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FEF Contribution Documentation: Using an Online Payment Processor

Fair Elections Fund (FEF) candidates that collect qualifying or match eligible contributions
online are required to provide documentation in SearchLight for each transaction before it
is approved for matching.

Election Rule 3.8.4 C. allows an optional method of compliance when a committee
collects contributions through an online payment processor. This method satisfies the
receipt requirements in D.R.M.C. 15-53 and 15-54. Use of this method is optional and may
be used as an alternative to obtaining and uploading a separate receipt for each
contribution.

This guidance only applies to donations made using an online payment processor.

What this means

If your committee uses an online payment processor, such as ActBlue, Stripe, or WinRed,
you may request approval to use information collected by the processor to generate
contribution documentation to help meet your compliance requirements.

This document explains how to request approval to use screenshots or records from an
online payment processor as contribution documentation in SearchLight.

What to include in your request

Email your request to campaignfinance@denvergov.org with the subject line “FEF Online

Processor Approval Request.”
Include the following:
1. Name of the payment processor (for example, ActBlue, Stripe, WinRed, etc.).

2. Screenshots of each step in the contribution process: Include the donation
page(s), confirmation screen, and any automatic email receipt sent to the donor.
The screenshots must clearly show that the processor collects the following
required information:

o Contributor’s name

o Home address, including street, city, state, and zip code
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o Telephone number, if provided
o Amount and date of the contribution
o Name of the candidate receiving the contribution

3. Screenshot demonstrating that, prior to completing the contribution, the
contributor is presented with an attestation stating that:

o The contributor understands the purpose of the contribution is to help the
candidate qualify for Fair Elections Fund payments and that up to $50 will be
matched by the Fund at 900 percent, and

o The contribution is made without coercion or reimbursement.

Contribution rules
1. 1 am at least eighteen years old.
2. This contribution is made from my own funds, and funds are not being provided to me by another person or entity for
the purpose of making this contribution.
3. This contribution is made without any coercion or reimbursement.
4. 1ama U.S. citizen or lawfully admitted permanent resident (i.e., green card holder).

The contributor understands that the purpose of the contribution is to help qualify for Fair Elections Fund
payments, that up to fifty dollars ($50.00) will be matched by the Fund by nine hundred (900) percent, and that the
contribution is made without coercion or reimbursement.

4. Screenshot of a single contribution record showing the information your
committee will retain as the contributor’s receipt. If approved, this will be the record
your committee uploads in SearchLight with each match-eligible contribution
instead of the receiptissued to the donor. The record must include the contributor’s
name, address, date of contribution, and contribution amount.

Donor Name $200.00

30 January, 2022 at 08:28 PM

Billing Address Contact Info

Occupation / Employer Contribution Info:

5. A CSV export file from the vendor showing how contribution data appears after
submission to the committee. This file is required for approval purposes only and is
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used to confirm what contributor information the processor collects and retains.
Committees are not required to submit additional CSV files for each transaction
unless requested by the Clerk and Recorder.

What happens next

The Clerk and Recorder will review your request and may ask for additional information.
You will receive written notice when your request is approved.

After approval

Once approved, your committee may upload the approved screenshot or processor record
in SearchLight to satisfy the receipt requirements for qualifying and match eligible
contributions collected through the approved processor.

Upon request, the committee must provide additional records or information from the
payment processor to the Clerk and Recorder to demonstrate compliance.

Frequently Asked Questions

Can donations made before approval is given be matched?

Approval is not retroactive. For donations received prior to submitting a request to the Clerk
and Recorder, the committee cannot use a screenshot from the payment processor and
must instead send a receipt to the donor and submit a copy of that receipt as
documentation.

Can we use more than one online processor?
Yes. Each processor must be separately approved by the Clerk and Recorder before use.

If we change processors later, do we need to reapply?
Yes. Any new processor must go through the same approval process.

What if our processor updates its platform or forms?
If your processor changes how it collects or displays contribution information, contact the
campaign finance team to confirm your approval is still valid.

Can we still email receipts to donors?
Yes. You may email receipts to donors. If these receipts contain all the required
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information, they can be uploaded into SearchLight. Your committee retains the ability to

do that if you choose.

Please contact campaignfinance@denvergov.org with any questions regarding this

guidance.
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