenditures: Previously reported personal expenditures for 
reimbursement that are forgiven by the person who made the personal expenditures. 

Loan Received (Non-Exempt): A loan that is considered a contribution, generally from a source other 
than a financial institution. 

Pledge of Cash: A pledge of a cash contribution. 

Pledge of In-Kind: A pledge of an in-kind contribution. 

Pledge of Loan (Non-Exempt): A pledge of a non-exempt loan. 

For the Expenditure/Account Payable transaction type, the subtype choices are: 

Account Payable: An amount owed to a creditor for the purchase of goods or services, or a pledge to 
make a contribution. 

Cash Expenditure: An expenditure made by the committee via check, credit card, debit card, or other 
electronic transmission. 

Expenditure Made by an Agent: An expenditure made by an agent for the purchase of broadcast or 
newspaper advertising or for payment of petition circulators. 

Loan Payment (Non-Exempt): A payment made on the principal of a non-exempt loan. 

Personal Expenditure for Reimbursement: An expenditure by a person from the person’s funds, 
made on behalf of the candidate or committee, if the person expects reimbursement. 

For the Other transaction type, the subtype choices are: 

Account Payable Rescinded: A previously reported account payable transaction that is no longer 
owed. 
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Cash Balance Adjustment: A transaction adjusting the committee’s cash balance on the account 
summary page. 

Loan Forgiven (Non-Exempt): A previously reported non-exempt loan received that is forgiven by 
the lender. 

Uncollectible Pledge of Cash: A pledge of cash that is determined to be uncollectible. 

Uncollectible Pledge of In-Kind: A pledge of in-kind that is determined to be uncollectible. 

Uncollectible Pledge of Loan: A pledge of a non-exempt loan that is determined to be uncollectible. 

For the Other Account Receivable transaction type, the subtype choices are: 

Miscellaneous Account Receivable: An account receivable that is exempt from being considered a 
contribution. 

note 
Unexpended Agent Balance is also a type of Other Account Receivable. This subtype does not appear 
on the selection list because it is managed by the system for all committees, including those using the 
XML upload process. 

For the Other Disbursement transaction type, the subtype choices are: 

Loan Payment (Exempt): A payment made on the principal of an exempt loan. 

Miscellaneous Disbursement: Reissuing a lost or returned check or loss on an investment. 

Nonpartisan Activity: Expenses incurred in conducting nonpartisan activities. 

Return or Refund of Contribution 

For the Other Receipt transaction type, the subtype choices are: 

Interest/Investment Income: Interest earned from bank accounts and proceeds earned from 
investments. 

Items Sold at Fair Market Value: Proceeds from the sale of items that are purchased by the buyer at 
fair market value. 

Loan Received (Exempt): A loan from a financial institution. 

Lost or Returned Check: A check that is returned to the committee or a check that has been reported 
as an expenditure but is subsequently lost in the mail or never cashed. 

Miscellaneous Receipt: Payments received on loans extended to another committee or organization 
and other miscellaneous receipts that are not contributions. 

Refunds and Rebates: Refunds of deposits and rebates from vendors. 
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 Agent: Select the name of the agent that made the expenditure on behalf of the committee. Begin typing any 
part of the agent’s name and a list will display possible matches. Select the appropriate name from the list by 
clicking on it. This field is enterable only for an Expenditure Made by an Agent transaction. 

 Contributor/Payee: Select the contributor, payee or other person associated with the transaction. This field 
is not required for Interest/Investment Income, Items Sold at Fair Market Value and Nonpartisan Activity 
transactions. 

To select the contributor/payee begin typing any part of the name and a list will display with possible 
matches. If the name appears on the list, select the name by clicking on it. If the name does not appear on the 
list, click on the Add button to the right of the Contributor/Payee name field to create a new address book 
entry. See Adding Address Book Entries on page 103 in this User’s Manual. 

There are several system address book entries that automatically appear in the contributor/payee pick list for 
all committees. The address book entries that are available to all committees are: 

Petition Circulators 

Payroll Taxes 

Anonymous Contribution 

Additionally, the following system address book entries are available to committees that have opted out of 
using the system to calculate contributor and payee aggregates: 

Miscellaneous Cash Contributions $100 and under 

Miscellaneous In-Kind Contributions $100 and under 

Miscellaneous Cash Expenditures $100 and under 

Miscellaneous Accounts Payable $100 and under 

Miscellaneous Agent Expenditures $100 and under 

Miscellaneous Personal Expenditures $100 and under 

Miscellaneous Pledges of Cash $100 and under 

Miscellaneous Pledges of In-Kind $100 and under 

After selecting or adding the name associated with the transaction, address and occupational information 
from the address book will display in the box to the right of the Contributor/Payee name field, allowing the 
user to verify that the information is correct. If the information needs to be updated, click on the Edit button 
to the right of the Contributor/Payee name field. Make the necessary changes to the address book entry and 
click on Save. The user is returned to the Transaction Add/Edit page and the updated information displays. 

If a contributor’s aggregate contributions during the calendar year exceed $100, address, occupation and 
employer information are required. If aggregate expenditures to a payee exceed $100 during a calendar year, 
address (city and state) is required. 
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 Payment Method: Select the payment instrument used for a cash expenditure or other disbursement 
transaction by clicking on the down arrow and choosing the appropriate value from the list. The choices are: 

Cash: A payment made by a chief petitioner committee using cash. 

note 
The payment type of Cash is available to chief petitioner committees only. Candidate committees and 
political action committees are prohibited from making expenditures using cash. 

Check: A payment made by the committee using a committee check. 

Credit Card: A payment made by the committee using a committee credit card. 

Debit Card: A payment made by the committee using a committee debit card. 

Electronic Check: A payment electronically accessed by the vendor. 

Electronic Funds Transfer: A payment made by electronic transfer. 

 Check #: Enter the actual number of the check issued by the committee. This field is enterable only for a 
cash expenditure or other disbursement transaction with a payment method of check. 

 Amount: Enter the amount of the transaction. 

 Calendar Year Aggregate: Enter the calendar year aggregate for the contributor or payee. The Calendar 
Year Aggregate field displays for a committee that has chosen to track contributor and payee aggregates 
themselves instead of relying on the system to calculate the aggregates. A calendar year aggregate must be 
entered for each contribution or expenditure transaction, other than ‘miscellaneous under $100’ entries. 

 Interest Rate: Enter the interest rate associated with a loan received by the committee or a loan made to 
another entity by the committee. If there is no interest rate attached to the loan, enter 0 (zero). 

 Repayment Schedule: Enter the repayment schedule associated with a loan received by the committee or a 
loan made to another entity by the committee. 

 Description: A written description of the purpose of an expenditure or in-kind contribution may be provided 
in lieu of selecting a purpose from the list of purpose descriptions. Additionally, the following transactions 
require that a description be provided: 

Expenditures or in-kind contributions using the General Operational Expenses, Public Office Holder 
Expenses or Travel Expenses purpose. 

Miscellaneous Other Receipt 

Miscellaneous Other Disbursement 

Cash Balance Adjustment 
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 Occupation Letter Date: If occupation and employer information are not obtained when a contribution is 
received and the committee sends a letter requesting the information, provide the date the letter is sent to the 
contributor. Enter the date in the field or click on the gray box to the right of the field to select the date from 
the calendar. 

 Notes: Use the Notes field to provide additional information to the Elections Division and the public about a 
transaction. Do not use the Notes field for information that is required to be in the Description field. 

 Purpose: For an expenditure or in-kind contribution, select one or more purpose descriptions that best 
describe the purpose of the transaction. To select a purpose description, click on the down arrow and choose 
the desired purpose from the list. 

To add a row for an additional purpose, click on the box containing a plus (+) symbol to the right of the first 
row. To delete a row, click on the box with an X to the right of the row to be deleted. 

 

An explanation of each purpose description follows: 

Agent: A payee who is an individual or firm, such as an advertising agency or a public relations firm, 
authorized by a committee to make expenditures for broadcast or newspaper advertising or for 
payment of petition circulators and makes such expenditures. For expenditures made by an agent, a 
committee must detail the expenditures made by the agent. 

Broadcast Advertising: Expenditures for radio and television advertising. This is a sufficient purpose 
only if payment is made directly to a specific radio or TV station. 

Cash Contribution: Contributions made to other committees or organizations. 

Fundraising Event Expenses: Expenditures associated with holding a fundraiser, including 
payments to restaurants, hotels, caterers, other food and refreshment vendors, entertainers and 
speakers. 

General Operational Expenses: General campaign operating expenses, including filing fees, bank 
service charges, purchase or rental of office equipment and furniture for the campaign and office 
supplies. When this purpose is used, a committee must provide a written description (e.g., office 
supplies, furniture, etc.) 

Interest Payment: Interest paid to a financial institution or other lender for a loan made to the 
committee. 

Literature, Brochures, Printing: Expenditures for the preparation and production of campaign 
literature and printed solicitations, including expenditures for mailing lists, design, photography, copy, 
layout, printing and reproduction. 
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Loan Extended: An expenditure made by a committee that is a loan to another individual, committee 
or organization. 

Management Services: Includes fees and commissions paid to campaign management companies, 
agents and campaign consultants. 

Newspaper and Other Periodical Advertising: Expenditures for advertising in newspapers, 
periodicals and other publications. This is a sufficient purpose only if payment is made to a specific 
publication. 

Other Advertising: Expenditures associated with the production and purchase of advertising on 
billboards, yard signs, voters’ pamphlets, websites, and campaign paraphernalia such as buttons, 
bumper stickers, t-shirts, etc. 

Petition Circulators: Payments made to individuals for collection of signatures on a petition. 

Postage: Expenditures for stamps, postage, United Parcel Service, Federal Express and direct mail 
services. 

Preparation and Production of Advertising: Payments associated with the preparation or 
production of broadcast, newspaper or other periodical advertising. 

Public Office Holder Expenses: Expenditures associated with allowable public office holder 
expenses such as gifts of nominal value, conference registration fees, membership dues, constituent 
services, staff wages, office rent, mileage, gas, travel and entertainment. When this purpose is used, a 
committee must provide a written description. 

Reimbursement for Personal Expenditures: Payments to reimburse a person for personal 
expenditures (including credit card charges) made on behalf of the committee. The personal 
expenditures made by the person must separately be reported as transactions using transaction type 
Expenditure/Account Payable and subtype Personal Expenditures for Reimbursement.  

note 
When using the reimbursement of personal expenditures purpose description, the entire amount of the 
transaction is subtracted from the committee’s outstanding personal expenditure balance on the 
account summary page. If a check represents more than just reimbursement for personal expenditures, 
enter two separate transactions. 

Surveys and Polls: Expenditures associated with polls, reports on election trends, voter surveys, 
telemarketing, telephone banks, etc. 

Travel Expenses: Expenditures associated with travel. When this purpose is used, a committee must 
provide a written description (e.g., lodging, airfare, meals, gas, mileage, etc.) 

Utilities: Expenditures for telephone, Internet access, electricity, etc. 

Wages, Salaries, Benefits: Expenditures associated with campaign staff (including wages, 
employment taxes, insurance, payments to temporary employment agencies, etc.) 
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 Associated Transactions: An associated transaction is a transaction that is connected to or dependent 
upon another transaction that has previously been entered in ORESTAR. For example, a cash expenditure that 
is a partial or full payment of a previously entered account payable transaction must be associated to reduce 
the outstanding account payable balance on the committee’s account summary. 

The following are examples of associated transactions: 

Associated Transaction Previously Entered Transaction 

Account Payable Rescinded* Account Payable 

Cash Contribution Pledge of Cash 

Cash Expenditure Account Payable 

In-Kind Contribution Pledge of In-Kind 

In-Kind/Forgiven Account Payable* Account Payable 

Loan Forgiven (Non-Exempt)* Loan Received (Non-Exempt) 

Loan Payment (Exempt)* Loan Received (Exempt) 

Loan Payment (Non-Exempt)* Loan Received (Non-Exempt) 

Loan Received (Non-Exempt) Pledge of Loan 

Refunds and Rebates Other Account Receivable 

Return or Refund of Contribution* Cash Contribution 

Uncollectible Pledge of Cash* Pledge of Cash 

Uncollectible Pledge of In-Kind* Pledge of In-Kind 

Uncollectible Pledge of Loan* Pledge of Loan 

* Transaction requires an association. 

The system attempts to identify all possible associations and displays them in the Transaction Association 
section of the page which can be accessed by clicking on the Transaction Association bar. 

 

The default selection for each transaction is Unassociate. If the current transaction is a partial receipt or 
payment for a previously entered transaction in the list, click on the Associate button for that transaction. If 
the current transaction is full receipt or payment for a previously entered transaction in the list, click on the 
Complete button for that transaction. 

If a previously entered transaction that should be associated with the current transaction does not appear in 
the transaction association list, click on Search. The Transaction Search page displays. Enter appropriate 
search criteria for the desired transaction and click on Search. The search results display in the associated 
transaction list allowing the user to associate or complete the transaction. 
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 In-Kind or Independent Expenditure Information: An expenditure that is an in-kind contribution to 
another candidate or committee, or an independent expenditure supporting or opposing a candidate or 
measure, must be identified as an in-kind or independent expenditure and must identify the candidates or 
committees supported or opposed by the expenditure. Click on the In-Kind or Independent Expenditure 
Information bar and the following displays: 

 

Enter the following information for each candidate or measure supported or opposed by the expenditure: 

Indicator: Click on the down arrow and select In-Kind or Independent from the list. 

Committee Name: For an in-kind expenditure benefiting a candidate or committee, begin typing any 
portion of the name of the candidate or committee supported or opposed by the expenditure. A list will 
display with possible matches. Select the appropriate candidate or committee by clicking on the name 
in the list. 

For an independent expenditure supporting or opposing a candidate or measure do not select from the 
list, but instead enter support or oppose followed by the candidate’s name or measure information  
(e.g., support John Smith or oppose measure 99). 

Amount: Enter the amount of the expenditure that supported or opposed the candidate, committee or 
measure. 

To add an additional row, click on the box containing a plus (+) symbol to the right of the Amount field in the 
first row. To delete a row, click on box containing an X to the right of the Amount field of the row to be 
deleted. 

 Co-Signer Obligation: Each endorser or guarantor of an exempt loan received is considered a contributor 
and must be reported, unless the endorser or guarantor is the candidate’s spouse. Click on the Co-Signer 
Obligation bar and the following displays: 

 

Enter the name of the endorser or guarantor and the amount for which the person agreed to be liable in a 
written agreement. 

To add an additional row, click on the box containing a plus (+) symbol to the right of the Amount field in the 
first row. To delete a row, click on box containing an X to the right of the Amount field of the row to be 
deleted. 
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Saving Transactions 
A transaction can be saved from the Transaction Add/Edit page by clicking Validate, Save/Exit or 
Save/Add. 

To save a transaction, the transaction date, transaction type/subtype, contributor/payee (if required) and 
amount must be provided.  

Validating Transactions 
Transactions must be validated prior to filing. Transactions can be validated from the Transaction Add/Edit 
page as they are entered or they can be validated individually or as a batch from the Transaction Queue. 

To validate transactions as they are entered click on Validate after data entry of the transaction is completed. 
The transaction is saved and the Transaction Validation page displays.  

To validate transactions from the Transaction Queue select one or more transactions from the list and click on 
Validate. The Transaction Validation page displays. 

 

The Transaction Validation page displays error messages associated with the transaction or transactions 
selected for validation. There are three types of messages: 

Error: An error message stops the transaction from being filed. The insufficiency must be fixed before 
the transaction can be filed. 

Warning: A warning message identifies missing information that is required by statute and must be 
supplied for the transaction to be considered sufficient. A warning message does not prevent the 
transaction from being filed. 

Informational: An informational message identifies missing information that is required by 
administrative rule. An informational message does not prevent the transaction from being filed. 
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From the validation message page the user may click on: 

 The transaction ID number to return to the Transaction Add/Edit page and make changes to the transaction. 

 Add to add another transaction. 

 Return to Transaction Queue to go back to the Transaction Queue page. 

 File to file the transaction immediately. This option is available only to an individual with the candidate, 
treasurer, candidate/treasurer or alternate transaction filer role. 

 File/Due to file the transaction on its due date. This option is available only to an individual with the 
candidate, treasurer, candidate/treasurer or alternate transaction filer role. 

note 
If any part of a transaction, including the address book entry associated with it, is edited after validation and 
prior to filing, the transaction must be re-validated prior to filing. 

Editing Transactions Prior to Filing 
Transactions that have not been filed appear on the Transaction Queue page. A transaction can be edited 
prior to filing as follows: 

1 Access the Transaction Queue by clicking on the Transaction tab. 

2 Select the transaction to be edited from the list and click on Amend. 

3 Make the desired changes. If information associated with the address book entry needs amending, click on 
the Edit button to the right of the Contributor/Payee name field. 

4 Save the changes by clicking Validate, Save/Exit or Save/Add. 

Warning! 
Committees using the XML upload process are advised not to edit uploaded transactions directly in 
ORESTAR. Editing uploaded transactions will cause the original data to be out of sync with the data in 
ORESTAR. This could cause problems with any subsequent amendments, if necessary. 

Deleting Transactions Prior to Filing 
Transactions deleted prior to filing are true deletions. No history of the transaction is maintained. To delete a 
transaction that has not yet been filed, proceed with the following: 

1 Access the Transaction Queue by clicking on the Transaction tab. 

2 Select the transaction to be deleted from the list and click on Delete. 
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Filing Transactions 
The Attestation page is accessed by clicking File or File/Due on the Transaction Queue or Transaction 
Validation page. Only candidates, treasurers and alternate transaction filers can file transactions. 

 

Read the attestation and if agreed, click on the File button. After filing transactions the user is returned to the 
Transaction Queue page and the filed transactions no longer display in the list. 

The filed transactions are processed and an email with “Filing Complete” in the subject line is sent to the 
candidate, treasurer, alternate transaction filer and correspondence recipient, if applicable. Attached to the 
email is a PDF file of the Transaction Filing Report. The report contains a list of the filed transactions and 
includes the validation errors, if any, associated with each transaction. Users associated with a committee, 
including a data entry person or vendor, can also access this report by clicking on the Documents tab. 

Editing Transactions with the Filed When Due Process Status 
A transaction with a process status of Filed When Due (i.e., the transaction has been filed when due and the 
due date has not passed) may be edited. When the transaction is edited it reverts back to the New process 
status and must be validated and filed again. To edit a transaction with a process status of Filed When Due, 
proceed as follows: 

1 Access the Transaction Queue page by clicking on the Transaction tab. 

2 Click on Search. 

3 Enter the transaction ID or enter other search criteria (such as process status = Filed When Due). 

4 Click on Search. The search results display on the Transaction Queue page. 

5 Select the transaction to be edited and click on Amend. 

6 Make the desired changes. If information associated with the address book entry needs amending, click on 
the Edit button to the right of the Contributor/Payee name field. 

7 Save, validate and file the original transaction. 
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Amending Filed Transactions 
To amend a filed transaction, proceed with the following: 

1 Access the Transaction Queue page by clicking on the Transaction tab. 

2 Click on Search. 

3 Enter the transaction ID or enter other search criteria (such as a portion of the name associated with the 
transaction). 

4 Click on Search. The search results display on the Transaction Queue page. 

5 Select the transaction to be amended and click on Amend. 

6 Make the desired changes. If information associated with the address book entry needs amending, click on 
the Edit button to the right of the Contributor/Payee name field. 

7 Save, validate and file the amended transaction in the same manner as an original transaction. 

Warning! 
Committees using the XML upload process are advised not to amend filed transactions directly in ORESTAR. 
Amending uploaded transactions will cause the original data to be out of sync with the data in ORESTAR. 
This could cause problems with any subsequent amendments, if necessary. 

Deleting Filed Transactions 
To delete a filed transaction, proceed with the following: 

1 Access the Transaction Queue page by clicking on the Transaction tab. 

2 Click on Search. 

3 Enter the transaction ID or enter other search criteria (such as a portion of the name associated with the 
transaction). 

4 Click on Search. The search results display on the Transaction Queue page. 

5 Select the transaction to be deleted and click on Delete. A new transaction with the Deleted status and the 
Validated process status is created. The transaction displays on the Transaction Queue page. 

6 File the deleted transaction in the same manner as an original or amended transaction. 
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Searching for Transactions 
The Transaction Search page is accessed by clicking Search on the Transaction Queue page. It allows a user 
to search for transactions associated with the committee. 

 

Enter the desired search criteria and click on Search. The results of the search display as shown on the 
Transaction Queue page. 

 

To view detailed transaction information, click on the ID # of the desired transaction. To view address book 
information for a transaction, click on the Contributor/Payee name of the desired transaction. 

From the search results page, the user may edit or delete a transaction as previously discussed, export the 
search results to an Excel spreadsheet, or search for another transaction. If more than 50 transactions match 
the search criteria, click the Prev or Next buttons to move between pages.  
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If the transaction being searched for is not in the list, the user may click on Add to add a new transaction.  

Click on Clear to remove the search results from the Transaction Queue and restore the page to its initial 
display, showing only transactions that have not yet been filed with the Elections Division. 
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Address Book Tab 
The Address Book List page is accessed by clicking on the Address Book tab. The address book stores basic 
information about each individual or entity that is involved with a committee. Each name is entered only once 
even if a name serves in multiple capacities, such as a contributor and a payee. 

When the Address Book List is first accessed it displays all current address book entries associated with the 
committee. The page displays up to 25 address book entries at a time. Use the Prev and Next buttons to 
move between pages if more than 25 address book entries exist in the list.  

Address book entries on the page are displayed in ascending order by name. A red arrow to the left of the 
field name indicates the current sort order. If the arrow is pointing up, the results are sorted by that field in 
ascending order. If the arrow is pointing down, the results are sorted by that field in descending order. 
Clicking once on the red arrow will reverse the sort order. A user can change the sort order of the page at any 
time by clicking on the arrow in the column the user wishes to sort by.  

 

To view address book information, click on the Name of the desired address book entry. 

Function Buttons 
A list of the function buttons on the Address Book List page and a brief description of the action performed by 
each button follows: 

 Add: Displays the Address Book Add/Edit page ready for entry of a new person. 

 Edit: Displays the Address Book Add/Edit page with the information for the selected address book entry.  

 Delete: Deletes the selected address book entry if the person is not associated with any transactions. 

 Export: Exports the most recent version of each of the committee’s address book entries to an Excel 
spreadsheet. Expired address book entries are not included in the export. 
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 Search: Displays the Address Book Search page where a user can search for address book entries associated 
with the committee. Search results display on the Address Book List page. 

 Clear: Clears address book search results and returns the Address Book List to its initial display. 

 Prev: Displays the previous page of address book entries, if more than 25 address book entries exist in the 
list. 

 Next: Displays the next page of address book entries, if more than 25 address book entries exist in the list. 

An address book entry must be selected before clicking Edit or Delete. To select an address book entry, click 
in the circle to the left of the ID #. 

Address Book Information 
When the Address Book List is first accessed it displays all current address book entries associated with the 
committee. The page is also used to display search results for address book entries associated with the 
committee. 

The following is a brief explanation of the information that displays on the Address Book List page for each 
address book entry: 

 ID #: This is the unique identification number that is automatically assigned to an address entry by the 
system. If the address book entry is uploaded via an XML file, the ID number in the XML file will follow the ID 
number assigned by ORESTAR. 

 Name: This is the name of the individual, business/organization or political committee associated with the 
address book entry. 

 Address Information: This is the address information associated with the address book entry. 

 Prev ID #: This is the previous ID number associated with the current address book entry. Each time an 
address book entry that is associated with a filed transaction is edited, a new address book entry is 
automatically created by the system and the previous address book entry is expired. 
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Adding Address Book Entries 
The Address Book Add/Edit page is accessed by clicking Add on the Address Book List page or by clicking 
Add to the right of the Contributor/Payee name field on the Transaction Add/Edit page. 

 

Fields that are not appropriate for the address book entry are grayed out and not enterable. 

Function Buttons 
A list of the function buttons on the Address Book Add/Edit page and a brief description of the action 
performed by each button follows: 

 Save: Saves the address book entry and returns the user to the Address Book List. 

 Reset: Clears all unsaved changes on the page. 

 Cancel: Returns the user to the Address Book List without saving any changes on the page. 
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Completing the Form 
Use the tab key on the keyboard to move between fields on the page or click in the field with the mouse 
pointer.  

 Designation: Identify the person as a contributor, payee or other by clicking in the appropriate box. The 
Other category is used for individuals or entities that are not contributors or payees, such as a financial 
institution from which the committee receives interest earned or an exempt loan, or an individual purchasing 
an item at fair market value from the committee. More than one selection can be made. 

 Type: Select the type of person from the list. The choices are: 

Business Entity: Includes for-profit and professional corporations, cooperatives, governmental 
entities, partnerships, limited liability companies, sole proprietorships, etc. 

Candidate’s Immediate Family: Includes the candidate, the candidate’s spouse and any child, 
parent, grandparent, brother, half-brother, sister or half-sister of the candidate and the spouses of such 
persons, but does not include family members of the candidate’s spouse. 

Individual 

Labor Organization 

Other: Includes clubs, associations, nonprofit corporations, tribal organizations, etc. 

Political Committee: Committees filed in the State of Oregon or any other jurisdiction, including 
candidate committees, chief petitioner committees and political action committees established by 
business entities and labor organizations. 

Political Party Committee: A committee established by a major or minor political party in Oregon, 
including county central committees. 

The remainder of the form is broken out into four sections: 

 Name Information: The Type selected will determine the name fields that are available for entry: 

Candidate’s Immediate Family or Individual: Enter the individual’s first and last name. Prefix (Mr. 
or Ms.), suffix (Jr., Sr., III, etc.) and title (MD, CPA, etc.) can be entered if desired. 

Business Entity, Labor Organization or Other: Enter the name of the business or organization. 

Political Committee or Political Party Committee: Begin typing any part of the committee’s name 
in the Committee Name field and a list will display with possible matches. Select the appropriate 
committee from the list. If the committee does not appear on the list because it is not registered with 
the Secretary of State, enter the committee’s full name. 

 Filer Book ID: This field displays the unique identification number assigned to an address book entry that is 
uploaded via an XML file. 
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 Address Information: For a contributor, enter a street address or PO Box, city, state and zip code. For a 
payee, enter the city, or county if no city, and state where the payee is located. For a political committee or 
political party committee registered with the Secretary of State, the address is automatically populated from 
the committee’s most recent Statement of Organization. 

 For a contributor with a foreign address, enter a street address, city/province/region, country and postal code. 

 Contact Information: Enter work phone, home phone, fax and email address if desired. All contact 
information is optional and is not made public record. 

 Occupational Information: The occupation and employer fields are enterable only for an individual 
contributor (candidate’s immediate family or individual person types). 

If the individual is not employed (including retired, student, etc.), select Not Employed by clicking in the 
box.  

If the individual is self-employed, select Self-Employed by clicking in the box, and provide the nature of 
the individual’s occupation. 

If the individual is employed by another person, provide the individual’s occupation and employer’s 
name and address (city and state). 

Saving Address Book Entries 
To save an address book entry, click on Save after entering at least the designation, type and name. 

Editing Address Book Entries 
An address book entry can be edited from the Address Book List or the Transaction Add/Edit page. 

To edit an address book entry from the Address Book List, select the entry to be edited by clicking in the circle 
to the left of the ID # and click on Edit. 

To edit an address book entry from the Transaction Add/Edit page, click on the Edit button to the right of the 
Contributor/Payee name field. 

The Address Book Add/Edit page displays with the information for the address book entry selected or the 
address book entry associated with the transaction. Make the appropriate changes and click on Save. 

Editing an address book entry updates all transactions associated with that address book entry that have not 
yet been filed, but does not amend a filed transaction. 

Editing an address book entry that is associated with previously filed transactions automatically creates a new 
address book entry and expires the previous address book entry. 
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Deleting Address Book Entries 
An address book entry can be deleted only if it is not associated with a transaction. To delete an address book 
entry, select the entry to be deleted by clicking in the circle to the left of the ID # and click on Delete.  

Expiring Address Book Entries 
An address book entry can be expired. An expired address book entry will no longer display on the Address 
Book List and will not appear in the contributor/payee list on the Transaction Add/Edit page. To expire an 
address book entry, edit the address book entry and click in the Expire Entry checkbox. 

Unexpiring Address Book Entries 
An address book entry that is expired can be reversed, if necessary. To unexpire an address book entry, 
search for the address book entry and be sure to click in the Show Expired Entries checkbox. Edit the address 
book entry and click in the Expire Entry checkbox to deselect it. 

Searching the Address Book 
The Address Book Search page is accessed by clicking Search on the Address Book List page. It allows a user 
to search for address book entries associated with the committee. 

 

Enter a portion of the address book name or address, or enter the Filer Book ID for an address book entry 
uploaded via an XML file and click on Search. The results of the search display as shown on the Address 
Book List. 
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Click on the desired address book name to view address, contact and occupational information. 

From the search results page, the user may edit or delete an address book entry as previously discussed, or 
search for another entry. If more than 25 address book entries match the search criteria, click the Prev or 
Next buttons to move between pages.  

If the address book entry being searched for is not in the committee’s address book, the user may click on 
Add to create a new entry.  

Click on Clear to remove the search results from the Address Book List and restore the page to its initial 
display.
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Upload Xml Tab 
This function allows committees to upload transaction information into ORESTAR in an XML file format 
specified by the Elections Division. Committees that choose to enter transaction information into a system 
other than ORESTAR will use this function to upload the transaction information into the committee’s 
ORESTAR account for filing with the Elections Division. 

The Upload Xml page is accessed by clicking on the Upload Xml tab. 

 

1 Click on the Browse button. A window will open and allow the user to search for the document within the 
computer currently being used. 

2 Select the .xml file to upload and click Open. The dialog box will close and the file name will display on the 
Upload Xml page. 

3 Click Upload. 

4 The uploaded file is validated to ensure it meets the XML file format specifications. An error message stating 
“Invalid XML File” will be displayed if the file was not uploaded because it did not comply with the format 
specifications. 

5 If the file passes the XML file validation, the transactions are uploaded into ORESTAR and a second level of 
validation is performed on the data contained in the file.  

6 An email with “XML Validation” in the subject line is sent to the candidate, treasurer, alternate transaction 
filer, correspondence recipient and vendor, if applicable. The report contains a list of transactions in the XML 
file and identifies validation errors, if any, associated with each transaction. The report also informs the user if 
transactions were successfully saved to the database. The report can also be accessed by clicking on the 
Documents tab in the committee’s account. 

7 The uploaded transactions display in the committee’s Transaction Queue ready for filing with the Elections 
Division by the candidate, treasurer or alternate transaction filer of the committee. See Filing Transactions on 
page 97 in this User’s Manual. 

Warning! 
Uploaded transactions should not be amended directly in ORESTAR. Editing data after it is uploaded will 
cause the original data to be out of sync with the data in ORESTAR. This could cause problems with any 
subsequent amendments, if necessary. 
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Documents Tab 
The Document List is accessed by clicking on the Documents tab. It contains a list of correspondence sent to 
the committee via email, such as transaction filing reports, XML validation reports and exam letters. 

The page displays up to 50 documents at a time. Use the Prev and Next buttons to move between pages if 
more than 50 documents exist.  

The documents on the page are displayed in descending order by document date. A red arrow to the left of 
the field name indicates the current sort order. If the arrow is pointing up, the results are sorted by that field 
in ascending order. If the arrow is pointing down, the results are sorted by that field in descending order. 
Clicking once on the red arrow will reverse the sort order. A user can change the sort order of the page at any 
time by clicking on the arrow in the column the user wishes to sort by.  

All documents are PDF files and can be opened using the free Adobe Acrobat Reader. 
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Preferences Tab 
The Preferences page is accessed by clicking on the Preferences tab. This page allows a user to set certain 
preferences within the system that are specific to the committee. 

 

Automatically Calculate Contributor/Payee Aggregates and Miscellaneous Transactions 

A committee may choose to allow ORESTAR to track and calculate calendar year aggregate totals for 
contributors and payees or may choose to separately track all contributor and payee aggregates manually or 
in another system. The Elections Division recommends that most committees allow ORESTAR to calculate 
contributor and payee aggregates to assist the committee in complying with Oregon’s campaign finance 
laws. 

A committee that allows ORESTAR to calculate contributor and payee aggregates will enter each transaction, 
regardless of the amount, and the system determines if a transaction should be disclosed to the public or 
should be included in the appropriate ‘miscellaneous under $100’ category. For each transaction where the 
contributor’s or payee’s aggregate is $100 or under the system will automatically create the appropriate 
‘miscellaneous under $100’ transaction for each day these transactions occur. 

A committee that chooses to separately track and calculate contributor and payee aggregates will enter only 
those transactions where the contributor’s or payee’s aggregate is over $100. For transactions where the 
contributor’s or payee’s aggregate is $100 or under, the committee will enter a ‘miscellaneous under $100’ 
transaction for each day these transactions occur (ranges of dates are not allowed). In addition, the 
committee must enter a calendar year aggregate amount for each contribution or expenditure transaction 
entered, other than ‘miscellaneous under $100’ transactions. 

A committee may change its preference at the beginning of each calendar year, prior to entering any 
transactions in ORESTAR for the calendar year. After transactions are entered for a calendar year, the 
preference choice cannot be changed. 

note 
A new committee is automatically opted in to using the system aggregate calculation function. The choice to 
opt out of using the system aggregate calculation function must be made before any transactions are entered 
into ORESTAR. 
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To opt out of using the system aggregate calculation function for the current calendar year, uncheck the box 
and click on Update. A pop-up window displays with a warning message about the effects of opting out of 
the system aggregate function. Click OK on the pop-up screen and click on Update again to confirm the 
change. 

To opt back in to the system aggregate calculation function for the current calendar year, check the box and 
click on Update. 
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Certificate Tab 
The Certificates page is accessed by clicking on the Certificates tab. This page allows a committee to file a 
Certificate of Limited Contributions and Expenditures or view Certificates filed by the committee. 

 

A committee may file a Certificate of Limited Contributions and Expenditures for the current calendar year if 
the committee does not expect to receive a total of more than $2,000 or spend a total of more than $2,000 
during the calendar year. A certificate cannot be filed when transactions have been entered or filed for the 
current year. 

Filing a Certificate 
To file a Certificate of Limited Contributions and Expenditures for the current calendar year, proceed with the 
following: 

1 Click on File Certificate. The Certificate Attestation page displays. 

 

2 Enter the committee’s cash balance as of January 1 of the current calendar year. 
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3 Read the attestation printed on the screen and if agreed, click on the File button to attest and file the 
Certificate of Limited Contributions and Expenditures with the Elections Division. 

Transaction Entry 
A committee that files a Certificate for a calendar year is encouraged to enter transaction information into the 
committee’s account in ORESTAR so the system can assist the committee in determining if the $2,000 
threshold in aggregate contributions or aggregate expenditures is exceeded during the calendar year.  

Transactions entered into the committee’s account do not have due dates associated with them and cannot 
be filed unless the committee has entered total contributions or total expenditures exceeding the $2,000 
threshold during the calendar year. 

Access the Certificates page to view the total contributions or total expenditures entered into ORESTAR 
during a year in which the committee filed a Certificate. 

 

Exceeding the Certificate Threshold 
If a committee filed a Certificate for a calendar year and is entering transactions into the committee’s account, 
the system will notify the committee if the $2,000 contribution or expenditure threshold by expiring the 
Certificate and calculating a due date for all transactions in the committee’s Transaction Queue. 

If a committee is not entering transactions into the committee’s account it must separately track the 
committee’s activity to ensure the $2,000 threshold in contributions or expenditures is not exceeded during 
the calendar year. If the committee’s total contributions or total expenditures during the calendar year exceed 
$2,000, the committee must use ORESTAR to enter and file all transactions during the calendar year. 

If a committee that filed a Certificate exceeds the $2,000 threshold, the deadline for filing all transactions 
during the calendar year is seven calendar days after the date of the transaction that exceeds the threshold. 
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End of Calendar Year 
At the end of each calendar year, any transactions that are entered by a committee that filed a Certificate of 
Limited Contributions and Expenditures but were not filed because the committee did not exceed $2,000 in 
total contributions or total expenditures during the calendar year are assigned the “Certificate Filed” process 
status. Transactions with this process status do not display on the committee’s Transaction Queue but can be 
access through the search page.  



 

 

 
Filing of 

Candidacy 
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This section of the manual walks a user through the process of filing a fee based Declaration of Candidacy. 
The filing of candidacy must be done by the candidate and the candidate must be a registered user in 
ORESTAR. If the candidate is not already registered, see Creating a User Account on page 14 in this User’s 
Manual. 

A major political party or nonpartisan candidate for state office, United States Senator or Representative in 
Congress may file a fee based Declaration of Candidacy for a Primary Election electronically in ORESTAR. The 
filing fee must be paid online by credit card. Both VISA and MasterCard are accepted. Candidate filings that 
are submitted electronically can also be amended or withdrawn electronically, if necessary. 

State office includes: Governor, Secretary of State, State Treasurer, Attorney General, Commissioner of the 
Bureau of Labor and Industries, Superintendent of Public Instruction, State Senator, State Representative, 
Judge of the Supreme Court, Judge of the Court of Appeals, Judge of the Oregon Tax Court, Judge of the 
Circuit Court, District Attorney, County Judge positions where the office holder exercises judicial junctions. 

All information on a filed Declaration of Candidacy is public record and viewable by the public on the Internet, 
except personal information (residence address, home phone number and personal email address) of a 
candidate who has been granted a public disclosure exemption under ORS 192.445. 

note 
Major political party or nonpartisan candidates using the petition process to gain ballot access, candidates 
filing a Declaration of Candidacy to fill a vacancy in nomination for the General Election, and minor political 
party or independent candidates must continue to file using the paper forms. 

Filing a Declaration of Candidacy 
To file candidacy, login to ORESTAR to access the Private Workshop page and proceed with the following: 

1 Click on File Candidacy in the left navigation bar. 

The Candidate Information page is the first of the Candidacy Filing entry pages. Use the tab key on the 
keyboard to move between fields on a single page or click in the field with the mouse pointer. Use the Back 
and Next buttons or click on the tabs in the tab bar to navigate between pages.  

Two additional function buttons display on all Candidacy Filing entry pages: 

 Save as work in progress allows a user to save an incomplete filing at any time and immediately continue 
with the filing or return at a later time to complete the filing. A work in progress filing can be accessed at a 
later time from a user’s Private Workshop by clicking on the Continue with Filing button. A work in 
progress candidacy filing does not become public record until it is filed with and approved by the Elections 
Division. 

 Submit Filing performs validation on the candidacy filing and notifies the user of any errors. If no errors are 
found, the candidate is presented with the attestation page where the candidate electronically signs the 
candidacy filing and files it with the Elections Division. 
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2 Enter the following information about the candidate: 

 Name of Candidate: The candidate’s name (first, middle and last) is automatically populated from the user 
profile and cannot be modified. Prefix (Mr. or Ms.), suffix (Jr., Sr., III, etc.) and title (MD, CPA, etc.) fields can 
be added if desired. 

 How name should appear on ballot: The name of the candidate as it should appear on the ballot. If a 
nickname is used in connection with the candidate’s full name, the nickname should be in parentheses. Titles 
and designations (e.g., Dr., CPA, etc.) should not be included as they cannot appear on the ballot. 

 Candidate Residence Address: The address of the residence of the candidate, including the county. 

 Mailing Address for Candidate Correspondence: The address where the candidate wishes to receive 
correspondence from the Elections Division. Click in the checkbox to use the residence address as the 
mailing address for candidate correspondence.  

note 
Most correspondence is sent via email unless the correspondence is specifically required to be sent via the 
US Postal Service. Email correspondence is sent to the email address on the user’s account profile. 

 Contact Information: Enter work phone, home phone, fax, email address and website, if applicable. 

3 Click on Next. The Office Information page displays. 
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4 Enter the following information about the office the candidate is filing for. The fields are completed using 
drop-down menus. To complete each field, click on the down arrow and choose the appropriate value from 
the list. 

 Office: Select the office the candidate is filing for. 

 District, Position or County: Select the district, position or county of the office the candidate is filing for. 

 Party Affiliation: Select the candidate’s party affiliation. Nonpartisan will automatically populate if the 
office selected is nonpartisan. 

 Incumbent Judge: If filing for a state judge position, indicate if the candidate is the incumbent judge by 
selecting Yes or No. 

5 Click on Next. The Occupation Information page displays. 
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6 Enter the following information about the candidate’s occupational experience: 

 Occupation: The current full or part-time employment or other line of work, business, craft or professional 
information (not required to indicate whether paid or not paid). 

 Occupational Background: Previous full or part-time employment or other line of work, business, craft or 
professional information (not required to indicate whether paid or not paid). 

7 Click on Next. The Education Information page displays. 

 

8 Enter the following information about the candidate’s education: 

 Educational Background (schools attended): The schools attended by the candidate, including the last 
grade level completed, whether a diploma, degree or certificate was received, and the course of study. It is 
not required that every educational experience be listed, but what is listed must be accurate. 

 Educational Background (other): Other educational experiences of the candidate. 

9 Click on Next. The Experience page displays. 
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10 Enter the following information about the candidate’s prior governmental experience: 

 Prior Governmental Experience: The current or previous governmental experience, which refers to a 
person’s involvement in governmental activities, such as appointed boards and commissions, elected boards 
and other elected or appointed public offices. Full or part-time, paid or unpaid or volunteer experience may 
be included (not required to indicate whether paid or not paid). 

11 When the candidacy filing has been completed, click on Submit Filing. The filing is validated and if no errors 
are found, the Attestation page displays. 

If errors are found during the validation process, the user is returned to the data entry screen where the first 
error exists. A message identifying the number of errors found displays at the top of the page. Messages 
identifying specific errors display above the fields in error. A user should fix any errors found and click on 
Submit Filing again. 
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12 If filing for a state office, certify whether or not the candidate has a candidate committee by clicking in the 
circle next to the appropriate statement. 

13 Read the attestation and if agreed, click on the Continue button to attest and proceed to the Oregon 
Securepay system where the online payment is processed. 

 

14 Confirm your selection and click on the next button. The first page of the Checkout displays. 
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15 Confirm your name and address and click on the next button. The second Checkout page displays. 

 



123 Filing of Candidacy 

User’s Manual 

16 Enter your credit card number, select the expiration month and expiration year and click on the submit 
button. A page displays confirming that your credit card payment has been approved. 

 

17 Click on the continue button. The user returns to ORESTAR and a payment confirmation page displays. The 
information on the page is also emailed to the user. 

 

18 Click on the Continue button to return to the Private Workshop. 

Amending a Candidacy Filing 
To amend a candidacy filing, proceed with the following: 

1 Click on the Amend button associated with the candidacy filing on the Private Workshop. The candidacy 
filing data entry screens display with the data from the most recent candidacy filing. 

2 Make the appropriate changes and click on Submit Filing. The attestation page displays. 

3 Read the attestation and click on the File button to attest and file the amended candidacy filing with the 
Elections Division. 

note 
The office designated on a candidacy filing cannot be amended. To change offices, the candidate must 
withdraw the candidacy filing and submit a new Filing of Candidacy. 
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Withdrawing a Candidacy Filing 
To withdraw a candidacy filing, proceed with the following: 

1 Click on the Withdraw button associated with the candidacy filing on the Private Workshop. The Withdrawal 
of Candidacy page displays.  

 

2 Enter the reason for the withdrawal. 

3 Read the attestation and click on the Continue button to attest and file the withdrawal of candidacy with the 
Elections Division. 
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