
2011
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Step 1

Read the Memo 
from the Ethics 
Commission!
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Step 2

File with the Ethics 
Commission via email, fax, 
inter‐office mail, or in 

person. 

ONLY when 
Your 

Department 
Information 
Changes!
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To find out if you must file 
financial disclosure statements, 
see if your position is listed in the 
San Francisco Campaign and 
Governmental Conduct Code 
(Code) Section 3.1‐100‐3.1‐500. 

Go to www.sfethics.org.  Select 
”Laws and Advice.”  Select “San 
Francisco Campaign and 
Governmental Conduct Code.”

Select “Article III:  Chapter 1.”

Select 3.1‐103 to find out if an 
elected official, department head, 
or member of a board or 
commission must file the Form 
700, Sunshine Ordinance 
Declaration, and a Certificate of 
Ethics Training with the Ethics 
Commission.

Look Up Who Must File 

with the Ethics Commission
Step 3



5

List these Filers on the 2nd Page of the

Certification of Delivery
Step 3

If any of your decision‐making board  and commission 
members, department heads, or elected officials do not 
file, you must also provide the non‐filer’s email address, 
home address, city, state, zip code, and phone number 
in the Filing Officer Report which is due on or before 
April 10 of each year.  The Ethics Commission will send 
non‐filer notices and refer non‐responsive individuals to 
the FPPC’s enforcement division.

Keep Track of Each Filer’s 

Contact Information
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Step 3

Select by department to see a list 
of designated filers such as 
advisory board and committee 
members and designated 
employees who must file with 
your department, board, or 
committee.

Look Up who Must File with your Department

Keep Track of Who Must File

Last Name First Name Position Assuming 
Office 
Date

Leaving 
Office 
Date

SEI (FPPC 
Form 700) 
Filing Date

Peters Violet Public 
Administrator

4/1/2011

Oscar Connie Analyst 9/5/2011

Sky Robert Planner IV 9/4/2011 9/30/2011

Knight Steven Manager II 4/1/2011

If any of your designated employee or advisory board members do not file, you 
must also provide the non‐filer’s email address, home address, city, state, zip code, 
and phone number in the Filing Officer Report on or before April 10 of each year.  
The Ethics Commission will send non‐filer notices and refer non‐responsive 
individuals to the FPPC’s enforcement division.

Keep Track of Each Filer’s Contact Information



SEI (FPPC Form 700)
Sunshine Ordinance Declaration 
Certificate of Ethics Training
Checklist of SEI‐Related Filing 

Obligations

ONLY for department heads: SEI 
Filing Officer Duties Memo 
(See step 1.)
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Step 4



Choose a Method that 
Works for You!
•Interoffice mail

•Regular mail

•Email

•In person
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Step 4
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Step 5 File the Certification of Delivery with the Ethics 
Commission by March 1
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Step 6 Keep track of who has filed.

Last Name First Name Position Assuming 
Office 
Date

Leaving 
Office 
Date

SEI (FPPC 
Form 700) 
Filing Date

Peters Violet Public 
Administrator

4/1/2011

Oscar Connie Analyst 9/5/2011

Sky Robert Planner IV 9/4/2011 9/30/2011

Knight Steven Advisory 
Committee 
Member

4/1/2011

Last 
Name

First

Name

Position Assuming 
Office 
Date

Leaving 
Office 
Date

Contact

Information

SEI (FPPC 
Form 700) 
Filing Date

Grey Ruby Commission

er

2/1/2011 125 Home St.
SF, CA  94105

2/5/2011

Velvet Sam Board

Member

1/30/2011 2/1/2011

Blue Bobby Executive 
Director

33 Office St.
SF, CA  94102

3/12/2011

Filers who file with the Ethics 

Commission

Filers who file with your department
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Step 6 Keep track of who has NOT filed.

Keep track of each filer’s  

contact information from 

the very beginning.
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Deliver the originally-signed SEI 

filings to the Ethics Commission 

on or before April 1.

Deliver the Certificate of Ethics 

Training and the Sunshine 

Ordinance Declarations.  

Step 7 The April 1 Deadline

In Your Office

File with the Ethics Commission

Keep the SEI filings of 

designated employees and 

non-decision-making 

advisory board members at 

your office.  

Print a copy of your 

tracking sheet and place it 

in the file for future auditing 

purposes.
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Step  8 File the Filing Officer Report by April 10.

List the 
contact 

information of 
all filers who 
have NOT filed 

SEIs.  
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Step  9

Notify the Ethics Commission of 

newly assuming and leaving 

office dates.

Make sure originally-signed 

SEIs are filed within 30 days of the 

assuming or leaving office date. 

Throughout the Year:  For Elected Officials, 

Department Heads, and Members of 

Decision-Making Boards and Commissions 

ONLY

Due 
within 30 
days!


