


23 Van Ness Avenue, Suite 220

R ' San Francisco, CA 94102
Read the Memo T Phone 252-3100 Fax 252-3112

from the Ethics
Commission! -~

res or Appointed Department Staff

FROM: John 5t. Croix
Executive Director
RE: Statement of Economic Interests (SEI) Filing Officer Duties

This memorandum outlines yvour filing officer duties as department heads with respect to
financial disclosure requirements for designated positions listed in San Francisco Campaign and
Governmental Conduct Code Section 3.1-100 to 3.1-300 {Code). Department heads mav
delegate filing officer-related tasks to a department staff person.

L Overview
The Code lists positions that must file SEI-related forms such as the SEI, Sunshine Ordinance
Declaration, and Certificate of Ethics Training. As a filing afficer, you are required to file the
Certification of Delivery and Filing Officer Report and notify individuals who are designated
in the Code that they must file their SEI-related filings each vear.

o An elected official, department head, and member of a decision-making board or
commission must file SEIs, Sunshine Ordinance Declarations, and Certificates of Ethics
Training with the Ethics Commission.

s Anadvisory board or committee member and designated employee must file SEIs with

his or her department. board or commission.

II. Instructions for Filing Officers

Step 1 — Review Your Duties
Please read these instructions carefully and use the following online checklist as a way to review

vour SEI-related filing officer duties throughout the vear.
Filing Officar Chacklist: http:/Arwwe sfothics ormiathics 01001 chacklist for-departmant T
pfficer Iitml

tmenit-sacrataries-filins

Step 2 — Revise Your Department Contact Information
If there are any changes to vour department contact information, please provide revised

information to the Ethics Commission.
Diapartment Contact Form: bttp:/Asnsrsfathics. ormathics 201000 1'chacklist-fod-dapartmer
filinz-officer ktml

Step 3 — Look I/p the Designated Filer in the Code
Review Code Section 3.1-103 to find out if vour elected official, department head, and members
of vour board or commission are required to file SEIs, Sunshine Ordinance Declarations, and
Certificates of Ethics Training with the Ethics Commission. Review Code Sections 3.1-100 to
3.1-300 to find out if vour advisory board or committee members and designated emplovees are
required to file SEIs with vour department.




ONLY when
Your

Department
Information
Changes!

4 A

Department Contact Information
To Receive SEI-Related Filing Updates

Please fill out this form by providing updated information to the Ethics Commission. You will receive Statements
of Economic Interests (SEI) related comrespondence. Youmay email this informagn directly to the Ethics
Commission at ethics.commission @sfgov.org from your official City email acg

Name of Department/Commission:

Contact Name:
Contact Email Address: File with the Ethics
Commission via email, fax,
hone N : 0 , : :
SHOGTaS e, inter-office mail, or in
Department Mailing Address: pe rson.

Department City, State, & Zip Code

Inter-office Delivery Number:

Department Head:

Department Head Email Address:

Department Head Signature:

Date of Signature:




Look Up Who Must File
with the Ethics Commission

To find out if you must file | ‘ =3

financial disclosure statements, ‘!A Y\* _;}j_ w. & AdVl“
see if your position is listed in the ' .
San Francisco Campaign and
Governmental Conduct Code
(Code) Section 3.1-100-3.1-500.

Step 3

o State Law
Federal Law

o Feceral Electon Commission FEC) i

State Law

. o Poibcal Reform Act [
Go to www.sfethics.org. Select
Local Law

“Laws and Advice.” Select “San Sivarmmatt Gk
Francisco Campaign and
Governmental Conduct Code.”

Select “Article lll: Chapter 1.”

. CITY AND COUNTY OF SAN FRANCISCO
L JARTICLE - ELECTION CAMPAIGNS

|, CHAPTER 1: - CAMPAIGN FINANCE

|, CHAPTER 2: - RESERVED

| CHAPTER 3: - [RESERVED]

|, CHAPTER 4: - RESERVED

|, CHAPTER 5: - REGULATION OF CAMPZ
| JARTICLE & - LOBBYMG

_ CHAPTER 1: - REGULATION OF LOBBY

Select 3.1-103 to find out if an

elected official, department head,
or member of a board or
ommission must file the Form ' 2.1.100_ - DEFINITIONS.

shine Ordinance SEC 21101 - ADOPTION OF STATE CODE.

ertificate of 1102 -F R R
_31-102 5 - FAILURE TO FILE

EC. 3.1-104_- FILING OFFICER REPORTS.

| 1-105. - NOTICE OF AFPOI T AND R

SEC 21:106 - DISCLOSURE CATEGORIES
1-107_ - DISCLOSURE CATEGORY 1




Step 3

List these Filers on the 2"d Page

Certification of Delivery

Certification of Delivery-Page 2

Please provide the following information for yvour department head, elected officials, and members of your

boards and commssions. Additionally, please provide this information to the Ethics Contmizsion asmdividuals
leave office orasnew appointments are added to vour departiment, board, or corumission throughout the yvear.

Pleaszelist only those individuals who arerequired to file with the San Francizco Ethics Cormumission. Do not
provide information for designated emplovees or members of advisory boards or committees here.

Diepartment /5tzff Person’s Name Fillmg Outthis Form

Titl=

Stzff Person's Telephone Mumber

Staff Person’s Email Address

4| ffvou wizh, veu may provide the information below to the Ethics Commissisnin M5 Excel spreadshest format

First Last Paosition or Title, Name of Assuming | Leaving Email (Required)
Name Name Board/Commission or Office Date | Office Date
Department
Paula Oramge | Commissioner, Happy Treez | 031532010 | 9232010 Pavlasrange@orange
Commission VERNres com

A an| th| da| Ew| kb Eebag s kR

Keep Track of Each Filer’s
Contact Information

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.




Look Up who Must File with your Department

Select by department to see a list C 21.215. . TION PARTMENT OF
of designated filers such as _3.1.218 - EMERGENCY MANAGEMENT, DEPARTMENT OF.
advisory board and committee SEC. 2.1.220. . RESERVED.
members and designated SEC. 3.1-222 - RESERVED.
employees who must file with = 3 5"_W'R NMENT, DEPARTMENT OF THE.
SEC. 2.1-230. - ETHICS COMMISSION.
your department, board, or
. eC. 3.1.235 - EXAMINERS, FLUMBING, ELECTRICAL AND HIGH-RISE
CRDIELEES _2.1.240_ - FILM AND VIDEQ ARTS COMMISSION.
_3.1.242 . Fl RPORATION.

Qe 2 1.%94F _CINE ADTC MILICEIIMEC

Keep Track of Who Must File

Last Name Assuming | Leaving SEI (FPPC
Office Office Form 700)
Date Date Filing Date

Peters Violet Public 4/1/2011
Administrator

Oscar Connie Analyst 9/5/2011

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

4/1/2011

Manager I

Keep Track of Each Filer’s Contact Information

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.



]

Distribute All the Following Forms to Your
Department Head and Members of Your Board
or Commission.

LSEI (FPPC Form 700)

Sunshine Ordinance Declaration
U Certificate of Ethics Training

W Checklist of SEI-Related Filing
Obligations

JONLY for department heads: SEI
Filing Officer Duties Memo
(See step 1.)




]

Distribute blank SEI Forms to Advisory Board
Members and Designated Employees.

Choose a Method that
Works for Youl!
*Interoffice mail
*Regular mail
*Email

°[n person




Step 5

Fan Francisoo Ethics Commission
25 Van Mess Ave, Snite 220

Zan Francisoo, CA 84102

Phone: (4133232-3100

Fax: (413)252-3112

Email: ethics comimissim{@sfaov arg
Web: www.sfethics.arz

Certification of Delivery:

Notification of SEI-Related Filing Requirements
(Filing Officers must fils thiz form to the Ethizs Commission annualiy by March 1)

Thiz form iz to cartify that:

1. Thava fillad out tha attached sheat to provida a complata lizt of the name: and a-mail addreszas fog the
department head, alacted officisls, and members of decision-making boards of commizsions relatad to tha

dapartmant.

2. Thava provided copies of the FPPC Fomm T, the Sunchine Oydinanca Declarstion, and the Certificate of
Ethics Training to the department head slsctsd officials, and msmberz of decizion-making boards or
commizsions rslated to the department, who will then fils Form 70 with the Ethicz Commizsion.

3. Ihave provided copies of the FPPC Fomm 700 to all desirnated smployess, including consultants, and advizing
board member: in my department who are =quired to fils undar the Conflict of Intersst Coda, 5an Francizoo
Campairn and Govemmental Conduct Code saction 3.1-100-3.1-500.

4. I'will zubmit a Filing Officer Fepodt to the Ethics Commizsion no later than May 1, listing contact information
for all individusl: who have not filad their SEL

I cartifv that mv department/commis sionhas notifisd tha following filers of their as suming offica,
annual, and leaving office SEl-ralated filing obligations:

I:I Elactad officials, mambars of boards and commissions, and dapartment heads
{Plsass provids information for thess individuals on the 2™ pags af this form)

I:I Advisory committes members and designatad emplovaas

(O the second pags of this form, [ am providing information regarding the department head, slactad
officials, and membars of boards andcommis sions of my dapartmant.

File the Certification of Delivery with the Ethics
Commission by March 1

embarz of vour
1izzion as individusls
roughout the vear.

nmizzion. Do not

181 o
il (Fequired)

lagrangs@orangs

wrelcom




Keep track of who has filed.

Filers who file with your department

Last Name | First Name | Position Assuming | Leaving SEI (FPPC
Office Office Form 700)
Date Date Filing Date

Peters Violet Public 4/1/2011
Administrator

Oscar Connie Analyst 9/5/2011

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

Knight Steven Advisory 4/1/2011
Committee

Member

Filers who file with the Ethics
Commission

rFosituon Assuming | Leaving | contact SEI (FPPC
Office Office Information | Form 700)
Date Date Filing Date

Grey Ruby Commission 2/1/2011 125 Home St. 2/5/2011
er SF, CA 94105

Velvet Sam Board 1/30/2011 2/1/2011
Member

Blue Bobby Executive 33 Office St. 3/12/2011
Director SF, CA 94102




Step 6 Keep track of who has NOT filed.

"Pan Franciico Ethics Commission FerSTEC v
{25 Van Nes Ave,, Suin 220
{ San Francitee, CA 94102

| Phone: (415 252-3100

© Fax: @523

Eoat- othics ch | X .}; H
e Keep track of each filer’s
ovidiag FPPC Purta 700 No il Infuritation tact information from
e e R T TN TOey, i) contac i
st cmty sy : g the very beginning.
D All &l a4 m.-. heads _—y n e nd P o5 3
bers, andd demployees have fledtheir SE1 forms.
r:ﬁ'}wucwmxbnx.)vupnbvmdmﬂﬂawmﬂmm

EI M\f hasprovided PO s, e P " " -
o Tofhisols i £1 3 1 P 2.

,:.':

Flﬁng Oﬂ'icerReport
Contact Information of Non-Filers
Please provide the information for vour department head. elected officials, members of board or commission, advisory board members. and

designated employees who have not filed an assuming office, annual or leaving office FPPC Form 700.
l#|ffyou wish you may provide the information below to the Ethics Commission in MS Excel spreadsheet format.
First Last Positonor Title, Name of | Direct Mailing | City State | Zip Assuming | Leaving | Email
Name Name Board/Commission or Address Code Office Office
rtment Date Date

Paula Orange | Commissioner, Happy 123 Orange San Cd 94105 Marchl3, | December | Paulaorange@orangsventu
Trees Commission Ventures Streat, | Francisco 2010 15,2010 ras.com
Sulte 200

B~ ol 0 I ™ LR Pl
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-
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] | The April 1 Deadline |

| File with the Ethics Commission

[ ODeliver the originally-signed SEI
filings to the Ethics Commission
on or before April 1.

UDeliver the Certificate of Ethics
Training and the Sunshine

. Ordinance Declarations.

In Your Offi
(n oUl S /EIKeepthe SEIl filings of \

e —— designated employees and
R — non-decision-making

| advisory board members at

your office.

UPrint a copy of your

2 tracking sheet and place it

i e in the file for future auditing

' purposes.

b v

12



Step 8 File the Filing Officer Report by April 10.

| 25 Van Ness Ave,, Suite 220
! SanFrancisze, CA 84102

i Phone: (415) 252-3100
| Fax:(415)2823112 1
: Email: sthics comminiom@sfovog |
| Wab: wwwisiathiesog i

ForSTEC uis

Filing Officer Report:
Providing FPPC Form 700 Non-Filer Information I =
(Filing Officers must fils thiz form to the Ethics Commizsion annually on or before April 10.) I S e

This formis to certify that my dep hasc

ing:
[[] Al elected officials, dep heads, members of boards of
i 4 i s

ployees have filed their SEI forms. ;
fyouchecked thiz box, you enly need to flll ewt the firsi page}

OR
[] Mydep hasprovided: titles, direct mailing addre

ids forelected officials. bers of boards and gssi i o

bers, de eads, and designated empl who have not filed their SETSN = :

(Ifyouchecked this box, you must glso fill owt the second page of this form ) I n O r m a I o n O
SEI filings for advisory ? bers and designated employees are,
location mnyy department
- enaraRGH

all filers who
have NOT filed
SEls.

Contact Information of Non-Filers

Please provide the information for vour department head, elected officials, members of board or commission, advisory board members, and
designated emplovees who have not filed an assuming office, annual, or leaving office FPPC Form 700.

[Rame of $EH PAOD WEOILARARE: ARG T4 2 pul A (eI
| SEifliop located atmydepartrneme 0}

I ffvou wish, you may provide the information below to the Ethics Commission in MS Excal spraadsheat format.
First State

Last Positionor Title, Name of | Direct Mailing | City Zip Assuming | Leaving | Email
Name Name Board/Commissionor Address Code Office Office
Department Date Date
Paula Orange | Cowvnissioner, Happy 123 Orange San C4 24105 Marchlis, | D b Paul, ge@orang
Treas Corvnission Ventures Streer, | Francisco 2010 13,2010 res.com
Suire 200

-duuqambuuuutﬂaghuh
-

-
v

-
el




Throughout the Year: For Elected Officials,
Department Heads, and Members of
Decision-Making Boards and Commissions
ONLY

Notify the Ethics Commission of
newly assuming and leaving

office dates.

dMake sure originally-signed

SEls are filed within 30 days of the
assuming or leaving office date. |

14



