
BEGA FY17 Purchase Card Expenditure Report (1st Quarter)

Thomson Reuters Tyrell Dow $459.00 Provides DC Codes.
Comcast Tyrell Dow $65.31 Provides cable television services.
LexisNexis Tyrell Dow $416.00 Provides legal search services.
Comcast Tyrell Dow $65.31 Provides cable television services.

Marriott Tyrell Dow $680.90 
Hotel reservation for Darrin Sobin (overcharge; 
awaiting refund.

Marriott Tyrell Dow $634.72 
Hotel reservation for John Grimaldi to attend 
COGEL conference.

Marriott Tyrell Dow $634.72 
Hotel reservations for Brian Flowers to attend 
COGEL conference. 

Total $15,153.64 
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1. INTRODUCTION 

1.1 Overview 
 
The mission of the Board of Ethics and Government Accountability (BEGA) is to investigate alleged ethics laws 
violations by District government employees and public officials, provides binding ethics advice and conducts 
mandatory training on the DC Government’s Code of Conduct.  The Office of Open Government is an independent 
office within the BEGA, and enforces the Open Meetings Act, monitors the District’s Freedom of Information 
compliance, and aids agencies with implementing open government practices. 
 
BEGA is responsible for receiving certain filings from Lobbyists and government employees.  Lobbyists must 
register with BEGA once per year and pay a registration fee.  Lobbyists must also file twice annually a report of 
lobbying activities for the preceding 6 months.  There are approximately 300 lobbyists registered with BEGA. 
   
In addition, certain high level government employees and elected officials (approximately 2500 people total) must 
file annually a statement of financial interests, also known as a Public Financial Disclosure Statement.  This 
statement lists the financial interests of these employees including property ownership, asset ownership and 
outside employment of self and spouse. 
 
Members of the public and the media frequently search these databases and the information therein must be easily 
accessible. BEGA is required to register filers and input registrant information in both filing systems, which involves 
a great deal of data entry. BEGA currently has existing and separate e-filing systems for Lobbyists and Financial 
Statement filers. These systems require enhancements, or perhaps after performed analysis, complete redesign 
and development in order to meet the needs of BEGA. 

1.2 Project Business Objective 
 
The objective of this effort is for a Business Analyst to gather and document detailed business/systems 
requirements for the BEGA E-Filing systems for Lobbyist Reporting and Financial Disclosure Statement Filings. 
This analysis and documentation will provide a key part of BEGA’s decision to either salvage their existing systems 
with the addition of enhancements to the applications, or begin the process to completely redesign and develop 
new systems. The scope of services related to this effort entails: 
 

 Review of BEGA’s current applications. 
 Conduct interviews with BEGA agency staff to gather and document existing system requirements, as well 

as, gather and document requirements for an enhanced or possibly new system. 
 Document requirements for current system functionality. 
 Document requirements for system enhancements, or complete redesign. 
 Produce and deliver a Business/System Requirements Document. 

 

1.3 Points of Contact 
 

Agency Name/Title Email 
OCTO Christopher Marshall, IT Project Manager christopher.marshall@dc.gov  

BEGA Darrin Sobin, Director darrin.sobin@dc.gov  

BEGA Jessica Dillion, Project Lead jessica.dillion@dc.gov  
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2. PROJECT DESCRIPTION 

2.1 Assumptions and Dependencies 
 
BEGA subject matter experts will be available to OCTO personnel in the forms of interviews and other modes of 
communication for the purpose of gathering business systems requirements. 

2.2 Constraints 
 
As these are production systems and test environments are not available, some functionality may not be fully 
reviewed as a risk would be posed in as far as some system users might be affected.  
 
 

3. USER PROFILES 
 

Profile Name Profile Type Functions 

Admin User Internal 

Is able to view and modify reports; modify email subject and 
body texts for specific user notifications; and create user 
IDs and generate user PINs.  

Filer User Internal 

Will access the system via username/password/PIN to 
provide filing information, submit supporting documentation, 
and review submitted information. 

Lobbyist User Internal 

Will access the system via username/password/PIN to 
provide filing information, submit supporting documentation, 
review submitted information, and make filing payments.  

Public User External 
Will access the system via basic internet connection to view 
all Employee and Lobbyist financial disclosure filings.  

 
 

4. FUNCTIONAL REQUIREMENTS – BEGA E-FILING SYSTEM (PUBLIC FACING) – 
CURRENT  

 

4.1 Financial Reports Image Search Requirements 

Req ID Requirements 

Change 
Required? 

(Y/N) 

4.1.1 

Narrative text should provide the following information: 
 
Images of Financial Reports submitted, beginning 2005, by Lobbyists and FDS are 
available below for public inspection.  
 
Financial reports submitted before 2005 are available for public inspection at: 
         
Office of Campaign Finance 
2000 14th Street, NW, Suite 433, 
Washington, DC 20009 
Call (202) 671-0547 for more information. 
 

N 
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4.1.2 

A Filter Type Details section will be displayed with two dropdowns used for 
selection criteria as follows: 
 

 Filing Year (2005 – Present) 
 Filer Type  

     -  Lobbyist 
      - Conflict of Interest (FDS) 

 

N 

4.1.3 

A Report/Registrant Details section will be displayed. Three fields will be part of 
this section: 
 

 Report Type 
 Registrant Name 
 Compensating Registrant (pre-populated when “Lobbyist” is selected for 

the Filer Type). 

N 

4.1.4 

 
The Report Type field will be a dropdown field. Filter criteria will be pre-
populated upon selection of “Filing Year” and “Filer Type” in the Filer Type* 
Detail section.  
 
     *When “Lobbyist” is selected, the “Compensating Registrant” pre-populated text field is displayed. 
 
Filter Selection – Lobbyist 
 

 July 10th Report 
 January 10th Report 
 Termination Report 
 Lobbyist Registration (form 25) 

 
Filter Selection – Conflict of Interest (FDS) 
 

 May 15th Report (pre-populated – only selection)  
 

N 

4.1.5 

A hyperlink with the text, Click to find Filer Name, will be positioned to the right 
of the Registrant Name field. When clicked, a pop up window will be displayed. 
The pop up window will display different information based on the selection of 
either “Lobbyist” or “Conflict of Interest (FDS). Each pop up window will be titled, 
“Active Filers List”. 

Y 

4.1.5.1 

Active Filers List – Lobbyist 
 A search feature will be provided, which presents two text fields: 

“Committee Name” and “And/Or Comp Registrant”. 
 Records will be displayed on the page below the search boxes. All 

records presented will be in tabular format with the following fields: 
o No. 
o Registrant Name 
o Comp Registrant 
o Reg. Year 

 
 Paging functionality will allow for a better experience by not displaying 

all records on a single page.  
 
 

Y 
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4.1.5.2 

Active Filers List – Conflict of Interest (FDS) 
 A search feature will be provided, which presents two text fields: “Filer 

Name (Last Name)” and “And/Or Agency Name”. 
 Records will be displayed on the page below the search boxes. All 

records presented will be in tabular format with the following fields: 
o No. 
o Filer Name 
o Agency 

 
 Paging functionality will allow for a better experience by not displaying 

all records on a single page.  
 

Y 

4.2 Online Training Requirements 

Req ID Requirements 

Change 
Required? 

(Y/N) 

4.2.1 

Narrative text should provide the following information: 
 
Welcome to the Board of Ethics and Government Accountability Online Training module. 
BEGA conducts periodic training sessions for users who file financial disclosure 
information with the agency. The online training section of this website will enable users 
to preview the Online Filing System over the Internet, thereby enabling them to better 
understand the system processes, and the steps to be taken in order to complete a 
successful online submission. 
 
Please select from the forms below to begin: 

N 

4.2.2 

Two training materials will be made available as noted below: 
 

1. BEGA Lobbyist Filing & Reporting Training (PowerPoint slideshow) 
2. PowerPoint presentation available for download.  

 

             
BEGA_Lobbyist_Filing
_&_Reporting_Trainin 

N 

4.2.3 

A section will be provided for customer feedback regarding the training as noted 
above. This will be in the form of a text field, which the user may use to provide 
their comments. After completion, a “Submit” button will allow the user to send 
their feedback to BEGA.  

N 

 

4.3 Download Data 

Req ID Requirements 

Change 
Required? 

(Y/N) 

4.3.1 
A Data Download section will be made available, which allows the user to 
download data pertaining to two Filer types – Lobbyist and Conflict of Interest 
(FDS). Different filter criteria will be used for each as noted below. 

N 
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4.3.1.1 

Data Download – Lobbyist 
The following filters and associated selections are provided: 

o Filter Type (Lobbyist or Conflict of Interest (FDS)) 
o From Date (Allows date parameters) 
o Payment Type (Contributions / Expenditures) 
o Sort by (There are two parameters set for this filter as noted below) 

First Selection Second Selection 
Recipient Skip Sort Order 
Amount Recipient 
Date Amount  
City Date 
State City 
Zip Code State 
Contributor Zip Code 
 Contributor 

o File Format (CSV / XML) 
 

“Submit” and “Cancel” buttons are available to either submit or cancel the 
request. 
 

Y 

4.3.1.2 

Data Download – Conflict of Interest (FDS) 
The following filters and associated selections are provided: 

o Filter Type (Lobbyist or Conflict of Interest (FDS)) 
o Filing Year (Provides years from 2003 - Present) 
o File Format (CSV / XML) 

 
“Submit” and “Cancel” buttons are available to either submit or cancel the 
request. 

N 

 

4.4 Registration Disclosure Search 

Req ID Requirements 

Change 
Required? 

(Y/N) 

4.4.1 A page entitled Electronic Disclosure of Registration Statements is shown. Y 

4.4.2 
A hyperlink titled Lobbyists is positioned below the page title. When the link is 
clicked, the user is taken to the Lobbyist Search page.  

 

4.4.3 

The Lobbyist Search page has three (3) text entry fields separated by two (2) 
sections as follows: 
 
Registrant 
Registrant Name (text field) 
Year of Registration (text field) 
 
Compensating Registrant 
Compensating Registrant Name (text field) 

Y 

4.4.4 
“Submit” and “Cancel” buttons will allow the user to either submit or cancel a 
Lobbyist Search request. 

N 

 

4.5 FDS Registrant Activity Search 

Req ID Requirements 

Change 
Required? 

(Y/N) 
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4.5.1 A page entitled FDS Registrant Activity Search is shown. N 

4.5.2 

The following four (4) text entry fields are shown to the user: 
 

 First Name 
 Last Name* 
 Reporting Year 
 Position 

 
*The Last Name field will be a required field. 

Y 

4.5.3 
“Submit” and “Cancel” buttons will allow the user to either submit or cancel a 
Lobbyist Search request. 

N 

4.5.4 

Submitting a search will return all records within the parameters set. Records will 
be displayed in tabular format with the following fields: 
 

 Last Name, First Name 
 Reporting Year 
 Position 
 Agency Name 

 

N 

4.5.5 

Records will be sorted by: 
 

 First Name 
 Last Name 
 Position 

Y 

4.5.6 Records may be sorted in Ascending or Descending order. N 

4.5.7 
Paging functionality will allow for a better experience by not displaying all 
records on a single page. 

N 

4.5.8 
All Registrant names will be hyperlinked to their individual Financial Disclosure 
form. 

N 

4.5.9 
A “Previous” button will provide the user with functionality to return to their 
search results.  

N 

4.5.10 
A “Back to Search Menu” link will allow the user to return to the FDS Registrant 
Activity page. 

N 

 

4.6 Lobbyist Activity Search 

Req ID Requirements 

Change 
Required? 

(Y/N) 
4.6.1 A page entitled Lobbyist Activity Search is shown. Y 

4.6.2 
A hyperlink titled Lobbying Information is positioned below the page title. 
When the link is clicked, the user is taken to the Lobbying Information Search 
page. 

Y 

4.6.3 
Two (2) expandable sections are provided: “Lobbyist Communication” and 
“Lobbyist Activity”.  

Y 

 
OCTO Applications Services BEGA BRD Page 11 

  

https://efiling.bega-dc.gov/serv/lob_search.asp
https://efiling.bega-dc.gov/serv/lobbying_activity.asp


BEGA Business and Functional Requirements 
 

4.6.4 

When the Lobbyist Communication section is expanded, the following fields 
are displayed: 
 

 Registration Year* 
 Official Name 
 Title 
 Date (provides date range parameters – From/Through) 

 
*The Registration Year field will be a required field. 

Y 

4.6.4.1 

 
Two (2) buttons will be positioned below the text entry fields: 
 

 Previous (initiates command to take user back to previous page). 
 Submit Search (initiates command to submit the search based on the 

completed fields). 

Y 

4.6.4.2 

 
When the “Submit Search” command is executed, the user is taken to the 
Lobbyist Communication Search Results page. The results are displayed in 
tabular format with the following column headings: 
 

 Lobbyist Name 
 Compensating Registrant Name 
 Official Name 
 Date 

 

Y 

4.6.4.3 

 
Two (2) buttons will be positioned below the search results: 
 

 Previous (initiates command to take user back to previous page). 
 Lobbying Information Search (initiates command to return the user to 

the Lobbying Information Search page to initiate a new search for 
Lobbyist Communication or Lobbyist Activity). 

Y 

4.6.4.4 Paging functionality will allow for a better experience by not displaying all 
records on a single page. 

Y 

4.6.5 

When the Lobbyist Activity section is expanded, the following fields are 
displayed: 
 

 Registration Year* 
 Subject Name 
 Description 

 
*The Registration Year field will be a required field. 

Y 

4.6.5.1 

Two (2) buttons will be positioned below the text entry fields: 
 

 Previous (initiates command to take user back to previous page). 
 Submit Search (initiates command to submit the search based on the 

completed fields). 

Y 
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4.6.5.2 

When the “Submit Search” command is executed, the user is taken to the 
Lobbyist Activity Search Results page. The results are displayed in tabular 
format with the following column headings: 
 

 Lobbyist Name 
 Compensating Registrant Name 
 Subject 
 Description 

 

Y 

4.6.5.3 

 
Two (2) buttons will be positioned below the search results: 
 

 Previous (initiates command to take user back to previous page). 
 Lobbying Information Search (initiates command to return the user to 

the Lobbying Information Search page to initiate a new search for 
Lobbyist Communication or Lobbyist Activity). 

Y 

4.6.5.4 
Paging functionality will allow for a better experience by not displaying all 
records on a single page. 

Y 

 

4.7 Reports and Summaries 

Req ID Requirements 

Change 
Required

? (Y/N) 

4.7.1 

 
Narrative text should provide the following information: 
 
BEGA Reports & Summaries 
 
The Board of Ethics and Government Accountability provides statistical reports and 
summary information of Contribution and Expenditure activity based upon the financial 
records of candidates and political committees who are registered with the office. The  
summary reports depict contributions received by contributor type and amount, and 
expenditures made by transaction type. The statistical reports illustrate the percentages of 
contributions received by contributor type and amount, and the expenditures by 
transaction type. You may also view summary information concerning the financial 
disclosures of public officials and lobbyists. 

Y 

4.7.2 

Two hyperlinks are presented to the user beneath the narrative text: 
 

 DC Register Publication of Financial Disclosure Statement Filers 
 Lobbyist Reports 

 

Y 
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4.7.3 

DC Register Publication of Financial Disclosure Statement Filers 
 
The user is presented with the following link at the top of the page: 
Introduction to FDS 
Upon clicking the link, the user is taken to a page titled: DC Register of 
Financial Disclosure Statement Filers. The following narrative text is displayed 
immediately under the title: 
 
List of persons who have filed or requested an extension to file Financial Disclosure 
Statements and persons who have failed to file Financial Disclosure Statements. The 
Director of Campaign Finance herewith publishes a list of the names of candidates, 
officers, and employees who have filed Financial Disclosure Statements, or requested an 
extension to file such statements with the District of Columbia Office of Campaign 
Finance, pursuant to the District of Columbia Campaign Finance Reform and Conflict of 
Interest Act of 1974, as amended, DC Official Code § 1-1106.02(d)(1) (2001 Edition). DC 
Official Code § 1-1106.02(d)(1) provides that the Director of Campaign Finance (Board of 
Elections and Ethics) shall publish, in the DC Register, each year, the name of each 
candidate, officer, and employee who has filed a Financial Disclosure Statement pursuant 
to DC Official Code § 1-1106.02; the name of each candidate, officer, and employee who 
has sought and received an extension for the filing deadline requirement and the reason 
therefore; and the name of each candidate, officer, and employee who has not filed a 
Financial Disclosure Statement and the reason for not filing, if known. This listing 
complies with DC Official Code § 1-1106.02(d)(1). 
 
 
The following five (5) hyperlinks are presented to the user immediately following 
the narrative text: 

1. Filing Requirements 
2. Non-Filers 
3. Where to File 
4. Corrections  
5. Penalties for Violation of Financial Disclosure Filing Requirements 

Y 

4.7.3.1 

Each link takes the user to different sections within the same hyperlinked page. 
Each link takes the user to the specific titled area within that page. The following 
information is displayed to the user: 
 
Filing Requirements 
 
On or before May 15 of every year, each person listed was required to file a Financial 
Disclosure Statement with the Director of Board of Ethics and Government Accountability. 
In addition, each person listed is required to submit a Financial Disclosure Statement 
amendment to the Director of Board of Ethics and Government Accountability within thirty 
(30) days of any change in information in a previously filed statement, and to file such 
statement with the Director of Board of Ethics and Government Accountability within 
ninety (90) days of vacating a position, if the filer ceases to serve prior to May 15th of any 
year, or on their last day of office. The name of each candidate, officer, and employee 
required to file Financial Disclosure Statements was published in the April 26, 2002 DC 
Register [see Vol.49, No. 17]. 
 
Please be advised that each candidate, officer, and employee, who has filed a Financial 
Disclosure Statement with the Director of Board of Ethics and Government Accountability 
since January 1, 2002, is not required to file another statement pursuant to this Notice, 
unless there is any change in the information supplied in the previously filed statement.  
 
Non-Filers 
 

N 
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Each candidate, officer, and employee whose name appeared in the lists published in the 
DC Register on April 26, 2003, and who has failed to file the statutory Financial Disclosure 
Statement with the Director of Board of Ethics and Government Accountability, may be in 
violation of DC Official Code § 1-1106.02.  
 
Please contact the Office of Board of Ethics and Government Accountability to obtain a 
Financial Disclosure Statement or additional information regarding the filing of the 
Statement on (202) 671-0547, or visit the Office at 2000 14th Street, NW, Suite 433, 
Washington, DC 20009. Our business hours are 9:00 am until 4:30 pm. Copies of the 
District of Columbia Board of Ethics and Government Accountability Reform and Conflict 
of Interest Act of 1974, as amended, at DC Official Code § 1-1106.02, may be obtained at 
the Board of Ethics and Government Accountability. 
 
Where to File 
 
Financial Disclosure Statements and documents must be mailed or delivered to: 
 
 Cliff Tatum 
 Director 
 Board of Ethics and Government Accountability  
 441 4th Street NW, 830 South 
 Washington, DC 20001 
 
Corrections 
 
Any corrections to the information published herein, should be directed to the Board of 
Ethics and Government Accountability. Further, any candidate, officer, or employee who 
has filed the Financial Disclosure Statement under DC Official Code § 1-1106.02(a) or (b), 
but is not listed as having filed, should contact the Director of Board of Ethics and 
Government Accountability. 
 
 Penalties for Violation of Financial Disclosure Filing Requirements 
 
A civil penalty under DC Official Code § 1-1103.05(b) may be imposed ministerially by the 
Director of Board of Ethics and Government Accountability, upon any person required to 
file a Financial Disclosure Statement who commits any of the following violations: 
 
a. Failure to file a Financial Disclosure Statement; 
b. Failure to timely file a Financial Disclosure Statement; 
c. Failure to file a complete Financial Disclosure Statement; and  
d. Failure to file additional information, pertaining to the Financial Disclosure Statement, 
as requested by the Director. 
 
A person who knowingly files a false or misleading Financial Disclosure Statement is 
subject to the penalties under DC Official Code § 1-1107.01(b). 
 

4.7.3.2 After each section a back button will be displayed, which sends the user back to 
the previous page.    

N 
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4.7.4 

Lobbyist Reports 
 
The user is presented with a series of PDF files, which present Lobbyist Reports 
by year and for the months of January and July.  
 
 
The reports are under the purview of the DC Office of Campaign Finance. The 
following provides a link to the July 2012 report, as well as, a sample record: 
 
July 2012 
 

 

N 

 
 
 

5. FUNCTIONAL REQUIREMENTS – INTERNAL SYSTEMS – FINANCIAL DISCLOSURE 
FILING SYSTEM – CURRENT   

 

5.1 Users, Authentication, and Permissions 
 

Req ID 
Requirements 

Change 
Required? 

(Y/N) 

5.1.1 The FDS Filer User will log in to the system using their BEGA issued user ID and 
password. 

Y 

 

5.2 FDS e-Filing – User Role 
 

Req ID 
Requirements 

Change 
Required? 

(Y/N) 

5.2.1 

 
Once the user logs in, they are taken to the Financial Disclosure Filing System 
main screen. The sections of the main screen will be under the heading, 
“Preliminary Selection”. 
 
Two (2) sections are provided to the user: 
 

N 
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• Public Financial Disclosure Statement (link to the filing) 
• User Preferences 

 

5.2.2 

 
Public Financial Disclosure Statement 
 
 
The user is presented with the following narrative text: 
 
Each public official subject to section 224(a) of the District of Columbia Board of Ethics 
and Government Accountability Establishment and Comprehensive Ethics Reform Act of 
2011 (D.C. Official Code § 1-1162.24 (2015 Supp.)), is required to complete and submit 
this Public Financial Disclosure Statement to the Board of Ethics and Government 
Accountability (BEGA) annually, not later than May 15th of each year for the prior 
calendar year. A public official must also complete and submit a Public Financial 
Disclosure Statement within 90 days after the end of their appointment to office, if the 
filer ceases to serve prior to May 15th of any year.  
 
All questions on this form should be answered for the prior calendar year. If the 
form is submitted as an Amendment, answer only the question to which there is a 
change in information. 
 
When the user clicks the Public Financial Disclosure link, they are taken to the 
next screen, which has a reporting year field. This field will be a dropdown pre-
populated with the most recent reporting year required.  
 
After the user selects the reporting year and presses continue, they are taken to 
the Filer Menu – FDS Form. Three (3) sections are provided on this screen: 
 
 

 
• File A New Report (the functionality provided will allow the user to 

start/continue their FDS Report for the selected reporting year). 
 

• File an Amendment (the functionality provided will allow the user to 
start/continue their Amendment for the selected reporting year). 

 
• View Filer Profile (the functionality provided will allow the user to view 

their registration details). 
 
File a New Report 
 
When the user clicks on the File a New Report link, they are taken to Step 1 of 
report form (See Appendix E).  
 
When Step 1 of the form is completed, the user is taken to Step 2 of the form 
(See Appendix E) where all of their financial disclosure information is entered. 
The following help text is provided” 

Instructions 

• There are twelve (12) Yes or no questions. You must answer each question. 
• To enter a response to a question click on the link that says “click to provide 

this information” under each question. It will prompt you to answer "YES" or 
"NO". 

• The form is complete when there is a "YES" or "NO" answer under the 
“Question Answered” box for each question. 

• If you need to attach supplemental documents you can do so at the bottom of 

Y 
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the form. 
• If you cannot agree to all of the statements in the Certification, please explain 

why in the text box titled “Additional Information”. 
• After carefully reading the Certification and entering your name and PIN 

number, click “Certify and Submit” to SUBMIT the form  
o Submission of this report means you have completed the report and 

that the report is ready for filing with BEGA. 
o Once a report is submitted, it can only be changed by filing an 

amendment. 

Twelve (12) questions will be provided to the user as part of their financial 
disclosure. Each question will have an accompanying link to a web form, which 
will allow the user to provide the requested information (See Appendix E). Each 
form will also allow the user to add another entry as indicated in Appendix E. 
 
Following all questions, there will also be a section where the user may attach 
any supplemental documentation.  
 
After answering all questions, the user will be able to continue to the 
certification screen. The Certification Screen (Appendix E) will allow the user to 
submit the filing.  
 
 
View Filer Profile 
 
All filer registration details will be displayed (See Appendix E).  
 
 
 

5.2.3 

 
User Preferences 
 
The user will be provided with a link to view or modify their login information. 
Two (2) options will be provided: 
 

• Option One: User ID Modification (will provide the user with the means 
to change their User ID). 

• Option Two: Password Modification (will provide the user with the 
means to change their password).  

 
 

Y 

 

5.3 FDS e-Filing – Administrator Role 
 

Req ID Requirements 

Change 
Required? 

(Y/N) 
 
 

5.3.1 
The administrator (admin) page may be accessed here:  
https://efiling.bega-dc.gov/admin/login.asp  

N 

 
5.3.2 Two (2) text entry fields for User ID and Password are provided.  Y 

 
5.3.4 The logged in user is displayed. N 
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5.3.5 

 
Three sections with hyperlinks are displayed as noted below: 
 
Type of Filers 
Lobbyists 
Financial Disclosure Statement (FDS) 
 
Admin Tasks 
Manage User Profile 
Manage Election Dates 
 
Imaging System 
Scan Filed Reports 
Financial Reports Images Search 
 
 
 
 
 
 
 

Y 

Req ID Requirements 

Change 
Required? 

(Y/N) 

5.3.5.1 

 
Type of Filers - Lobbyists  
When the Lobbyist link is selected the user is taken to the Lobbyist Menu. The 
Lobbyist menu provides the user with three (3) sections with hyperlinks under 
each as shown below: 
 
Registration 
 
Lobbyist Registration 
Lobbyist Re Registration 
Lobbyist Search 
 
Reports 
 
Internal System Reports 
Publish Website Reports 
 
Letters and Mailing Labels 
 
Lobbyist Letters  
Lobbyist Non Compliance Letters  
Lobbyist Registration Fee Non Compliance Letters  
Mailing Labels 
Mailing Labels (Non-Compliance) 
Registration Fee Mailing Labels (Non-Compliance) 

N 
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5.3.5.1.2 

 
Registration 
Lobbyist Registration 
 
When Lobbyist Registration is clicked, the user is taken to the Lobbyist 
Registration Form. The first screen represents the first step of a four step 
registration process. The following form fields are displayed:  
 
Step 1 
 

 Filing Fee Enclosed (Title text field) 
- Profit / $250.00 (Checkbox field) 
- Non-Profit / $50.00 (Checkbox field) 

 Registration Year (Text field) Required 
 Name of Registrant (Section text field) 

- Full Name (Text field) Required 
- Date of Registration (Date Field) Required 

 Permanent Address (Section Text Field) 
- Number and Street (Text Field) Required 
- City (Text Field), State (Dropdown pre-populated with all states) 

and Zip Code (Text Field) Required  
 Temporary Address (while lobbying) (Section text field) 

- Number and Street (Text Field)  
City (Text Field), State (Dropdown pre-populated with all states) 
and Zip Code (Text Field)  

 Daytime Phone# (Three (3) number text fields) Required 
 Home Phone# (Three (3) number text fields) 
 Email Address (Text field) 

 
 
“Continue” and “Reset’ buttons are at the bottom of the form. “Continue” will 
execute a command to proceed to the next screen. “Reset” will execute a 
command to clear all fields on the form.  
 
The following narrative text will be displayed at the bottom of the form and 
highlighted in red. 
 
Note: OCF Identification Number in the Paper form will be generated by the System 

in    the end of the Registration Process. 
      Amendment in the Paper form is automatically determined by the System. 
 
  Fields marked with * are required. 
 
Step 2 of 4: Lobbyists Working for Registrant 
 
After clicking the “Continue” button, the user is taken to the second screen 
where the following narrative text is displayed: 
 
List the full name of each in-house person employed and each individual retained by 
you to lobby on your behalf. If you do not employ an in-house person or retain an 
individual to lobby, state non-applicable. 
 
The following form fields will be displayed: 
 

 Full Name (Text Field) Required 
 Mailing Address (Section Text Field) 
 Address (Text Field) Required  
 City (Text Field), State (Dropdown pre-populated with all states) and 

N 
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Zip Code (Text Field) Required 
 Daytime Phone# (Three (3) number text fields) 

 
“Add New Entry”, “Continue”, and “Reset” buttons are at the bottom of the 
form. “Add New Entry” will execute a command to add additional information. 
“Continue” will execute a command to proceed to the next screen. “Reset” will 
execute a command to clear all fields on the form. 
 
The following narrative text will be displayed at the bottom of the form and 
highlighted in red. 
 
Note: For more than one entries Click "Add New Entry" 
 Fields marked with * are required. 
  
 Fields marked with ** are Non-Editable/Pre-Populated 
 
Step 3 of 4: Person Compensating Registrant 
 
After clicking the “Continue” button, the user is taken to the third screen where 
the following narrative text is displayed: 
 
List the full name of each client with whom you have a contract to provide lobbying 
services. 
 
The following form fields will be displayed: 
 

 Full Name (Text Field) Required 
 Mailing Address (Section Text field) 
 Address (Text Field) Required  

 
 City (Text Field), State (Dropdown pre-populated with all states) and 

Zip Code (Text Field) Required 
 Daytime Phone# (Three (3) number text fields) Required 
 Nature of Business (Text Field) 
 Terms of Compensation (Section Text Field) 
 Salary (Text Field) 
 Duration of Employment (Text Field) 

 
 
 
“Continue” and “Reset’ buttons are at the bottom of the form. “Continue” will 
execute a command to proceed to the next screen. “Reset” will execute a 
command to clear all fields on the form.  
 
The following narrative text will be displayed at the bottom of the form and 
highlighted in red. 
 
Note: Fields marked with * are required. 
 
Step 4 of 4: Lobbyist Activity Matters 
 
After clicking the “Continue” button, the user is taken to the fourth screen 
where the following narrative text is displayed: 
 
Identify matters(s) by subject and formal designation on which the lobbyist/registrant 
expects to lobby 
 
The following form fields will be displayed: 
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 Subject Name (Text Field) Required 

 
 Description (Multi-line Text Field) 

 
“Add New Entry”, “Continue”, and “Reset” buttons are at the bottom of the 
form. “Add New Entry” will execute a command to add additional information. 
“Continue” will execute a command to proceed to the next screen. “Reset” will 
execute a command to clear all fields on the form. 
 
The following narrative text will be displayed at the bottom of the form and 
highlighted in red. 
 
Note: For more than one entries Click "Add New Entry" 
  Fields marked with * are required. 
 
After clicking the “Continue” button, the user is taken to the final screen where 
the following narrative text is displayed: 
 
Please review the summary of information you have entered.  
Click the Submit button to complete the Lobbyist Registration. 
 
The completed form is then displayed to the user as seen below in the 
following screen capture: 
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 Each section on the form will allow the user to link back to their 

registrant information to make any necessary edits. 
 

 Section 2: Lobbyists Working for Registrant will allow the user to 
“Delete” or “Add New Lobbyist” to the section. 

 Section 3: Person Compensating Registrant will allow the user to 
“Delete” the person compensating the registrant. 

 Section 4: Lobbyist Activities will allow the user to “Delete” or “Add 
New Activity” to the section.  

 A “Submit” button will be displayed at the bottom of the form. Clicking 
the “Submit” button will execute the command to submit the form. 

 
After clicking “Submit” the user is advised that the form has been submitted 
successfully. The following narrative text is displayed: 
 
Statement of Information for Lobbyist has been completed successfully.  
Click the CONTINUE button to access Form 26 or the NEW ENTRY button to 
commence a new Statement of Information. 
 
The following fields are displayed beneath the text: 
 

 Lobbyist Identification Details (Section Title) 
 BEGA/OCF Identification Number 
 Amendment 

 
 Name 
 Compensating Registrant Name 
 Entry Date 
 Entered By 
 Login Details (Section Title) 
 Login ID 
 Password 
 PIN 

 
The previous fields are followed by five (5) buttons which execute the following 
commands: 
 

 Continue Filing (The user will be taken to the page, “Filer Menu – 
Form 26). The following links and accompanying text are displayed: 

 
o File a New Report 

This selection will display a new report, not previously submitted 
reports or the reports that you have begun filing but have not 
submitted. 
 
Upon clicking the link, the user is taken the next page and 
provided with the following informational text: 
 
Information Necessary to File a New Report 
 
The lobbyist needs to provide the full name and address of the 
reporting lobbyist, lobbyists working for registrant, the report type, the 
employers name and address, amount of each contribution received 
as compensation, gifts and honoraria, and the full name and mailing 
address (if any) of each entity to whom expenditures were made 
including the amount and purpose of the expenditure. 
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Before commencing the filing procedure, you are advised to obtain, 
from the date of registration, detailed records of all contributions and 
expenditures disclosed in reports and statements filed with the 
Director, including check stubs, bank statements, canceled checks, 
contributor cards, deposit slips, invoices, receipts, contracts, payroll 
records, all tax records, lease agreements, journals, ledgers, and 
vouchers.  
 
This option will only allow the filer to file a completely new report. To 
resume filing of a report that is current, or for which the filing process 
has begun, please select the Resume Current Reports option. To 
amend an already submitted report, please select the Amendment 
option. 
  
Step Overview:  
 
1.Select Filing Year 
2.Select Reporting Period 
3.Verify Filing Period 
4.Enter Schedule Data 
5.View Summary Page 
6.Submit Completed Report 
   
After final submission of the form, you can print out reports generated 
by the system for paper-based submission to the BEGA. 
 
 
 
Two buttons are provided, “Previous” and “Continue”. The 
“Previous” button takes the user to the previous page. The 
“Continue” button takes the user to the incorrect login page. 
 

o File an Amendment 
This selection will display current reports that have been submitted. 
 
Upon clicking the link, the user is taken the next page and 
provided with the following informational text: 
 
Information Necessary to File an Amendment 
 
To file an amendment, the lobbyist should know the report type that 
should be amended and the information that is to be added or 
deleted. (full name and address of the reporting lobbyist, lobbyists 
working for registrant, the report type, the employers name and 
address, amount of each contribution received as compensation, gifts 
and honoraria, and the full name and mailing address (if any) of each 
entity to whom expenditures were made including the amount and 
purpose of the expenditure). 
 
Before commencing the filing procedure, you are advised to obtain, 
from the date of registration, detailed records of all contributions and 
expenditures disclosed in reports and statements filed with the 
Director, including check stubs, bank statements, canceled checks, 
contributor cards, deposit slips, invoices, receipts, contracts, payroll 
records, all tax records, lease agreements, petty cash journals, 
ledgers, and vouchers.  
 
This option will only allow you to amend a submitted report. To edit a 
report that is current, or which has not been submitted, please select 
the Resume Current Reports option. Please note only reports that 
have been filed online can be amended online. Please contact the 
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BEGA for paper-based forms to amend a report that was filed using a 
paper form. 
   
Step Overview:  
 
1.Select Filing Year 
2.Select Reporting Period 
3.Verify Filing Period 
4.Enter Schedule Data  
5.View Summary Page 
 
6.Submit Completed Report  
  
After final submission of the form, you can print out reports generated 
by the system for paper-based submission to the BEGA.  
 
Two buttons are provided, “Previous” and “Continue” 
(“Continue” button appears to not be working), to take the user 
back to the previous page or to continue to the next page.  
 

o Resume Current Reports 
This selection will display reports that you have begun filing, but have 
not submitted. This selection will re-insert you back to the page from 
where you last exited. 
 
Upon clicking the link, the user is taken the next page and 
provided with the following informational text: 
 
 
 
Information Necessary to File a Current Report 
 
To resume a current report (recent filing), the filer should know the 
report which he/she is continuing to file and the information that is to 
be added or deleted. (the full name and address of the reporting 
lobbyist, lobbyists working for registrant, the report type, the 
employers name and address,  
 
amount of each contribution received as compensation, gifts and 
honoraria, and the full name and mailing address (if any) of each 
entity to whom expenditures were made including the amount and 
purpose of the expenditure). 
 
Before commencing the filing procedure, you are advised to obtain, 
from the date of registration, detailed records of all contributions and 
expenditures disclosed in reports and statements filed with the 
Director, including check stubs, bank statements, canceled checks, 
contributor cards, deposit slips, invoices, receipts, contracts, payroll 
records, all tax records, lease agreements, petty cash journals, 
ledgers, and vouchers.  
 
You can only resume filing of a report that is current, or for which the 
filing process has begun. To file a new report, please select the File 
New Report option.  
  
Step Overview: 
  
1.Select Report 
2.Verify Filing Period 
3.Enter Schedule Data  
4.View Summary Page 
5.Submit Completed Report 
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After final submission of the form, you can print out reports generated 
by the system for paper-based submission to the BEGA. 
 
 
 
Two buttons are provided, “Previous” and “Continue” 
(“Continue” button appears to not be working), to take the user 
back to the previous page or to continue to the next page.  
 

o View Previously Filed Reports  
Please note that this selection will display current reports that have 
been submitted. If no reports have been submitted, the user receives 
a message stating: “No Previously Filed Reports Found”. 
 

o View or Modify Filer Profile  
The information includes Registrant, Compensation Registrant details. 
(Information is currently not being displayed. The command times 
out). 

 
 New Registration 

Allows the user to submit a new registration. (See Req ID 5.3.5.2) 
 

 Re Registration 
 
The following fields are displayed: 
 

o Filer Type Details (Text field header) Required Field 
o Registration Year (Dropdown field with ability to select 

year) Required Field 
 

o Lobbyist Name (Text Field) Required Field 
 

o Click to find Lobbyist Name – This link must be clicked 
to display Lobbyist Names which appear via a pop up 
box. However, this function is currently not operating 
properly, so the user cannot advance to the next 
screen. 
 

o Compensating Lobbyist Name (Text Field) Required Field 
o Date of Registration (Date Field) 

                   
             Two buttons will be displayed below the form fields – “Save” and 

“Cancel”  
                            

 Edit Details 
Allows the user to return to the Lobbyist Registration Form and make 
any necessary changes. 
 

 Generate PIN (User will be advised that a PIN already exists. A 
“Regenerate” button executes a command to generate a new PIN in 
the event that the user has lost the original PIN). 

 

5.3.5.1.3 

 
Registration 
Lobbyist Re Registration  
 
(Refer to Req ID 5.3.5.2); specifically, the following as this requirement is 

N 
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exactly the same, and with the same issues. 
 

The following fields are displayed: 
 

o Filer Type Details (Text field header) Required Field 
o Registration Year (Dropdown field with ability to select 

year) Required Field 
o Lobbyist Name (Text Field) Required Field 
o Click to find Lobbyist Name – This link must be clicked 

to display Lobbyist Names which appear via a pop up 
box. However, this function is currently not operating 
properly, so the user cannot advance to the next 
screen. 

o Compensating Lobbyist Name (Text Field) Required Field 
o Date of Registration (Date Field) 

                   
             Two buttons will be displayed below the form fields – “Save” and 

“Cancel”  
 

5.3.5.1.4 

 
Registration 
Lobbyist Search 
 
After clicking on this link, the user is taken the next screen where the following 
form fields are displayed: 
 

o Logged in User: Displays logged in user. 
o Year of Registration: Text field to input registration year. 
o Registrant Name: Text field for registrant name. 
o Lobbyist ID: Last 4 digits of OCF ID in part or full). 

 
Two buttons will be provided: “Submit” and “Previous”.  
 

o When the user clicks the “Submit” button, the search command using 
the provided information is executed. 

o When the user clicks the “Previous” button the function which takes 
the user to the Lobbyist Menu.  

 
Two hyperlinks are provided: “Main Menu” and “Logout” 
 

o When the user clicks the “Main Menu” link they are taken back to the 
BEAGA Main Menu page.  

o When the user clicks the “Logout” link, they are logged out of the 
system. 

 

N 
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5.3.5.1.5 

 
 
Reports 
Internal System Reports 
 
When the user clicks on “Internal Systems Reports” they are taken to the 
following page: BEGA Lobbyist Internal Reports. The user is presented with 
the following:  
 

o Logged in User (Displays logged in user) 
o Report Selection – Lobbyist (Title Header) 
o Lobbyist Reports – (Title) 

 
The following reports are listed under Lobbyist Reports.  

N 
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5.3.5.1.6 

 
• Lobbyist Alpha Listing (Lobbyist Registration Report) 
      
     The following fields are displayed when the Lobbyist Alpha Listing 

(Lobbyist Registration Report) is selected: 
 

• Registration Year (Dropdown field where user may select 
year). Required Field 

• Registration Type (Dropdown field with the following 
selections: “On or before January 15th”, “After January 15th”, 
“All Registrations”. Required Field 

• Sort by (Dropdown field with the following selections; 
“Registrant Name”, Registration Date”. 

 
Two buttons are displayed: “View Reports” and “Cancel”.  
The “View Reports” button, when clicked, will execute a command 
function to view reports based on the selected criteria. An example 
is shown below: 

 

 
 

The “Cancel” button, when clicked, will execute a command function to 
take the user back to the BEGA Lobbyist Internal Reports Selection 
Menu. 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 

 
o When the user clicks the “Main Menu” link they are taken back to 

the BEAGA Main Menu page.  
o When the user clicks the “Logout” link, they are logged out of the 

system. 

N 
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5.3.5.1.7 

 
• Filers Report 
 

The following fields are displayed when the Filers Report is 
selected: 
 

• Filing Year (Dropdown field where user may select year). 
Required Field 

• Reporting Period (Dropdown field with the following 
selections: “July 10th Report”, “January 10th Report)”. 
Required Field 

• Sort by (Dropdown field with the following selections; 
“Registrant Name”, Registration Date”. 

 
Two buttons are displayed: “View Reports” and “Cancel”.  
The “View Reports” button, when clicked, will execute a 
command function to view reports based on the selected criteria. 
An example is shown below: 
 

 
 
 

The “Cancel” button, when clicked, will execute a command function to 
take the user back to the BEGA Lobbyist Internal Reports Selection 
Menu. 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 

 
o When the user clicks the “Main Menu” link they are taken back to 

the BEAGA Main Menu page.  
o When the user clicks the “Logout” link, they are logged out of the 

system. 
 

N 
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5.3.5.1.8 

 
• Non-Filers Report 

 
The following fields are displayed when the Non-Filers Report is 
selected: 
 

• Filing Year (Dropdown field where user may select year). 
Required Field 

• Reporting Period (Dropdown field with the following 
selections: “July 10th Report”, “January 10th Report)”. 
Required Field 

• Sort by (Dropdown field with the following selections; 
“Registrant Name”, Registration Date”. 

 
Two buttons are displayed: “View Reports” and “Cancel”.  
The “View Reports” button, when clicked, will execute a 
command function to view reports based on the selected criteria. 
An example is shown below: 
 

 
 

 
The “Cancel” button, when clicked, will execute a command function to 
take the user back to the BEGA Lobbyist Internal Reports Selection 
Menu. 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 

 
o When the user clicks the “Main Menu” link they are taken back to 

the BEGA Main Menu page.  
o When the user clicks the “Logout” link, they are logged out of the 

system. 
 

 
 

N 
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5.3.5.1.9 

 
• Termination Report 
 

The following fields are displayed when the Termination Report 
is selected: 
 

• Filing Year (Dropdown field where user may select year). 
Required Field 

• Sort by (Dropdown field with the following selections; 
“Registrant Name”, Registration Date”. 

 
Two buttons are displayed: “View Reports” and “Cancel”.  
The “View Reports” button, when clicked, will execute a 
command function to view reports based on the selected criteria. 
An example is shown below: 
 

 
 

 
The “Cancel” button, when clicked, will execute a command function to 
take the user back to the BEGA Lobbyist Internal Reports Selection 
Menu. 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 

 
o When the user clicks the “Main Menu” link they are taken back to 

the BEAGA Main Menu page.  
o When the user clicks the “Logout” link, they are logged out of the 

system. 
 
 
 

N 
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5.3.5.1.10 

 
Reports 
Publish Website Reports 
 
When the user clicks on “Publish Website Reports” they are taken to the 
following page: BEGA Website Reports. The user is presented with the 
following: 
 

o Logged in User (Displays logged in user) 
o Lobbyist Website Report (Title Header) 
o Selection Criteria (Title Header) 
o Filing Year (Dropdown field where user may select year). 
o Reporting Period (Dropdown field with the following selections: “July 

10th Report”, “January 10th Report”, Registration Report”). 
 

Two buttons are displayed: “Generate Reports” and “Delete Reports” *.  
The “Generate Reports” button, when clicked, will execute a command 
function to view reports based on the selected criteria. The user is first 
taken to a page titled, BEGA Web Reports. 
 
The page displays the following: 
 

o Logged in User (Displays logged in user) 
o The following text: “Registration Report is Generated 

Successfully” 
 

o The text, “Registration Report” is a hyperlink to the 
generated report. 

 
o The following text: Please review the report before publishing: 
o Reviewed** (Checkbox field) 
o Two buttons will be displayed – “Publish Reports” * and 

“Previous”. 
 
**The “Reviewed” checkbox and “Publish Reports” buttons are 
grayed out and non-functioning until after the report has been viewed. 

 
When the user clicks the “Registration Report” link, a report is 
generated in PDF format and displayed to user as seen in the figure 
below: 
 

 

N 
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o After the report is viewed, the “Reviewed” checkbox is now 

available to the user if they choose to click. 
o After the report is viewed, the “Publish Reports” button is now 

available to the user. 
o When the “Publish Reports” button is clicked, a command is 

executed, which publishes the report.  
o When the user clicks the “Previous” button, they are taken 

back to the previous page. 
 
*If the “Delete Reports” button is clicked it will delete the report that is 
generated using the user selected criteria.  

5.3.5.1.11 

 
Letters and Mailing Labels 
Lobbyist Letters 
 
When the user clicks on “Lobbyist Letters” they are taken to the following 
page: BEGA Lobbyist Internal Reports. The user is presented with the 
following: 
 

o Logged in User (Displays logged in user) 
o Lobbyist Letter (title header) 
o Filing Year (Dropdown field where user may select year). Required 

field 
o Reporting Period (Dropdown field where the user may select the 

following reports: “July 10th Report”, January 10th Report). Required 
field 

o Sort by (dropdown field where the user may select “Registrant Name” 
or Registration Date”). 

o Date (mm/dd/yyyy) (Date entry field) 
o “View Reports” button 

 
o When the user clicks the button a command is executed, which 

displays the Lobbyist Letter (see Appendix B, Fig. 1) based on 
the user selected criteria. 
 

o “Cancel” button 
 

o When the user clicks the button a command is executed, which 
clears the user selections. 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 

 
o When the user clicks the “Main Menu” link they are taken back to the 

BEGA Main Menu page.  
o When the user clicks the “Logout” link, they are logged out of the 

system. 
 

N 

5.3.5.1.12 

 
Letters and Mailing Labels 
Lobbyist Non Compliance Letters 
 
When the user clicks on “Lobbyist Non Compliance Letters” they are taken to 
the following page: BEGA Lobbyist Internal Reports. The user is presented 
with the following: 
 

N 
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o Logged in User (Displays logged in user) 
 

o Lobbyist Non-Compliance Letter (title header) 
o Filing Year (Dropdown field where user may select year). Required 

field 
o Reporting Period (Dropdown field where the user may select the 

following reports: “July 10th Report”, January 10th Report). Required 
field 

o Sort by (dropdown field where the user may select “Registrant Name” 
or Registration Date”). 

o Date (mm/dd/yyyy) (Date entry field) 
o “View Reports” button 

 
o When the user clicks the button a command is executed, which 

displays the Lobbyist Letter (see Appendix B, Fig. 2) based on 
the user selected criteria. 
 

o “Cancel” button 
 

o When the user clicks the button a command is executed, which 
clears the user selections. 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 

 
o When the user clicks the “Main Menu” link they are taken back to the 

BEGA Main Menu page.  
o When the user clicks the “Logout” link, they are logged out of the 

system. 
 

5.3.5.1.13 

 
Letters and Mailing Labels 
Lobbyist Registration Fee Non Compliance Letters 
 
When the user clicks on “Lobbyist Registration Fee Non Compliance Letters” 
they are taken to the following page: BEGA Lobbyist Internal Reports. The 
user is presented with the following: 
 

o Logged in User (Displays logged in user) 
o Registration Year (Dropdown field where user may select year). 

Required field 
o Sort by (dropdown field where the user may select “Registrant Name” 

or Registration Date”). 
o “View Reports” button 

 
o When the user clicks the button a command is executed, which 

displays the Lobbyist Letter (see Appendix B, Fig. 3) based on 
the user selected criteria. 
 

o “Cancel” button 
 

o When the user clicks the button a command is executed, which 
clears the user selections. 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 

 
o When the user clicks the “Main Menu” link they are taken back to the 

BEGA Main Menu page.  

N 
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o When the user clicks the “Logout” link, they are logged out of the 
system. 
 

5.3.5.1.14 

 
Letters and Mailing Labels 
Mailing Labels 
 
When the user clicks on “Mailing Labels” they are taken to the following page: 
BEGA Lobbyist Internal Reports. The user is presented with the following: 
 

o Logged in User (Displays logged in user) 
o Lobbyist Labels (title header) 
o Filing Year (Dropdown field where user may select year). Required 

field 
o Reporting Period (Dropdown field where the user may select the 

following reports: “July 10th Report”, January 10th Report). Required 
field 

o Sort by (dropdown field where the user may select “Registrant Name” 
or Registration Date”). 

o “View Reports” button 
 

o When the user clicks the button a command is executed, which 
displays the Lobbyist Letter (see Appendix B, Fig. 4) based on 
the user selected criteria. 
 

o “Cancel” button 
 

o When the user clicks the button a command is executed, which 
clears the user selections. 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 

 
o When the user clicks the “Main Menu” link they are taken back to the 

BEGA Main Menu page.  
o When the user clicks the “Logout” link, they are logged out of the 

system. 
 

N 

5.3.5.1.15 

 
Letters and Mailing Labels 
Mailing Labels (Non-Compliance) 
 
When the user clicks on “Mailing Labels (Non-Compliance)” they are taken to 
the following page: BEGA Lobbyist Internal Reports. The user is presented 
with the following: 
 

o Logged in User (Displays logged in user) 
o Lobbyist Non-Compliance Labels (title header) 
o Filing Year (Dropdown field where user may select year). Required 

field 
o Reporting Period (Dropdown field where the user may select the 

following reports: “July 10th Report”, January 10th Report). Required 
field 

o Sort by (dropdown field where the user may select “Registrant Name” 
or Registration Date”). 

o “View Reports” button 

N 
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o When the user clicks the button a command is executed, which 
displays the Lobbyist Letter (see Appendix B, Fig. 5) based on 
the user selected criteria. 
 

o “Cancel” button 
 

o When the user clicks the button a command is executed, which 
clears the user selections. 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 

 
o When the user clicks the “Main Menu” link they are taken back to the 

BEGA Main Menu page.  
o When the user clicks the “Logout” link, they are logged out of the 

system. 
 

5.3.5.1.16 

 
Letters and Mailing Labels 
Registration Fee Mailing Labels (Non-Compliance) 
 
When the user clicks on “Registration Fee Mailing Labels (Non-Compliance)” 
they are taken to the following page: BEGA Lobbyist Internal Reports. The 
user is presented with the following: 
 

o Logged in User (Displays logged in user) 
o Lobbyist Labels (title header) 
o Registration Year (Dropdown field where user may select year). 

Required field 
o Sort by (dropdown field where the user may select “Registrant Name” 

or Registration Date”). 
o “View Reports” button 

 
o When the user clicks the button a command is executed, which 

displays the Lobbyist Letter (see Appendix B, Fig. 6) based on 
the user selected criteria. 
 

o “Cancel” button 
 

o When the user clicks the button a command is executed, which 
clears the user selections. 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 

 
o When the user clicks the “Main Menu” link they are taken back to the 

BEGA Main Menu page.  
o When the user clicks the “Logout” link, they are logged out of the 

system. 
 

N 

5.3.5.2 

 
Type of Filers – Financial Disclosure Statement (FDS)  
When the Financial Disclosure Statement (FDS) link is selected the user is 
taken to the Financial Disclosure Statement Menu. The FDS menu provides 
the user with four (4) sections with hyperlinks under each as shown below: 
 
 

Y 
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Registration 
 
FDS Registration  
FDS Re-Registration for Non-Terminated Filers 
FDS Registrant Search 
FDS Non-Filers/Late-Filers Fine Payments 
 
Reports 
 
Internal System Reports 
Publish Website Reports 
 
Letters and Mailing Labels 
 
FDS Letters 
FDS ANC Letters 
FDS Candidate Letters 
FDS Honorary Letters 
FDS Non Compliance Letters 
FDS ANC Non Compliance Letters 
FDS Candidate Non Compliance Letters 
Mailing Labels 
Mailing Labels (Non-Compliance) 
Mailing Labels (ANC Non-Compliance) 
Mailing Labels (Candidate Non-Compliance) 
 
Admin Tasks 
 
Agency Details 
Modify FDS Letters 
Modify FDS ANC Letters 
Modify FDS Candidate Letters 
Modify FDS Honorary Letters 
Modify FDS Non Compliance Letters 
Modify FDS ANC Non Compliance Letters 
Modify FDS Candidate Non Compliance Letters 
Manage FDS Email Notifications 
 

5.3.5.2.1 

 
Registration 
FDS Registration 
 
When the user clicks “FDS Registration” they are taken to the FDS 
Registration page and presented with the following fields: 
 

o ANC – This will be a checkbox 
o Registration Year (yyyy) – This will be a date field where the year is 

entered. Required Field 
o Reporting Year (yyyy) – This will be a date field where the year is 

entered. Required Field 
o Name of Registrant – This will be a bolded title header. 
o Prefix – This will be a dropdown field with the following selections: 

“Mr., Ms., Dr.” 
o First Name – This will be a text field. Required Field 
o MI – This will be a text field. 
o Last Name – This will be a text field. Required Field 

N 
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o Suffix – This will be a text field. 
o BEGA Registration Date – This will be a date field. Required Field 
o Position for which filing – this will be a text field. 
o Home Address – This will be a bolded title header. 
o Number and Street – this will be a text field. Required Field 
o City, State and Zip Required Fields 

o City – This will be a text field with default text, “Washington”. 
o State – This will be a dropdown field with all 50 states, The 

District of Columbia, The U.S. Virgin Islands, and Puerto Rico 
provided as selections. “DC (Dist. Of Columbia) will field’s default 
value.  

o Zip – This will be a text field.  
o Business Address – This will be a bolded title header.  
o Number and Street – This will be a text field. 
o City, State and Zip 

o City – This will be a text field with default text, “Washington”. 
o State – This will be a dropdown field with all 50 states, The 

District of Columbia, The U.S. Virgin Islands, and Puerto Rico 
provided as selections. “DC (Dist. Of Columbia) will field’s default 
value.  

o Zip – This will be a text field. 
o Business Phone# - This will be a three (3) part text field with each 

part used for three (3) digits of a nine (9) digit telephone number.  
o Home Phone# - This will be a three (3) part text field with each part 

used for three (3) digits of a nine (9) digit telephone number. 
o Email Address - This will be a text field. 
o Grade – This will be a text field. The user will enter their designated 

salary grade if applicable.  
o Main Agency – This will be a dropdown field populated with every 

District agency along with its associated budget code. Required Field 
o Sub Agency 1 - This will be a dropdown field populated with every 

District agency along with its associated budget code. 
o Sub Agency 2 - This will be a dropdown field populated with every 

District agency along with its associated budget code. 
o Sub Agency 3 - This will be a dropdown field populated with every 

District agency along with its associated budget code. 
o District Email Address – This will be a text field.  
o Agency Head – this will be a checkbox.  

 
When the ANC checkbox field is checked, the following commands are 
executed: 
 

o The following fields are removed: 
o Grade 
o Main Agency 
o Sub Agency 1 
o Sub Agency 2 
o Sub Agency 3 
o District Email Address 
o Agency Head 
 

o The removed fields are replaced by the following fields: 
o ANC/SMD – This will be a bolded title header. 
o ANC – This will be a dropdown listing all ANCs. Required Field 
o Single Member District (SMD) – This will be a text field.  
o Three (3) buttons will be positioned below the form: 
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o  “Continue” 
o  “Done” 
o  “Cancel” 

 
When the user chooses “Continue” they are presented with the following 
screen:  

 
 
When the user selects “Done” they are presented with the following screen:  
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They user is presented with the following buttons: 
 

o Continue 
o New Entry 
o Registration Statement 
o Official Statement 
o Print Letter 
o Generate PIN 
o Enter Fine 
o Add Check payment 

 
When the user chooses “Continue” they are presented with the following 
screen: 

 
 
When the user chooses “New Entry” they are returned to FDS Registration 
screen. 
 
When the user chooses “Registration Statement” they are  
returned to FDS Registration screen.  
 
 
 
When the user chooses “Official Statement” they are presented with the 
following screen: 

N 
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When the user chooses “Print Letter” they are presented with the following 
screen: 

 
 
When the user chooses “Generate PIN” they are presented with the following 
screen: 
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When the user chooses “Enter Fine” they are presented with the following 
screen: This command is generating a technical error.  
 
 
When the user chooses “Add Check Payment” they are presented with the 
following screen: 

 
 
 
When the user chooses “Cancel” they are returned to the Financial Disclosure 
Statement Menu. 
 
 
Two hyperlinks are provided: “Main Menu” and “Logout” 
 

o When the user clicks the “Main Menu” link they are taken back to the 
BEGA Main Menu page.  

o When the user clicks the “Logout” link, they are logged out of the 
system. 

 
The following text will be displayed at the bottom of the FDS Registration page: 
 
Note:   BEGA Identification Number in the Paper form will be generated by the System   

in the end of the Registration Process. 
 
  Amendment in the Paper form is automatically determined by the System. 
 
  Fields marked with * are required. 
 
 

5.3.5.2.2 

 
Registration 
FDS Re-Registration for Non-Terminated Filers 
 
When the user clicks “FDS Re-Registration for Non-Terminated Filers” they 
are taken to the FDS Re-Registration for Non-Terminated Filers page and 
presented with the following fields: 
 

o Logged in User: (This will be the user currently logged in). 
 

N 
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o Please Click the "FDS Renewal" button to renew the ids of all non-

terminated FDS Filer to current year. (This will be a narrative text 
field). 

o Agency/ANC (This will be a dropdown list comprised of ANCs, Boards, 
District Agencies, and Private entities).  

 
Two buttons will be displayed at the bottom of the fields: 
 

o ‘List FDS Filers” (when pressed, this button will execute a command to 
list all FDS filers based on the selected Agency/ANC). 

o  After this command is executed, two (2) checkbox fields and two (2) 
buttons will be displayed: 
 
• Select All (checkbox that will ensure that all available resultant 

names are selected). 
• Checkbox (checkbox that will select individual resultant names). 
• Renew (button, which when pressed will execute a command to       

renew the selected resultant names). 
• Cancel (button, which when pressed will execute a command to 

clear the current results).  
 

o “Previous” (when pressed, this button will execute a command to 
return the user to the Financial Disclosure Statement Menu). 

 
Two hyperlinks are provided: “Main Menu” and “Logout” 
 

o When the user clicks the “Main Menu” link they are taken back to the 
BEGA Main Menu page.  

o When the user clicks the “Logout” link, they are logged out of the 
system. 

 
 

5.3.5.2.3 

 
Registration 
FDS Registrant Search 
 
When the user clicks, “FDS Registrant Search, they are taken to the FDS 
Registrant Search page and presented with the following fields: 
 

o Logged in User: (This will be the user currently logged in). 
o Year of Registration (text field for registration year) 
o Registrant First Name (text field for first name of registrant) 
o Registrant Last Name (text field for last name of registrant) 
o Position for which filing (text field for searched for position) 
o Agency/ANC (This will be a dropdown list comprised of ANCs, Boards, 

District Agencies, and Private entities). 
o BEGA ID (text field of BEGA issued ID) 

 
Two buttons will be displayed at the bottom of the fields: 
 

o Submit (when pressed this will execute a command showing the 
registrant(s) based on the selected criteria.  
   The following screen is shown; 
 
 
 

N 
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As noted in the above graphic, the Registrant ID will be presented as a 
hyperlink. When the user clicks the link they are taken to the following screen: 
 

 
 

They user is presented with the following buttons: 
 

o Continue 
o New Entry 
o Registration Statement 
o Official Statement 
o Print Letter 
o Generate PIN 
o Enter Fine 
o Add Check payment 

 
When the user chooses “Continue” they are presented with the following 
screen: 
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Clicking on the above links will allow the user to submit and/or retrieve FDS 
filings. Please refer to Appendix C for screenshots related to this functionality: 
 

o Cancel (when pressed this will execute a command returning the user 
to the Financial Disclosure Statement Menu) 

 
When the user clicks on “New Entry” they are taken to the FDS Registration 
page. (Please refer to Req. 5.3.5.2.1) 
 
When the user clicks on “Registration Statement” they are taken to the FDS 
Registration page. (Please refer to Req. 5.3.5.2.1) 
 
When the user clicks on “Official Statement” they are FDS Official Statement 
page. (Please refer to Req. 5.3.5.2.1) 
 
When the user clicks on “Print Letter” they are taken to the BEGA FDS Letters 
screen. (Please refer to Req. 5.3.5.2.1) 
 
When the user clicks on “Generate PIN” they are taken to the PIN Creation 
screen. (Please refer to Req. 5.3.5.2.1) 
 
 
When the user chooses “Enter Fine” they are presented with the following 
screen: This command is generating a technical error.  
 
 
When the user chooses “Add Check Payment” they are presented with the 
following screen: 

 
 
 
Two hyperlinks are provided: “Main Menu” and “Logout” 
 

o When the user clicks the “Main Menu” link they are taken back to the 
BEGA Main Menu page.  
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o When the user clicks the “Logout” link, they are logged out of the 

system. 
 

5.3.5.2.4 

 
Registration 
FDS Non-Filers/Late-Filers Fine Payments 
 
When the user clicks “FDS Non-Filers/Late-Filers Fine Payments” they are 
taken to the FDS Non-Filers/Late-Filers Fine Payments page and presented 
with the following fields:  
 

o Logged in User: (This will be the user currently logged in). 
o Year of Registration (text field for registration year) 
o Registrant First Name (text field for first name of registrant) 
o Registrant Last Name (text field for last name of registrant) 
o Position for which filing (text field for searched for position) 
o Agency/ANC (This will be a dropdown list comprised of ANCs, Boards, 

District Agencies, and Private entities). 
o BEGA ID (text field of BEGA issued ID) 
o Filer Type (This will be a dropdown list with the following selections: 

“Non-Filers”, “Late-Filers”, Non-Filers & Late-Filers”) 
o Show Pending Payments Only (This will be a checkbox) 

 
Two buttons will be displayed at the bottom of the fields: 
 

o Submit (When pressed, this will execute the command to submit the 
selected search criteria). 

o Cancel (When pressed, this will execute the command that returns the 
user to the Financial Disclosure Statement Menu) 

 

N 

5.3.5.2.5 

 
Reports 
Internal System Reports 
 
When the user clicks the Internal Systems Reports link, they are taken to the 
BEGA Internal Reports Selection menu page where the following report links 
are available: 
 

o FDS Alpha Listing 
o Filers Report 
o Non Filers Report 
o Non Filers Report by Agency 
o Further Review Required Report 
o Required Filer Report 
o Extension Requested Filer Report 

 
When the FDS Alpha Listing link is clicked the user is taken to the BEGA 
Internal Reports page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user) 
o Internal Reports (this will be a title field) 
o Selection Criteria (this will be a title field) 
o Reporting year (this will be a dropdown field where a given year may 

be selected). 
o Agency (this will be a dropdown list of ANCs and agencies). 

 

N 
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There will be a “View Reports” button displayed at the bottom of the fields. 
(When the user presses this button it executes a command for the report to be 
displayed) (See Appendix C) 
 
When the user clicks the Filers Report link they are taken to the BEGA 
Internal Reports page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o Filers Report (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting Year (this will be a dropdown field where a given year may 

be selected). Required Field 
 
There will be a “View Reports” button displayed at the bottom of the fields. 
(When the user presses this button it executes a command for the report to be 
displayed) (See Appendix C) 
 
When the user clicks the Non-Filers Report link they are taken to the BEGA 
Internal Reports page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o Non-Filers Report (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting Year (this will be a dropdown field where a given year may 

be selected). Required Field 
 
There will be a “View Reports” button displayed at the bottom of the fields. 
(When the user presses this button it executes a command for the report to be 
displayed) (See Appendix C) 
 
When the user clicks the Non-Filers Report by Agency link they are taken to 
the BEGA Internal Reports page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o Internal Reports (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting Year (this will be a dropdown field where a given year may 

be selected). Required Field 
o Agency (this will be a dropdown field of agencies, ANCs, and boards). 

 
There will be a “View Reports” button displayed at the bottom of the fields. 
(When the user presses this button it executes a command for the report to be 
displayed) (See Appendix C) 
 
When the user clicks the Further Review Required Report link they are taken 
to the BEGA Internal Reports page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o Internal Reports (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting Year (this will be a dropdown field where a given year may 

be selected). Required Field 
 
There will be a “View Reports” button displayed at the bottom of the fields. 
(When the user presses this button it executes a command for the report to be 
displayed) (See Appendix C) 
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When the user clicks Required Filer Report link they are taken to the BEGA 
Internal Reports page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o Internal Reports (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting Year (this will be a dropdown field where a given year may 

be selected). Required Field 
 
There will be a “View Reports” button displayed at the bottom of the fields. 
(When the user presses this button it executes a command for the report to be 
displayed) (See Appendix C) 
 
When the user clicks the Extension Requested Filer Report link they are 
taken to the BEGA Internal Reports page where the following fields are 
displayed: 
 

o Logged in User (this will display the logged in user). 
o Internal Reports (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting Year (this will be a dropdown field where a given year may 

be selected). Required Field 
 
There will be a “View Reports” button displayed at the bottom of the fields. 
(When the user presses this button it executes a command for the report to be 
displayed) (See Appendix C) 
 
 

5.3.5.2.6 

 
Reports 
Publish Website Reports 
 
When the user clicks the Required Filers Report link they are taken to the 
BEGA Website Reports Publishing page where the following fields are 
displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Required Filers Report (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting Year (this will be a dropdown field where a given year may 

be selected). Required Field 
 
There will be a “Generate Reports” button displayed at the bottom of the fields, 
as well as, a “Delete Reports” button. (When the user presses the “Generate 
Reports” button it executes a command for the report to be displayed. A PDF 
link is then made available to the user to view the report). (See Appendix C) 
 
When the user clicks the Filers Report link they are taken to the BEGA 
Website Reports Publishing page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Filers Report (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting Year (this will be a dropdown field where a given year may 

be selected). Required Field 
 

N 
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There will be a “Generate Reports” button displayed at the bottom of the fields, 
as well as, a “Delete Reports” button. (When the user presses the “Generate 
Reports” button it executes a command for the report to be displayed. A PDF 
link is then made available to the user to view the report). (See Appendix C) 
 
When the user clicks the Who Failed to File Report link they are taken to the 
BEGA Website Reports Publishing page where the following fields are 
displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Who Failed to File Report (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting Year (this will be a dropdown field where a given year may 

be selected). Required Field 
 
There will be a “Generate Reports” button displayed at the bottom of the fields, 
as well as, a “Delete Reports” button. (When the user presses the “Generate 
Reports” button it executes a command for the report to be displayed. A PDF 
link is then made available to the user to view the report). (See Appendix C) 
 
When the user clicks the Who Filed Extension Report link they are taken to 
the BEGA Website Reports Publishing page where the following fields are 
displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Who Filed Extension Report (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting Year (this will be a dropdown field where a given year may 

be selected). Required Field 
 
There will be a “Generate Reports” button displayed at the bottom of the fields, 
as well as, a “Delete Reports” button. (When the user presses the “Generate 
Reports” button it executes a command for the report to be displayed. A PDF 
link is then made available to the user to view the report). (See Appendix C) 

  Y 

5.3.5.2.7 

Letters and Mailing Labels 
FDS Letters 
 
When the user clicks the FDS Letters link they are taken to the BEGA FDS 
Letters page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Letters (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  
o Agency (this will be a dropdown field of agencies, ANCs, and boards) 
o Date 
o Filers Without Email ID 

 
There will be a “View Letters” button and a “View Email Letter” button below 
the aforementioned fields. The “View Letters” button when pressed by the user 
will execute a command that shows all letters to users based upon the 
selected criteria. (See Appendix B)  
 
The “View Email Letter” when pressed will show the user the actual subject 
and body of the email without letter format to the user. (See Appendix B) 

N 
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A “View FDS Email Recipients List” button will appear at the bottom of the 
displayed email subject and body. When pressed, all recipients for that email 
will be displayed. (See Appendix B) 
 
A “Send FDS Letter Email to Recipients” button will be displayed below the 
email recipients list, which will send the email when pressed by the user.  

5.3.5.2.8 

Letters and Mailing Labels 
FDS ANC Letters 
 
When the user clicks the FDS ANC Letters link they are taken to the BEGA 
FDS ANC Letters page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS ANC Letters (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  
o Agency (this will be a dropdown field of agencies, ANCs, and boards) 
o Date 
o Filers Without Email ID 

 
There will be a “View Letters” button and a “View Email Letter” button below 
the aforementioned fields. The “View Letters” button when pressed by the user 
will execute a command that shows all letters to users based upon the 
selected criteria. (See Appendix B)  
 
The “View Email Letter” when pressed will show the user the actual subject 
and body of the email without letter format to the user. (See Appendix B) 
 
A “View FDS Email Recipients List” button will appear at the bottom of the 
displayed email subject and body. When pressed, all recipients for that email 
will be displayed. (See Appendix B) 
 
A “Send FDS Letter Email to Recipients” button will be displayed below the 
email recipients list, which will send the email when pressed by the user. 

N 

5.3.5.2.9 

Letters and Mailing Labels 
FDS Candidate Letters 
 
When the user clicks the FDS Candidate Letters link they are taken to the 
BEGA FDS Candidate Letters page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Candidate Letters (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  
o Agency (this will be a dropdown field of agencies, ANCs, and boards) 
o Date 
o Filers Without Email ID 

 
There will be a “View Letters” button and a “View Email Letter” button below 
the aforementioned fields. The “View Letters” button when pressed by the user 
will execute a command that shows all letters to users based upon the 
selected criteria. (See Appendix B)  
 
The “View Email Letter” when pressed will show the user the actual subject 

N 
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and body of the email without letter format to the user. (See Appendix B) 
 
A “View FDS Email Recipients List” button will appear at the bottom of the 
displayed email subject and body. When pressed, all recipients for that email 
will be displayed. (See Appendix B) 
 
A “Send FDS Letter Email to Recipients” button will be displayed below the 
email recipients list, which will send the email when pressed by the user. 

5.3.5.2.10 

Letters and Mailing Labels 
FDS Honorary Letters 
 
When the user clicks the FDS Honorary Letters link they are taken to the 
BEGA FDS Honorary Letters page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Honorary Letters (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  
o Agency (this will be a dropdown field of agencies, ANCs, and boards) 
o Date 
o Filers Without Email ID 

 
There will be a “View Letters” button and a “View Email Letter” button below 
the aforementioned fields. The “View Letters” button when pressed by the user 
will execute a command that shows all letters to users based upon the 
selected criteria. (See Appendix B)  
 
The “View Email Letter” when pressed will show the user the actual subject 
and body of the email without letter format to the user. (See Appendix B) 
 
A “View FDS Email Recipients List” button will appear at the bottom of the 
displayed email subject and body. When pressed, all recipients for that email 
will be displayed. (See Appendix B) 
 
A “Send FDS Letter Email to Recipients” button will be displayed below the 
email recipients list, which will send the email when pressed by the user. 

N 

5.3.5.2.11 

Letters and Mailing Labels 
FDS Non Compliance Letters 
 
When the user clicks the FDS Non Compliance Letters link they are taken to 
the BEGA FDS Non-Compliance Letters page where the following fields are 
displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Non-Compliance Letters (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  
o Agency (this will be a dropdown field of agencies, ANCs, and boards) 
o Date 
o Filers Without Email ID 

 
There will be a “View Letters” button and a “View Email Letter” button below 
the aforementioned fields. The “View Letters” button when pressed by the user 
will execute a command that shows all letters to users based upon the 
selected criteria. (See Appendix B)  

N 
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The “View Email Letter” when pressed will show the user the actual subject 
and body of the email without letter format to the user. (See Appendix B) 
 
A “View FDS Email Recipients List” button will appear at the bottom of the 
displayed email subject and body. When pressed, all recipients for that email 
will be displayed. (See Appendix B) 
 
A “Send FDS Letter Email to Recipients” button will be displayed below the 
email recipients list, which will send the email when pressed by the user. 

5.3.5.2.12 

Letters and Mailing Labels 
FDS ANC Non Compliance Letters 
 
When the user clicks the FDS ANC Non Compliance Letters link they are 
taken to the BEGA FDS ANC Non-Compliance Letters page where the 
following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS ANC Non-Compliance Letters (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  
o Agency (this will be a dropdown field of agencies, ANCs, and boards) 
o Date 
o Filers Without Email ID 

 
There will be a “View Letters” button and a “View Email Letter” button below 
the aforementioned fields. The “View Letters” button when pressed by the user 
will execute a command that shows all letters to users based upon the 
selected criteria. (See Appendix B)  
 
The “View Email Letter” when pressed will show the user the actual subject 
and body of the email without letter format to the user. (See Appendix B) 
 
A “View FDS Email Recipients List” button will appear at the bottom of the 
displayed email subject and body. When pressed, all recipients for that email 
will be displayed. (See Appendix B) 
 
A “Send FDS Letter Email to Recipients” button will be displayed below the 
email recipients list, which will send the email when pressed by the user. 

N 

5.3.5.2.13 

Letters and Mailing Labels 
FDS Candidate Non Compliance Letters 
 
When the user clicks the FDS Candidate Non Compliance Letters link they are 
taken to the BEGA FDS Candidate Non-Compliance Letters page where the 
following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Candidate Non-Compliance Letters (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  
o Agency (this will be a dropdown field of agencies, ANCs, and boards) 
o Date 
o Filers Without Email ID 

 
There will be a “View Letters” button and a “View Email Letter” button below 

N 
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the aforementioned fields. The “View Letters” button when pressed by the user 
will execute a command that shows all letters to users based upon the 
selected criteria. (See Appendix B)  
 
The “View Email Letter” when pressed will show the user the actual subject 
and body of the email without letter format to the user. (See Appendix B) 
 
A “View FDS Email Recipients List” button will appear at the bottom of the 
displayed email subject and body. When pressed, all recipients for that email 
will be displayed. (See Appendix B) 
 
A “Send FDS Letter Email to Recipients” button will be displayed below the 
email recipients list, which will send the email when pressed by the user. 

5.3.5.2.14 

Letters and Mailing Labels 
Mailing Labels 
 
When the user clicks the Mailing Labels link they are taken to the BEGA FDS 
Mailing Labels page where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Mailing Labels (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  
 
There will be a “View Labels” button below the aforementioned fields. When 
pressed by the user, a command will be executed which shows mailing labels 
based on the selected year. (See Appendix B) 

N 

5.3.5.2.15 

Letters and Mailing Labels 
Mailing Labels (Non-Compliance) 
 
When the user clicks the Mailing Labels (Non-Compliance) link they are taken 
to the BEGA FDS Non-Compliance Mailing Labels page where the following 
fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Non-Compliance Mailing Labels (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  
 
There will be a “View Labels” button below the aforementioned fields. When 
pressed by the user, a command will be executed which shows mailing labels 
based on the selected year. (See Appendix B) 
 

N 

5.3.5.2.16 

Letters and Mailing Labels 
Mailing Labels (ANC Non-Compliance) 
 
When the user clicks the Mailing Labels (ANC Non-Compliance) link they are 
taken to the BEGA FDS ANC Non-Compliance Mailing Labels page where the 
following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS ANC Non-Compliance Mailing Labels (this will be a title field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  

N 
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There will be a “View Labels” button below the aforementioned fields. When 
pressed by the user, a command will be executed which shows mailing labels 
based on the selected year. (See Appendix B) 
 

5.3.5.2.17 

Letters and Mailing Labels 
Mailing Labels (Candidate Non-Compliance) 
 
When the user clicks the Mailing Labels (Candidate Non-Compliance) link they 
are taken to the BEGA FDS Candidate Non-Compliance Mailing Labels page 
where the following fields are displayed: 
 

o Logged in User (this will display the logged in user). 
o FDS Candidate Non-Compliance Mailing Labels (this will be a title 

field). 
o Selection Criteria (this will be a title field). 
o Reporting year (this will be a dropdown field where a given year may 

be selected). Required Field  
 
There will be a “View Labels” button below the aforementioned fields. When 
pressed by the user, a command will be executed which shows mailing labels 
based on the selected year. (See Appendix B) 
 

N 

5.3.5.2.18 

 
Admin Tasks 
Agency Details 
 
When the user clicks on the Agency Details link they are taken to the FDS 
Agency List page. All agencies, ANCs, Boards, and Commissions will be 
displayed along with their associated address. Each entity will be presented as 
a hyperlink. Clicking on the hyperlink will provide contact information for the 
entity and will allow the user to modify this information.  

N 

5.3.5.2.19 

 
Admin Tasks 
Modify FDS Letters 
 
When the user clicks on the Modify FDS Letters link, they are taken to the 
BEGA Letter Maintenance page. The user will be able to modify the letter 
subject and the letter body.  

N 

5.3.5.2.20 

 
Admin Tasks 
Modify FDS ANC Letters 
 
When the user clicks on the Modify FDS ANC Letters link, they are taken to 
the BEGA Letter Maintenance page. The user will be able to modify the letter 
subject and the letter body. 

N 

5.3.5.2.21 

 
Admin Tasks 
Modify FDS Candidate Letters 
 
When the user clicks on the Modify FDS Candidate Letters link, they are taken 
to the BEGA Letter Maintenance page. The user will be able to modify the 
letter subject and the letter body. 
 
 

N 

5.3.5.2.22  
Admin Tasks N 
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Modify FDS Honorary Letters 
 
When the user clicks on the Modify FDS Honorary Letters link, they are taken 
to the BEGA Letter Maintenance page. The user will be able to modify the 
letter subject and the letter body. 

5.3.5.2.23 

 
Admin Tasks 
Modify FDS Non Compliance Letters 
 
When the user clicks on the Modify FDS Non Compliance Letters link, they are 
taken to the BEGA Letter Maintenance page. The user will be able to modify 
the letter subject and the letter body. 

N 

5.3.5.2.24 

 
Admin Tasks 
Modify FDS ANC Non Compliance Letters 
 
When the user clicks on the Modify FDS ANC Non Compliance Letters link, 
they are taken to the BEGA Letter Maintenance page. The user will be able to 
modify the letter subject and the letter body. 

N 

5.3.5.2.25 

 
Admin Tasks 
Modify FDS Candidate Non Compliance Letters 
 
When the user clicks on the Modify FDS Candidate Non Compliance Letters 
link, they are taken to the BEGA Letter Maintenance page. The user will be 
able to modify the letter subject and the letter body. 

N 

5.3.5.2.26 

 
Admin Tasks 
Modify FDS Email Notifications 
 
When the user clicks on the Modify FDS Email Notifications link, they are 
taken to the FDS Email Notifications page. The user will be able to modify any 
Email ID, as well as, enable or disable any email notifications.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. FUNCTIONAL REQUIREMENTS – INTERNAL SYSTEMS – LOBBYIST FILING SYSTEM 
– CURRENT   
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6.1 Lobbyist e-Filing – External User Role   
 

Req ID Requirements 

Change 
Required? 

(Y/N) 

6.2.1 

 
After logging in the user is taken to the Main menu page where the following 
six (6) hyperlinks to provided functionality are present: 
 

• New Registration  
• Re-Registration 
• Campaign Contributions 
• Fine payments 
• Change Password 
• View/Edit Contact Information 

 
The user is also presented with a “My Registrations” section, which displays 
any of their registrations in tabular format. The table will provide the following 
fields: 
 

• Registrant Name 
• Client Name 
• Reporting Year 
• E-Filing 
• Status 
• Edit Registration (if applicable). 

 
 

N 

6.2.2 

 
New Registration 
 
After clicking the “New Registration” link, the user is taken to the Lobbyist 
Registration screen to begin the registration process. The user is presented 
with the following fields: 
 

• Reporting Year 
• Lobbyist Category  

• For-Profit ($250) – Button selector for Lobbyist Category 
 

• Non-Profit ($50) – Button selector for Lobbyist Category 
• Name of Registrant 
• Registrant Type 

• Lobbyist – Button selector for Registrant Type 
• Lobbying Entity – Button selector for Registrant Type 
• Client – Button selector for Registrant Type 

• Email 
• Daytime Telephone Number 
• Cellular Telephone Number 
• Street Address (Permanent Address field) 
• City (Permanent Address field) 
• State (Permanent Address field)  
• Zip Code (Permanent Address field) 
• Street Address (Temporary Address field) 
• City (Temporary Address field) 
• State (Temporary Address field)  

Y 
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• Zip Code (Temporary Address field) 
 
After completion of the fields, the user clicks the “Save and Continue to next 
Step” button. The user is taken to Screen 2 - Lobbyist Working for 
Registrant (See Appendix D). Screen 2 will allow the user to add a new 
Lobbyist working for the Registrant. 
 
After the user moves from Screen 2 they are taken to Screen 3- Client of 
Registrant (See Appendix D). On this screen, the following is noted:  
 
(when Registrant is a Lobbyist and/or Lobbying Entity) 

Note: Registrants must file a separate Lobbyist Registration Form and Lobbyist 

Activity Report for each client. 

Completion of Screen 3, takes the user to Screen 4 – Terms of 
Compensation (See Appendix D). The user will be able to add their “Hourly”, 
‘Annual Fee”, and “Salary” information. The user will also be able to add their 
Duration of Engagement. 

Completion of Screen 4, takes the user to Screen 5 – Lobbyist Matters(s) 
(See Appendix D). The user will be able to add all matters on which they 
expect to lobby on behalf of their identified client as part of this registration.  
 
Submission of the information on Screen 5 takes the user to the Review 
Registration screen (See Appendix D), which allows them to view all input 
information. After the user reviews their registration, they are prompted to 
proceed to the Payment Screen to complete the registration.  
 
The Payment Screen (See Appendix D) is then made available to the user so 
that payment may be submitted and registration completed. Any required 
payment fields not completed will be flagged requiring the user to complete.  

 
 
 
 

6.2.3 

 
Re-Registration 
 
The Re-registration screen will allow the user to re-register given they have 
any active registrations.  

N 

6.2.4 

 
Campaign Contributions 
 
The Campaign Contributions screen will present the user with the following 
sections: 
 

• File a New Report 
• Resume Filing 
• File an Amendment 
• View Previously Filed Reports 

 
The File a New Report section allows the user to view a new report; a not 

N 
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previously submitted a report(s); or reports that the user has begun filing, but 
has not submitted.  
 
 

 
 

6.2 Lobbyist e-Filing – Administrator Role 
 

Req ID 
Requirements 

Change 
Required? 

(Y/N) 

6.3.1 

 
User Registrations 
 
User registration functionality will be made available via the Admin Menu 
where the user may create new users or search for registered users (See 
Appendix E). 
 
Clicking the User Registration Link, the user is taken to the Lobbyist User 
Registration screen (See Appendix E). The following fields are made available: 
 

o Name of Registrant (Text field for name of registrant) 
o E-mail (Text Field for email address) 
o Street Address (Text field for street address) 
o City (Text field for city name) 
o State (Dropdown list populated with states) 
o Zip Code (Text field for zip code) 
o Cellular Telephone Number (Text field for cellular number) 

 
Two (2) buttons, “Register” and “Cancel” 
 

o Pressing the “Register” button registers the registrant user.  
o Pressing the “Cancel: button returns the user to the previous screen.  

 
Clicking the Search Registered Users Link sends the user to the Search 
Registered Users screen (See Appendix E).  
 

o Registered users will be displayed in table format with the following 
fields: “Registrant Name”, “Username”, “Password”, “PIN Number”.  

o Registrant Names will be provided as links to a form with all registrant 
contact information.  

o A search field will be made available at the top of the page. Typing in 
and entering a name will retrieve Registrant information if applicable. 

o “Search” and “Cancel” buttons will be provided.  
• When the user presses the “Search” button a command is 

executed which searched for whichever user that has been 
placed in the search box.  

• When the user presses the “Cancel” button, they are returned 
to the previous screen.  

 

Y 

6.3.2 

 
Registrations / Filings 
 
Clicking the Registrations / Filings link, the user is taken to the “Search 
Lobbyist” screen (See Appendix E).  

Y 
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The following search fields will be provided: 
 

• Filing Year – (text Field)  
• Registered User – (text Field)  
• Name of Registrant (Lobbyist/Lobbying Entity/Client) – (Text field) 

 
 
Two (2) buttons are provided below the search fields to execute the search: 
 

• Search (will execute the search command when pressed) 
• Cancel (will return the user to the previous screen) 

 
Search results will be provided in table format (See Appendix E) with the 
following fields: 
 

• Registered User 
• Registrant Name (Hyperlink to provide registrant/client contact 

information). 
• Permanent Address 
• Payment Received 
• File (hyperlink to file an Activity Report) 

 

6.3.3 

 
Manage Letters 
 
The Manage Letters screen will provide the user with three (3) options for:  
 

• Managing Letter Text 
• Generate Reminder Letters, Mailing Labels and Email 
• Generate Non-Compliance Reminder letters, Mailing Labels and Email 

 
Each option will provide a hyperlink to the respective screen used to execute 
that specific functionality.  
 

• The Manage Letter Text screen (See Appendix E) allows the user to 
update form letters, which are sent to registrants.  

 
• The Generate Reminder Letters, Mailing Labels and Email screen 

(See Appendix E) allows the user, based on the criteria of selected 
reports and associated letters to Generate Reminder Letters, Generate 
Mailing Labels for associated registrants, and Generate Emails for 
delivery to associated registrants. 

 
• The Generate Non-Compliance Reminder letters, Mailing Labels and 

Email screen (See Appendix E) Generate Non-Compliance Letters, 
Generate Mailing Labels for associated registrants, and Generate 
Emails for delivery to associated registrants. 

 
 

Y 

6.3.4 

 
Reports 
 
The Manage Reports screen will provide the user with three (3) options for: 
 

• Registration Report 

N 

 
OCTO Applications Services BEGA BRD Page 60 

  



BEGA Business and Functional Requirements 
 

• Filers Report 
• Non-Filers Report 

 
Each option will provide a hyperlink to the respective screen used to execute 
that specific functionality. 
 
 

 
• The Registration Report (See Appendix E) will be used to view the 

Registration Report. The following fields will be available in the report: 
 

• Registered Users 
• Registrant Name 
• Client Name 
• Address 
• Email 

 
• The Filers Report (See Appendix E) will be used to view the Filers 

Report. The following fields will be available in the report: 
 

• Registered User 
• Registrant Name 
• Client Name 
• Email 

 
• The Non-Filers Report (See Appendix E) will be used to view the Non-

Filers Report. The following fields will be available in the report: 
 

• Registered User 
• Registrant Name 
• Client Name 
• Email 

 

6.3.5 

 
Payments 
 
The Manage Payments screen will provide the user with four (4) options for: 
 

• Make a Payment 
• View Payments 
• Lobbyist Registration Fees 
• Lobbyist Late Fines 

 
Each option will provide a hyperlink to the respective screen used to execute 
that specific functionality. 
 

• The Make a Payment screen (See Appendix E) will allow the user to 
make a payment. The following fields will be available: 
 

• Payment Description 
• Amount to Charge 
• Card Type 
• Card Number 
• Name on Card 
• Expiration (Month/Year) 

Y 
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• Card Security Code 
 

• The View Payments screen (See Appendix E) will allow the user to 
view payments, which have been made. The following fields will be 
available: 
 

• Description 
 
• Description (in results table). 
• Amount (in results table). 
• Date Submitted (in results table). 
• Status (in results table). 
• Payment Method (in results table). 

 
• The Lobbyist Registration Fees screen (See Appendix E) will allow the 

user to view Lobbyist Registration Fees. The following fields will be 
available: 
 

• From Date 
• To Date 
• Registrant Name (in results table). 
• Client Name (in results table). 
• Reporting year (in results table). 
• Amount (in results table). 
• Receipt Date (in results table). 

 
• The Lobbyist Late Fines screen (See Appendix E) will allow the user to 

view Lobbyist Late Fines. The following fields will be available: 
 

• Select a Report (dropdown reports list). 
• Registrant Name (in results table). 
• Client Name (in results table). 
• Amount (in results table). 
• Receipt Date (in results table). 

 

6.3.6 

 
Fine Payments 
 
The Fine Payments screen will provide a link to Non-Filers Fine payments. 
This provides the user with functionality to view/override Non-Filers’ fine 
amounts. 
 

• The Non-Filers Payment Screen (See Appendix E) will provide the 
following fields: 
 

• Reporting Period (dropdown list of Reporting Periods). 
• Registrant Name (in results table). 
• Submit Date (in results table). 
• Late By (days) – (in results table). 
• Fine Amount (in results table). 
• Overrided Amount (in results table). 
• Fine Paid (in results table). 
• Override (link to Override function). 
• Pay Now (link to Payment function). 

 

Y 
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6.3.7 

 
Help Contents 
 
The Help Contents screen will provide the user with two (2) options for: 
 

• Manage Help Contents – LOB 
• Manage Help Contents – FDS 

 
The Manage Help Contents – LOB screen (See Appendix E) will present all 
Help text subject areas made available to Lobbyist users and allow that text to 
be modified.  
 
 
The Manage Help Contents – FDS screen (See Appendix E) will present all 
Help text subject areas made available to FDS users and allow that text to be 
modified. 
 

N 

6.3.8 

 
Training Videos 
 
The Manage Training Videos & PowerPoint screen (See Appendix E) will 
provide the following fields and information: 
 

• Public Display Name (name that will be displayed to the Public). 
• Upload PowerPoint (allows user to upload PowerPoint file). 
• Upload Video Zip file (allows user to upload a compressed video file). 
• BEGA Lobbyist Filing & Reporting Training (link to uploaded training 

video(s)). 
• Video Zip File Creation Instructions (provides the user with step-by-

step instructions necessary to create the compressed file). 
 

N 

6.3.9 

 
Manage Holidays 
 
The Manage Holidays screen (See Appendix E) allows the user to input DC 
Government holidays. The following fields are presented to the user: 
 

• Holiday Date 
• Holiday Title 
• Search by Year 
• Holiday Date (in results table…provides link to submitted holiday for 

user modification to the record). 
• Holiday Title (in results table). 

 

N 

6.3.10 

 
Email Logs 
 
The Email Logs Screen (See Appendix E) will provide the user with hyperlinks 
to a list of all email subjects, which have been sent to external users. Email 
Log Details will provide the following: 
 

• Email Subject 
• Email Body 
• Recipient Information: 
• Registered User (in table results). 
• Registrant Name (in table results). 

Y 
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• Client Name/FDS ID (in table results). 
• Email ID (in table results). 
• Mail Sent Date & Time (in table results). 
• Status (in table results). 

 
 

 
 

7. FUNCTIONAL REQUIREMENTS – BEGA E-FILING SYSTEM (PUBLIC FACING) – 
ENHANCEMENTS & NEW  

 

Req ID Requirements 
New Req.? 

(Y/N) 
Referenced 

Req. 

7.1 All Services should be removed from the navigation pane when 
redundant on the page.  Y General 

7.2 Lobbyist year search criteria should end at 2012. Y 4.1.2 

7.3 
Committee Name should be changed to lobbyist…Searchable 
field by letter is needed. Download data (data dump csv/excel 
required) 

Y 4.1.5 

7.4 Change Committee name to Lobbyist Name…Change Comp 
Registrant to Comp Registrant/Client Y 4.1.5.1 

7.5 Searchable field for filer name needed similar to lobbyist as 
stated in Req. 7.3.  Y 4.1.5.2 

7.6 Change date fields to dropdown calendar. Y 4.3.1.1 
7.7 Change Filer Types to ANC, Candidate, Public Official Y 4.3.1.1 

7.8 Change title heading to ‘Lobbyist Registration & Activity 
Reports” Y 4.4.1 

7.9 REMOVE ALL LOBBYIST INFORMATION FROM PUBLIC-
FACING FDS SYSTEM. Y General 

7.10 All Lobbyist data prior to 2012 will be archived. Y General 

7.11 A download link to download Lobbyist data prior to 2012 will be 
placed on any newly developed Lobbyist application. Y General 

7.12 
Search results should also return any associated e-filed 
documents when a search for Registration Statements or 
Activity Reports is performed.  

Y 4.4.3 

7.13 Add “Agency” field. Y 4.5.2 

7.14 Add searchable field where results are identified as each letter 
is typed. Y 4.5.2 

7.15 Allow sort by Agency. Y 4.5.5 
7.16 Combine Lobbyist Activity and Communication results, N 4.6.4 
7.17 Combine Lobbyist Activity and Communication results, N 4.6.4.2 
7.18 Remove all Lobbyist reports from the FDS system. Y 4.7.1 
7.19 Change “BEGA” to “FDS Reports and Summaries”. N 4.7.1 
7.20 Remove all narrative text on page. Y 4.7.1 
7.21 Remove Lobbyist reports. Y 4.7.2 
7.22 All narrative text must be revised. N 4.7.3 

 
8. FUNCTIONAL REQUIREMENTS – INTERNAL SYSTEMS – FINANCIAL DISCLOSURE 

FILING SYSTEM – ENHANCEMENTS & NEW 
 

Req ID Requirements New Req.? Referenced 
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(Y/N) Req. 
8.1 User should log in user their Employee ID and LDAP password. Y 5.1.1 

8.2 User should be able to modify own information(position) instead 
of contacting BEGA. Y 5.2.2 

8.3 Agency field will be a populated dropdown list. Y 5.2.2 
8.4 “Former Agency Name” will be an agency dropdown list. Y 5.2.2 
8.5 ‘Yes/No” should be on question page. Y 5.2.2 

8.6 A selection of “Yes” takes user to next screen to add 
information.  Y 5.2.2 

8.7 REMOVE option to View/Modify employee information. Y 5.2.3 
8.8 Role based access required. Y 5.3.1 

8.9 Super Administrator role needed to add new letters to the 
system. Y 5.3.1 

8.10 Administrator should have document upload capability. Y 5.3.1 
8.11 Remove all Lobbyist Information. Y 5.3.5 
8.12 Remove links on navigation bar. Y 5.3.5 
8.13 Remove Imaging System links and functionality. Y 5.3.5 

8.14 Dropdown list required for all Registration, Reports, Letters and 
Mailing Labels, and Admin Tasks. Y 5.3.5.2 

8.15 Allow user to filter labels by agency.  Y 5.3.5.2.14 
 

 

9. FUNCTIONAL REQUIREMENTS – INTERNAL SYSTEMS – LOBBYIST FILING SYSTEM 
– ENHANCEMENTS & NEW 

 

Req ID Requirements 
New Req.? 

(Y/N) 
Referenced 

Req. 

9.1 A dropdown list should be provided for Reporting Year, 
Lobbyist Category, and Registrant Type. Y 6.2.2 

9.2 New Registrants should be able to access registrant name 
information from the BEGA home page. Y 6.3.1 

9.3 Registration year should be provided as a dropdown. Y 6.3.1 

9.4 Registration year should not exceed the current registration 
year. Y 6.3.1 

9.5 Client field should associate the registrant with the client. Y 6.3.1 

9.6 “Add New” functionality required as part of dropdown listing all 
previously registered clients. Y 6.3.1 

9.7 Only one registrant detail should be retrieved when selected. Y 6.3.2 

9.8 Add “Registrant Name” and “Client”. REMOVE “Registered 
User”. Y 6.3.2 

9.9 User will be able to upload documents. Y 6.3.3 
9.10 Checking account information is required. Y 6.3.5 
9.11 Total Amount should also show total amount by reporting year. Y 6.3.5 
9.12 Add note column to report. Y 6.3.6 
9.13 Search by user functionality should be required. Y 6.3.6 
9.14 Search by user functionality should be required. Y 6.3.10 
9.15 FDS and Lobbyist logs must be separated. Y 6.3.10 
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10. APPENDIX B: FDS – IMAGES OF LETTERS AND MAILING LABELS 
 
The following images are of letters and mailing labels currently generated by system administrators for both 
Lobbyist and Financial Disclosure Statement (FDS) Filers. 
 
LOBBYIST LETTERS AND MAILING LABELS 
 

Lobbyist Letters (Fig. 1)  
 

 
 
Lobbyist Non Compliance Letters (Fig. 2) 
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Lobbyist Registration Fee Non Compliance Letters (Fig.3) 
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