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To submit Electronic Campaign Filing to Pima County Elections’ website
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1.0 Purpose

This is a Step-By-Step guide to assist Committees to be able to submit their Campaign Finance forms
electronically using CF Solutions Campaign Finance Software with the Pima County Elections
Department.

This document will only cover the steps to obtain the desktop software, specific instructions that pertain
only to Pima County submissions and steps to taken to search and view all filings. Any specific
information regarding the use of the desktop software can be obtained from the User Manual.

2.0 Pima County Elections Department

Elections Director: BRAD R. NELSON, CERA
Certified Elections/Registration Administrator

Pima County Elections Department
6550 S. Country Club Road
Tucson, AZ 85756

Phone: (520) 351-6830
FAX: (520) 351-6870
TTY: (520) 351-6871
Home Page:
http://www.pima.gov/elections/

Campaign Finance Information and Reports:
http://www.pima.gov/elections/campaign financial main page.htm

Prepared by: Pima County Information Technology Department — ERAS Division
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3.0 Software Support

3.1 Use to Client Software

Email CF Solutions at info@cfsaz.com if you are having difficulty with any of the following:
- Downloading and use of client software
- Installation
- Basic operation of software
- Printing Issues
- Software compatibility with desktop computer

Support Hours is 8:00 am to 5:00 pm Arizona time, Monday through Friday, excluding holidays

See CF Solutions at http://www.cfsaz.com/ for additional information

3.2 Committee Management

Email Pima County Elections department at Electionscf@pima.gov or call at (520) 351-6830 if you are
having questions with any of the following:

- Electronic filing issues

- Creating New Committee within software

- Obtaining FilerID

- Obtaining a new username and password to file electronically

- Reset Password, forgotten username

- Website technical issues

- Website wrong data (name misspelling, etc)

- Issues, bugs, enhancements

33 County Cannot Provide Legal Advice

THE CAMPAIGN-RELATED FORMS, REPORTS, DISCLOSURE STATEMENTS AND INFORMATION ARE
PROVIDED AS A SERVICE TO THE PUBLIC. PIMA COUNTY, THROUGH STAFF AND OFFICIALS, WILL NOT
PROVIDE DIRECTION TO CANDIDATES, COMMITTEES OR THE PUBLIC ON THE INTERPRETATION OR
PROPER COMPLETION OF ANY OF THE FORMS, DISCLOSURE STATEMENTS OR REPORTS. CANDIDATES
AND COMMITTEES ARE ADVISED TO SEEK LEGAL COUNSEL REGARDING REPORTING AND DISCLOSURE
REQUIREMENTS.

34 Direct link to the CFS2010AZ User Manual

For detailed instructions on how to use the desktop software, visit the following web site:
http://www.cfsaz.com/Manual.pdf
or go to the HELP menu within CFS2010AZ, and choose “Online Handbook”

Prepared by: Pima County Information Technology Department — ERAS Division
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4.0 Obtain Desktop Software

4.1 Download

Obtain the latest version of the software at the link above called “Campaign Finance Information and
Reports”. Right-Click on “INSTALL - CAMPAIGN FINANCE SOFTWARE” and choose “Save Target As....” to
download the installer. Depending on the Windows and Internet Browser you are running, the steps are

slightly different.

Direct Link is:

http://cfsaz.com/pimasoftware.htm

Clicking on the ACCEPT button will download the latest version of the application.

Clicking on RUN will do an immediate install of the desktop software. Clicking on SAVE will allow you to

File Download - Security Warning

Do you want to run or save this file?

Marme: CFZ010PIMA_9.0.0,15.exe
Type: Application, 4.22ME

From: cFsaz.com

Bun ][ Save ]| Cancel |

i | Wihile files from the Internet can be useful, this file type can
\ﬂ patentially harm your computer. [F pou do not tust the sounce, do not
= ik or save thiz software, What's the righ?

download the application and install it later.

When you click RUN, you may be prompted with a Security Warning. Please click on RUN to start the

installation process.

Internet Explorer - Security Warning

The publisher could not be verified. Are you sure you want to run this
software?

Mame: CF2|:|1UP1MA_9,D,|:|,13,J.ﬁ.uthenticode signature nok Found, I

Publisher: Unknown Publisher

Run ] [ Don't Fun

should only run software From publishers wou trust, How can T decide what

@ This file does not have a walid digital signature that verifies its publisher, You
software ko run?

Prepared by: Pima County Information Technology Department — ERAS Division
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5.0 Install Software
Take the default settings when installing the software. See the software’s User Manual for details.

5.1 Start of the Installation Wizard.

Press “NEXT” to continue the installation wizard.
e Setup - CFAZ - PIMs (=]

Welcome to the CFAZ - PIMA
Setup Wizard

This will install CFAZ - PIMA 9.0.0.18 on vour computer,

1t is recammended that vou close all other applications before
continuing.

Click Mest to continue, or Cancel to exit Setup.

Mext = ]L Cancel |

5.2 Read and accept the License Agreement

Click on “I Accept the agreement” and press “NEXT”
nYSetup - CFAZ - PIMA

License Agreement
Please read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

EULA - CF SOLTUTIONS CAMPATGHN FINANCE CLIENT 2
SOFTWARE

These license terms are an agreement between CF Solutions and
vou. They apply to the software named abowve, hereafter referred
to as “The Software”™ The terms also apply to any updates for
The Software, unless other terms accompany those ttems. If so,

#l e brswnnn ey Dier cmecmisner 4o Hedn Tand TTame T immnan

@I accept the agreement
()1 do not accept the agreement

[ < Back ” et = ][ Cancel ]

Prepared by: Pima County Information Technology Department — ERAS Division
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5.3 Important CFS 2008 upgrade information
) Setup - CEAZ - PIMA
Information
Flease read the Following imporkant information before continuing.
When you are ready to continue with Setup, click Mext,
A
BEFORE ¥OU INSTALL CFS PIMA AZ, READ THE FOLLOWING
IMPORTANT INFORMATIORN: B
TO TRANSFER DATA FROM CFS 2003 TO THIS WERSION ¥ OLU
WMUST RESTORE
A CFS 2003 BACKUP FILE.
CREATE A BACKLUP FILE USING PRIOR WERSION COF CF3
STATE ¥OL HAWE BEEMN USING.
S v
ClEDlnaAaTaDaCCD | OECTAOOE ARMD SOOI TUES SEC T0ng =
< Back ” Mext = ] [ Cancel

5.4 Standard User Information

This information is only used for the Installation of the software and is not related to the Committee
Information.
i Setup - CFAZ - PIMA

EoIX

User Information
Please enter your information,

User Mame:

| ima Counky|

Organization:

|Pirna Counky |

< Back " et = ]’ Cancel

Prepared by: Pima County Information Technology Department — ERAS Division
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5.5 Select Destination Location

Accept the default file location of C:\Program Files\CF2010AZ
) Setup - CEAZ - PIMA

Select Destination Location
Where should CFAZ - PIMA be installed?

,,] Setup will install CFAZ - PIMA into the Following Folder.

To continue, click Mext. If you would like ta select a different Folder, click Browse,

| [ Browse...

Al least 14.6 ME of free disk space is required.

< Back ”_ Mext = ][ Cancel

5.6 Start Menu Folder Name

This will be where the name of hte menu item under the “Start” menu. Accept the default.
s} Setup - CFAZ - PIMA - 5]

Select start Menu Folder
Where should Setup place the program's sharkcuts?

Setup will create the program's shortcuts in the Following Start Menu Folder.

To continue, dlick Mext. If you would like to select a different Folder, click Browse.

|CFSqutions | [ Brawse. .. ]

[ < Back _H Mexk = ][ Cancel J
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5.7 Summary of Installation Choices

Ready to Install
Setup is now ready ko begin instaling CFAZ - PIMA on your computer,

Click Install to continue with the installation, or click Back if you wank to review or
change any settings.

User infarmation:
Pima Counky
Pima County

Destination location:
Ci\Program FileshCF2010AZ

Start Menu Folder:
CF Solutions

[ nstal | [ Cancel

[ < Back

5.8 Summary Screen

Click FINISH to exit the installation wizard.

_—

Completing the CFAZ - PIMA
Setup Wizard

Setup has finished installing CFAZ - PIMA on wour computer,
The application may be launched by selecting the installed
icans,

Click Fimish ko exit Setup,

Prepared by: Pima County Information Technology Department — ERAS Division
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6.0 Configure Desktop Software

This only has to be done once.

6.1 Run CFS2010AZ

When the software is installed on the computer, go to START menu and find the CF Solutions menu item
and choose CFS2010AZ
Broadcom

BusinessObjects 11

Catalyst Control Center

CF Solutions

doPDF 6

6.2 Confirm configuration pointing to proper location

Menu item FILE, then PREFERENCES

= | Campaign Finance Arizona 2010 - PIMA Name:

Z=N Lists  Transactions FReports wWindow Online  Help

Mew Committes

Open Committes

Delete Committes

Committee Properties

Commitkee Actions 4

Set current period ...

Preferences

Database »

Exit alt+F4

Choose INTERNET tab and confirm the setting is http://electionfilings.pima.gov:8887

ﬁenerall Erinters] ﬁtartup] Warnings  [ntemet l

Electranic Filing LRL

hitp: //Electionfilings. pima. go

o OK | X Eancel|

Prepared by: Pima County Information Technology Department — ERAS Division
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6.3 Confirm proper email address

Choose FILE / Properties.

i} Campaign Finance Arizona 2010 - PIMA Hamd

SN Liskts  Transactions Reports  Window  Online  Help

Mew Commiktee
Cpen Cormmitkes
Delete Committes

Cammitkes Properties

Commitkee Actions 4

Set current period .
Preferences

Dakabase »

Exit Alt+F4

Confirm that the email address is correct. This is used to send back a confirmation that your electronic
submission has accepted or rejected.

Commitiee Properties l§|

Committes IContinuedI Cha\rmanl Treasurerl Dasigneel

FiIerID#|1H-1111

Type I\ndependant Expenditures Committes ;I

Name |YDUF| NAME
[ Physical Addres:
Address 1 |1 23MAIN STREET

Address 2 I
City |TUCSDN St |AZ |2 |35?n17

Mailing Addres:
Address 1 |2 TEST way

Address 2 I
City |PHDENI>< St |AZ ~|zip |85023-

48765 Fax|[ ] -

Email Iyourema\l@gmail com

Erew || b Mext I x Eancell Jflnlsh |

When confirmed, click on FINISH to close the Committee Properties window.

Prepared by: Pima County Information Technology Department — ERAS Division
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7.0 Set Up Account to Allow Submission of Committee Financial Filings

7.1 Username and Password

To get a username and password to allow submission to Pima County’s website, contact the Pima
County Elections department to get this information. See Section 2.0 for Elections contact information.

You will need to provide who you are and what your committee name is. The FilerID would be helpful.
The filerID can be found at the top of the Properties form

Committee Properties

X

Committee ]Enntinued] Eha\rman] Treasurer] Dasignee]

Filer 1D 3

Type |Independsnt ityres Committee j

Mame [YOUR NAME
Physical Address
Address 1 |1 Z3MAIM STREET

Address 2 |
City [TUCSON Stlaz | Zip [Bs70-

Mailing Address
fdhess 1 [2 TEST way

Address 2 |
City [PHOEMI stlaz  ~| zip [a5023-

Phone |(B02)634-6765 Fax [ ] -

Email |_\J0urema\|@gmall cam

‘ b Mext | x Cance|| /Einish |

Click on the CANCEL or FINISH button to close the Committee Properties window.

8.0 Review Report Before Submission

8.1 Go to Reports

Under REPORTS, choose “Report for Filing”

) Campaign Finance Arizona 2010 - PIMA Mame: El

File Lists Transactions Na=saded Window  Online  Help

Stakement of Organization

Report For Filing

Prepared by: Pima County Information Technology Department — ERAS Division
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8.2 Choose Reporting Period

i.ﬂ Report Selection

Select Perod for report from list or select beginning and ending dates for custom report.

# Pre-Defined Report ¢ Custom Report

Cycle | Period | Period Mame Beqin End ~

2010 2 FRE-FRIMARY REFORT 0E/01/2010 02/04,2010

2010 4 POST-PRIMARY REPORT 02/06/2010 0313200

- M R T T

EDW E POST-GEMERAL REPORT 10442000 11422200 j

2012 |2 JUME 30 REFORT 04020 2 05/31/2012 E

2012 |3 FRE-PRIMARY REFORT 06/01/2012 0g/08/2012

2012 4 POST-PRIMARY REPORT 08/09/2012 03/17/2012

2012 & FRE-GEMERAL REPORT 09/.18/2012 10172012 bl

File Electranically Cancel

8.3 Choose Run.

) Re port Selection

Select Period for report from list or select beginning and ending dates for custom report,

(¢ Pre-Defined Repaort ¢ Cuztom Repart

Cycle | Period | Period Mame Begin End -~
2010 3 PRE-PRIMARY REFORT 06/01/2010 0B/04/2010
2010 4 POST-PRIMARY REPORT 08/05/2010 09/13/2010
2010 & PRE-GEMERAL REFORT 09/14/2010 10/13/2010
2010 6 POST-GENERAL REFORT 10/14/2010 11/22/2010
2012 1 JAMNUARY 31 REPORT 11/23/2010 1243142011
2012 2 JUME 30 REFORT 01/01/2012 05/31/2012 B
2012 |3 FRE-FRIMARY REFORT 06/01/2012 08/08/2012
2012 4 POSA-PRIMARY REFORT 0a8/08/2012 03/17/2012
2012 5 PRE-GEMERAL REPORT 09/18/2012 10172012 b

Bun File Electranically | Cancel

Click on PREVIEW and click on OK to show the report.
Report Setup

]

Zelected Printer
Nepprrtzry FIN-COPIER-111

Report Destinstion

(" Prirter I - '
(* Preview Cancel
 Fils =

Format: | J Setup

Options
Copies [

o r

Prepared by: Pima County Information Technology Department — ERAS Division
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After reviewing the report, click the red X to close the window.

Note: Clicking on the disk icon allows you to save the report for saving, emailing or printing later.

= Report Preview El @l §|

File Page Zoom
Sl = S » Pl Page |1 of 3 /

2010 - PIMA COUNTY

POLITICAL COMMITTEE
CAMPAIGN FINANCE REPORT

123 MAIN STREET
TUCE0N, AZ 55701

Candidate Mame:  THE CAMDIDATE
Office Sought:

Prepared by: Pima County Information Technology Department — ERAS Division
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9.0 File Financial Report Electronically to Pima County

9.1 Go to Reports

Page 14 of 19
Saved: 6/14/2011

Under REPORTS, choose “Report for Filing”

) Campaign Finance Arizona 2010 - PIMA Mame: EI

File Lists Transactions BEEaaes Window Online  Help

Statement of COrganization

Repark For Filing

9.2 Choose Reporting Period

= Report Selection

Select Period for report from list or select beginning and ending dates for custom repart,

(+ Pre-Defined Report ¢ Custom Report

Cycle |Period | Period Mame Begin End o
2n0 3 FRE-FRIMARY REPORT 05/01/2010 08/04,/2010
2n0 4 POST-FPRIMARY REFORT 03/05/2010 091352010
|2EI'ID g POST-GEMERAL REPORT 10414420 1142252010
2n2 2 JUME 30REFORT m/ms2ma 0543152012 L
2n2 3 FRE-FRIMARY REPORT 06/0/2M2 08/08,2012
22 4 FOST-FRIMARY REFORT 03/09/2M2 0941752012
2002 & FRE-GEMERAL REFCORT 03/18/2M2 1041752012 hd

Eun Eile Electranically Cancel

9.3 Choose File Electronically

m Re port Selection

Select Period for report from list or zelect beginning and ending dates for custom report,

f* Pre-Defined Repott ¢ Custom Report

Cycle |Period |Period Mame Begin End ~
2010 3 FRE-FRIMARY REPORT 06/01/2010 0g8/04/2010
2010 4 FOST-FPRIMARY REPORT 0g8/05/2010 039/13/2010
2010 & FRE-GEMER&L REFORT 09,/14/2010 1041342010
2010 B FOST-GEMERAL REFORT 10/14/2010 11/22/2M0
2012 1 JAMUARY 31 REPORT 11/23/2010 124312001
2012 2 JUME 30 REFORT 01/01/2012 05/31/2012 L4
2012 3 FRE-FRIMARY REPORT 06/01/2012 0g8/08/2012
2012 |4 FOST-FRIMARY REFORT 03/03/202 09,/17 /202
2012 |5 FRE-GEMERAL REF 09/18/2012 1047202 v

File Electronically Cancel
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9.4 Enter Credentials

Enter your username and password that was supplied by the Elections Department.
Filing Credentials

Enter your credentials For filing electronically For this organization,

User Mame: {111-1111 ‘
Passwgrd; [k j

Click on the OK button to continue.

9.5 Choose “Send Filing >>”

i.a Electronic Filing

Wwie're ready to file electronically. Press continue ta start filing
process. Enzure that pou have intermect access.

Send Filing »>

9.6 Check Status

Check the status and choose DONE to close the window.

9.6.1 Successful Example

i) Electronic Filing, |:||i|r>__<|

Generating electronic filing.

Compressing filing.

] Validating Organization Filerid

FilerlD validated

Transmitting Filing

Your filing was accepted with receipt: 62413

AENENENNNNNNNENEER Dane
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9.6.2 Failure Example of: Invalid Due to Being Outside the Filings Period
m Electronic Filing g

Generating electronic filing.

~ Compressing filing.
Validating Organization Filerid

FilerlD validated

Transmitting Filing

*% FILING REJECTED *** HOT FILED ***

You are currenthy 274 days past the due date for this

\ filing period (2010:3).

1 Contact the Pima County elections department to
submit your printed filing and penalty.

ANNNRNNNNNENNNNEEDE Done

9.6.3 Failure Example for Invalid Username and/or Password:

L.} Electronic Filing

Generating electronic filing.
~ Compressing filing.
Validating Organization Filerid
FilerID validated
Transmitting Filing
Error processing your filing. Please verify your fileriD,
username and password.

9.6.4 Failure Example For Username and/or Password Not Being Set Up By The Elections
Department

For this situation, you need to contact Pima County Elections department to set up your account. See
the 2.0 Pima County Elections Department section at the beginning of this document.

r =
B tlectronic Filing L= | [

Generating electronic filing. -
Compressing filing.

Validating Orgamnization Filerid

FilerlD validated

Transmitting Filing

Password not =pecified in committee information for
014-2007. Hot allowed to file.
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10.0 Email Notification
You will receive an email showing the acceptance or rejection of the submission.

10.1 Acceptance Email

Confirmation of Receipt of Campaign Finance Report: 111-1111  1nbox |

Electionscfépima.gov to me shov details 4:09 PM (2 minutes ago) | 4 Replytoall v

Thank you for submitting your report electronically to the Pima County Elections Department. This email is to
confirm a successful submission.

If you have any guestions or wish to see your report, please visit

http: /e pima. gov/elections!
and click on "CAMPAIGH FINANCIAL REPORTS LINK"

* Reply = Forward
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11.0 View Filing Online

Click on the link in your email. Or here: http://electionfilings.pima.gov:8889

11.1 Welcome Page

Click on the Committee Information button to enter the site.

Windows Internet Explorer

Fie Bt Wew  Favortes  Took  Help

EIE T ee——

/pPIMma.gov, a.

Welcome to Campaign Finance
Web

¥ou can access the publc records of committas financial
filings hare.

L__Committee Information J

etz o pima.gor! N Local ntranet H 0% -

11.2 Search for your committee

Enter into the SEARCH box any part of your Committee Name or filerID and press “Apply”

% hutp:fspefs1 8

Fin Edt View Favortes Tooks Hep

G | comtes i =] (Y-

pima.gov, i
&4 ittiAL

Lgpty ) [Resat ]

1ZR2ERTRRWM R NI 10 Is IS Y Rews
Ellgipy Mims Daseription Sty
001-1%8%  ENMACOUNTY DEMOCRATIC FARTY POLITICAL ORGANIZATION ACTIVE
001-2000  ERIENDS OF SRUALYA 2000 CANDIDATE'S CAMPAIGH (BOS 5 - 2000} ACTIVE

001-2000  COMMITTEE TORCELECT GHERIFF CANDID: AMEALGH (SHERIFF - 2004) ACTIVE %

0042004 THONY & SOSTARIC !“-5:.?):" ESHOLD (CANDIDATE FOR MARANA WD RECALL ACTIVE 1
R ERORT OF BALLOT MEASURE (FWSD - 3/10)
- ELCING WILL CITCENS QVERRIDE COMMITTER 8
LD (TERMINATED COMMITTEE 4/30/10) TERMIATED E
001-2011 EBECALL PIMA COUNTY SHERIFF CLARENCE DUPHIK RECALL PC SHERIFF CLARENCE DUPNIK 2011 ACTIVE 1
002-2001  GACENPARTY OF PiMa COUNTY POLITICAL PARTY ACTIVE ®
002-2007 COUMTIRR TO RLECT BOUEET W COx S8, CANDIDATES CAMPAIGH - CONSTABLE JP & 2000 TERMINATED L3
002:7008  BEOFESSIONAL AT HOE N, SEPARATE SEGREGATED FUKD ACTIVE T
002-200% NOLANE CAMPAIGN COMMITTEE 2010 F500 THRESHOLD (CLERK OF SURPERIOR COURT - 2010} ACTIVE 1
RIBER FOR MIDGE 87 A
002-2010 COMMITTEE 9/17/10) L
002-2011 WALTEH M RTINS CANDIDATES CAMPAIGHN - SHLRIFF 2012 ACTIVE 1
003:2008  EIAPLES FOR ASSERSOR $500 THRESHOLD - ASSESSOR 2008 ACTIVE 2
003-200% EBANKFONTES $500 THRESHOLD (CONSTABLE 3 2 - 2010) ACTIVE 1
SHESRIE BUREC §500 {RECALL LOUIE -
003-2010 30 = 2010) ACTIVE
003-2011 SHERTES sanmnG FOR Fiuia COUNTY SHERNF CANDIDATES CAMPAIGN (SHERIFF 2002) ALCTIVE 1
004-2005  YINCENT ROBERTS #500 THRESHOAD (CONSTABLE P 10 - 2008) TERMINATED 1
2007 SITENE UNITED SERVICEE OPPOSITION TO BALLOT MEASURE (SEPTEMBER OR

00-2007 1D SAVE NOVEMBEE 2007} TERMIKATED ~

[ et oot pamay. ol % Local intraret 100 -
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11.3 View Filings

Choose the Filings link to view all the filings for the selected committee.

Home Refresh
Filer ID and Committee Name Filter (partial match)
[111-1111 | [ Apply | [ Resst |
Record Count: 1

25 ¥ |Raws

FilerlD ¥ M ipti Stat
e e 'ﬂ Description atus

111-1111  Test Committes Account Test aceount ACTIVE

Filings for Committee:
Filer 10 Committes Mame
111-1111 Test Committes Account

Show Rows: |26 v

Filing Time ¥ | Filing Tvpe Feriod Mame Start End | Cycle Feriod |

05/13/2011 16:09;33  CAMPATGH FINANCE POST-GEMERAL REPORT 10/14/2010 11/22/2010 2010 &

114 See the Filing Document

Click on the VIEW link to see the actual document

[N1= R U N R AR 1 -REIEOh'I: : P -HELIMART REHUOR | UgsUss 201U [LETR RPN NN} 2010 4 WIS
10/14/2010 12:05:00  ME RS TOTY PRE-GENERAL REPORT 09/14/2010  10/13/2010 201&\5\ view
11/23/2010 10:01,00 MO RS TTY POST-GEMERAL REPORT 10/14/2010  11/22/2010 2010 6 view

(= http:#/spcfs1: 8888/filings/111-1111/111-1111_20110614154426.PDF - Windows Internet Explorer

LA A Vl *1|| X |-';c‘.:-._:|!-.‘
File Edt GoTo Favorites Help
W |§, http:ﬁspcf;l:EEEBIFiIingsIlll-l1111111-1111720110..‘1 ‘ - = v [ih Page + () Tools +

EEE R T T Y T e

2010 - PIMA COUNTY

POLITICAL COMMITTEE
CAMPAIGN FINANCE REPORT

123 MAIN STREET
TUCSON, AZ 85701

Candidate Name: THE CANDIDATE
Office Sought: 1111111

Report Name

POST-GENERAL REPORT

Reporting Period
BB BNy pAR BB 2B AP oI D P B b P N DA A B TN s O

CARA RS AR AR A, M, A, A, 50 AL A A a2k Iy, Al A78a L) de
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