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Donald L. Averett

Senior Reports Analyst
Reports Analyeis Division
FEDERAL, ELECTION COMMISSION
Washington, D.C. 20463

Dear Mr. Averott:

The Fundraising Compliance Protocel I menticned in my
February 5, 1%%6 letter to you {at page 3} has heen completed by
the Stata Committes staff. I am transmitting it herewith, with
the Compliance Phone and Mail Record sheet and standard
solicitation fForme used in connection with twe recent fFundralsing
events, If you have any suggestions on the Protocal, please let
us know.

Acting Treasurer

co: Patrick Schaefer, Exec. Dir.

Enclosura

COWPITIDICE R EEN AW A TN OB ESF . INH A VTFHHT LLLOH

3p Kaxr 29ch Screwr, boew ork, MY LIKLE + lizleplione 252/ 725-8H75 » Rk 2147743 -HY67
i= Las liridoe srreer, §lswegro, =5 11126 = Leleplooe 21573422571 « Fas 210734 31007

eI -



¥

NEW YORK STATE DEMOGRATIC COMMITTEE
EUNDRAISING
COMPANGE PROTORCOL

The fallowing is a step-by-step protucsl for all NYSDS comgliancs:

1. Sort contributiens: Sort cantributions that amive in the daily mail into like groups
as identified by code or avent.
FAesponaibility: Directar of Qperations or Executive Director

2. Bateh checks: Beparate checks with their donor cards inte groups of 25 or fewer
{keeping ke groups together as much as possible). in numsds sequence assign the
batch a number. These batches will be entared onto a bank deposit ticket.
Responsibility: Dlrectsr of Gperatlons, Staff assistant

ACH

3. Total chegks: For each original batch of chacks, with an adding machine, provide
2 monetary toial, Write "datch #_ chacks”™ on the adding machine lape.
Hesponsibility: Director of Qparatlens or Executive Director

4. Photacepy checks: hake two gopiss of each chack with its donar card, Keep
groups of checks and copies in the same order as shown an the adding machins tape.
These capies wil be the Siate Commites’s racory of a contribifion. Separate danor
cards from tha checks and place in a separate flla.

Rezponsibility: Director of Operations, Staff assistant

5. Comgllahce inlormation review;: ALL CHECK AND DONOR CARD COPIES
MUST REFLECT FULL MAME, MAILING ADDRESRS, OCCUPATION ANO NAME OF
EMPLOYER. A RECORDWITH MISSING INFORMATION MUST BE COPIED ONTC
THE FROVIDED COMPLIANCE SHEET AND GIVEN TO THE EXECUTIVE
CIRECTOR

Responaibility: Director of Opeations or Executive Dirscior

sea research procedurgs,

& Total Photocopies: for sach photocopied batch, with an adding machine,
provide a monetary total. Write *hateh #_ copies” on the adding maching tape.
Responsibility: Director of Operations, Staff assistant

7. Compare Math: Compars the tals of the we adding maching tapes: if thay deo
nct equal, rework until they equai. O course, they must agqual.
Responsibllity: Diractor of Opeorations or Executive Directar

8. Deposlt preparation: Stamp checks with NYSOC endorsement. On depasit
slip, [tst chack amounls in the exact same arder as the checks and ¢opies ars grouped,



Total amaunts one mere time to be sure there are no errors, Fil in total, number of
itemns and writa batch # on deposit slip.
Raspansiblilty: Director of Operations or Executive Diractar

9. Balch cover sheets: Make fwo phatocopies of the pair of adding machine tapes,
side by side. Or each copy write the following: actual dale of deposit, 3/l avant
¢odes/calepory names that are included in the batch and batch number. Attach onae
copy to top of each batgh of chack copies.

Reshansibility: Director of Cperations, Staff assistant

10, Distribute;
1. Checks and daposils sifps to bank
2. 1 set of copies 1o batchbook ther to data antry
3. 1 =at of copies + adding machine tapes + deposlt 2llp copias to traasurer
4, Capy of compllance request o Executive Diracto
Feaponsibility: Dlrector of Operations

BESEARCH PROCERURES ON MISSING INFORMATION

A. Inltlal sollcitation; Standard invitations will Include a request for all informaticn
as requirad by the Federal Election Gammission. Attached please find two standard
salicitation forms.

B. Calendar: Review compliance records and schedule a gall.
Responsgibillly: Exesutive Director

C. Oral request. Within fen {10} daya of recaipt of tha check, a phore call ta the
comritiutor will be placed. The requast wil be documented on the compliance record
detailing dats, numbaer calfed, and result of atternpt.

Responsibility; Exscutive Director

. Written request: Review the compllancs sheet, Individuals wha have not
respended within filtean {15} days will receive a standard information request lettsr
and an gxpianation of the faderal diselosure requirements, Included will be a pre-
addrasged retum envalape for the conlributer's response,

Responaibility: Exacutive Director

E. Schedule & K information 75 received after a rapart is filad, the missing
iommaticn will be plaged on an amendsd Schedule A and filad betore the next
reporting datea,

Resaponsibility; Executive Director



o™

L

place

check harae

A B

! "

] ¥ |Mams of Caller EF‘hﬂr'.u_a-_thgr___ :

...... Call #2

_COMPLIANCE PHONE & MAIL RECORD

| E

L E

CMai, date

“Informadleninotes




Recepeion for George Stephanopoulos
Felruary 6, 199¢
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Chear Friend.

On Primary Might March 7th, New Yorkars will gather at house parties acrass this great stare to hear an
inspirational message from President Clinton and raize much neaded funds so we can coordinate eur camfalgn
eforts on behalf of Damocrats running far Congress, the Srate Assembly, and the Stace Senare.

Yye invite you to join us and listen to the President. who will speak o us via a live teleconference mall, as he
discussas the upcoming campalgn and his efiere InWashington ta fight for the alderly. qualicy education, and a
clean environmant

Host(s): Date:  Thursday, Marzh 7th
Lacation: __ Time: fa
i i
i Surgosted
Caniribamion:
Phene: )
- |
U e TEdmgta e Camgvdrmben 7T —
| s, lwe will be able 1o attend: anchkoesed is my check far L3
a Mo, liwe will ol be able 1o attend, bt paase accept my contributien ol ¥
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Federal Election Commission

ENVELOPE REPLACEMENT PAGE
FOR INCOMING DOCUMENTS

The Commizsion has added this page to the and of this filing % indicaie
how il was recaivad. '

. CATE OF REGEIFT
1  Hang Delivered 3 06
POE T MARRELD:
First Class Mail
POSTMARKED

Regisierad/Cartified Mail

No Postmark

Fesimark lliegible

OATE OF RECEIPT

Received irom the House Office of Records

and Heqistrallon

O&TE OF RECEIPT

Receved from the Senate Cflics ol Public

Records

POSTMARFED

ther (Specity)

anctor DATE OF RECEIPT
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PREPARER ~ UATE PREPARED
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