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Lobbyists Adding Targets 
 
This is the “Home” page that appears after logging into e-Lobbyist. The Home page lists 
all Lobbyist and Client entities for which you are a Principal Officer or Designee.  
 
Clicking on an entity name displays the next page. 
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This page lists clients for whom you filed a Statement of Registration. To view the status 
for a Periodic Report or Termination Report, click the green “View Details” button to the 
right of the Client name. 
 

 
 
The client details expand. Click on the “File Report” button to the right of the Period you 
want to report (e.g., P1, P2, etc…).  
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Click the yellow “Continue” button to proceed to the next page. 
 

 
 
Click the yellow “Continue” button to proceed to the next page or click the yellow “Add 
Employee” button if you need to add an Employee. 
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This page is identical to a page in the Client Annual Report (CAR).  
 
If you have no lobbying activities to report for this period, click the “NO ACTIVITIES” 
checkbox (Statements of Registration will not include this option) and click on the yellow 
“Continue” button. Otherwise, click the yellow “Add Activity” button. 
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This is the new Lobbying Activity form page for Lobbyists. 
 

• Select a “Subject Category” from the dropdown menu. 
• Expand on your Subject Category selection by entering “Details” in the text box. 
• Enter a keyword in the “Filter by:” field, choosing the entry that corresponds to 

your keyword (e.g., “Board of Elections”), then click the “Add Target” button to 
add the Target Agency. 
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The Contact form page appears. Lobbyists must add Contacts for each Target 
selected.  

 
• Add a Last Name and First Name (at the bottom of the Activities Form), then click 

the gray “Add Contact” button. You may add as many as 10 contacts for each 
Target. 

• When you are finished adding Contacts, click the yellow “Submit” button. 
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Your Lobbying Activity details are displayed. You can add additional Targets by clicking 
the “Add Target” button. Once the Activity page is complete, click the yellow “Back to 
Activities” button. 
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This concludes adding most Target agencies. Exceptions to these (Community Boards, 
Council Members, Council Members-Staff and Office of the Mayor) are covered later in 
this document. 
 

• To add another Activity, click the “Add Activity” button.  
• If you are finished adding activities, click the “Continue” button. The report will 

proceed to the existing “Summary of Compensation” page. 
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Clients Adding Targets 
 
Clients must report Target activity when filing a Client Annual Report (CAR). 
 
This is the “Home” page that appears after logging into e-Lobbyist. The “Home” page 
lists all Lobbyist and Client entities for which you are a Principal Officer or Designee.  
 
Clicking on an entity name displays the next page. 
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After logging in, click a green “File Report” button in the “Annual Reports” tab that 
corresponds to the Annual Report you want to file. 
 

  
 
Click the “Save & Continue” button. 
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Click the “Select Lobbyists” button to add Lobbyists. When you are finished adding 
Lobbyists, click the “Continue” button. 
 

  
 
Click the “Add Activity” button to begin adding an Activity. 
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• Select a “Subject Category” from the dropdown menu, then enter “Details” in 
the box below, providing more information on your relationship to the Subject. 

 
• Next, enter a keyword in the “Filter by:” field and highlight the Agency you want, 

then click the “Add Target” button. 
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• You must enter at least one contact in the Contact field by clicking the “Add 
Contact” button.  

• When you are finished adding Contacts, click “Submit.” 
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The selected Target is displayed. You can click “Add Target” to add another Target, or 
click “Back to Activities” to return to the Activities page. 
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You can add another activity by clicking the “Add Activity” button, or click the 
“Continue” button to continue completing the Report. 
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Special Target: COMMUNITY BOARDS 
 
The following illustrates COMMUNITY BOARDS Target Agency selections. 
 
In the “Lobbying Activity” page, 
 

• enter the word “Community” or “Boards” in the “Filter by:” field  
• highlight “Community Boards” and 
• click the “Add Target” button. 
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The Target “Community Boards” is added and Borough checkboxes are displayed: 
 

• check the box(es) next to the Borough(s) you want to add, then 
• click the “Continue” button. 

The Boroughs are added and the Community Boards selections are displayed. You must 
add at least one Board Number for each selected Borough.  
 
To add Community Boards,  

 
• Highlight a Board Number in the left-side window (click the Ctrl button for 

multiple selections) and click the “Add” button to move it the right-side 
window.  

• Click the “Remove” button to reverse your selection. 
• When you are finished selecting Board Numbers, click the “Continue” 

button.
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The Contact form appears. You must enter at least one Contact for each Board Number 
(you may enter up to ten). 
 

• To enter Contacts, add a Last Name and First Name in their respective 
fields, then click the “Add Contact” button. 
 

• When you have finished adding Contacts, click the yellow “Submit” 
button. 
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You can add another Target or click the yellow “Back to Activities” button to return to 
the main Activity page. 
 



 
 

          

  21 

Special Target: COUNCIL MEMBERS 
 
The following illustrates COUNCIL MEMBERS Target Agency selections. 
 
NOTE: You may select “Council Members” or “Council Members – Staff.”If you 
select “Council Members” you are not required to enter a Contact for each 
Council Member, as Council Members are also Staff Members. However, if you 
select “Council Members – Staff,” you must enter a Contact person for each Staff 
member you select. 
 
To select a Council Member, 
 

• In the “Lobbying Activity” form page, enter the keyword “Council” in the 
“Filter by:” field, then highlight “NYC Council Members” in the “Target 
Agency” window. 
 

• Click “Add Target” 
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The Council Members selection list is displayed. To add Council Members, 
 

• Highlight a Council Member in the left-side window (click the Ctrl button 
for multiple selections or the “Select All” button to select all names) and 
click the “Add” button to move it the right-side window.  

• Click the “Remove” button to reverse your selection. 
• When you are finished selecting Council Members, click the “Continue” 

button. 
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The selected Council Members are listed. From here, you can: 
 

• Click the “Edit” link to the right of the list to change your selections. 
• Click “Cancel” to clear your selections or 
• Click the “Submit” button to submit these Council Members and return to 

the main Activities page. 
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Special Target: OFFICE OF THE MAYOR 
The following illustrates Office of the Mayor Target (OTM) Agency selections. 
 
After selecting “Office of the Mayor (OTM)” as a Target, you must add at least one 
selection from the Offices/Departments list. 
 

• Highlight an Office or Department in the left-side window (click the Ctrl 
button for multiple selections) and click the “Add” button to move it the 
right-side window.  

• Click the “Remove” button to reverse your selection. 
• When you are finished selecting Offices and/or Departments, click the 

“Continue” button. 
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When the Contact Form opens at the bottom of the page, 
 

• Add the Last Name and First Name of at least one Contact for each 
Office/Department, then click the “Add Contact” button. 

• When you are finished adding Contacts, click the yellow “Submit” button. 
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You return to the Target page. Here, you can: 
 

• Add more Targets 
• Edit existing Targets 
• Delete existing Targets or 
• Click the yellow “Back to Activities” button to return to the Activities 

page. 
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Editing Selected Targets 
The following illustrates how to edit selected targets. 
 

• In the Lobbying Activity page, select the green “View Details” button to the 
right of a Target you want to review. 

• Click the “Open Target” button to edit part of a Target (or click the “Delete” 
button to remove a target completely). 
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The Lobbying Activity page opens for editing. From here, you can: 
 

• Add Contacts for the Borough Boards (using the open form fields) or 
• Edit the Boards (clicking the “Edit” link to the far right of the label) or 
• Edit the Boroughs (clicking the “Edit” link to the far right of the label). 
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The “Edit” link to the right of the Boroughs label has been clicked and the “Edit 
Boroughs” form (shaded in blue) appears. 
 
Change your Borough selections, then click “Continue” when you are finished (or 
“Cancel” to return to the previous page). 
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After selecting Boroughs, you must click the “Edit” link to the right of Community Boards 
and the Community Boards form appears. 
 

• Select the Board numbers you want from the left-side window (press the Ctrl key 
to move multiple Boards) and click the “Add” button to move them to the right-
side window. 

 
• Click “Remove” to remove any selections you want to reverse. 

 
• When you are finished selecting Community Boards, click the “Update Boards” 

button. 
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The Contacts form appears. 
 

• Add new Contacts by entering a Last Name and First Name and clicking the 
“Add Contact” button (or select the Delete link to remove Contacts). 

• When you are finished adding Contacts to the Contact form, click the yellow 
“Submit” button to complete editing Targets. 

 



 

 
 

      
 Filing Termination Reports 
 
Who Must File Termination Reports? 
Clients and Lobbyists who terminate their retainer agreement with each other must also file a 
Termination Report within e-Lobbyist. Termination Report is not needed if the retainer ends on 
12/31 of the Registration year. 

Requirements for Filing Terminations 
Please note the following requirements for filing Termination Reports:  

 
• Terminations must be filed within 30 days of the relationship termination and include the 

effective date of termination (not to be confused with the termination filing date).  
 

• Late terminations are those filed anytime after 30 days from the End Date of the 
Statement of Registration. 

 
• All terminations must be certified. 

 
Please review the following about Statement of Registrations: 

 
• Changes to Start and End Dates in the Statement of Registration are not allowed after 

filing the Termination Report. You must first delete the Termination Report (refer to the 
section below) in order to change the Start and End Dates in the Registration. 
 

• Termination Reports are only available for current year and prior year registrations that 
do not end on 12/31. 

Lobbyists Filing Termination Reports 
 
How to File a Termination Report 
Log in to the system. All Clients for whom you filed a Statement of Registration are displayed 
under the “Clients” tab (it becomes “Clients For:” after it opens). To file a Termination Report for 
a Client, first click the green “View Details” button to the right of the Client name: 
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After the Client details appear, locate the “Termination Report” row, then click the orange “File 
Report” button to the right: 
 

 
 
The system displays the following warning. NOTE: the Termination Date is the End Date entered in 
the Statement of Registration. You can verify that End Date in this warning message. 
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To continue, click “Proceed” and the Termination Report is displayed (refer to the graphic below) 
containing both you and your Client’s information. NOTE: The system adds the Termination 
Date with the End Date specified in the Statement of Registration. You cannot edit this date. 
 
Scroll down the page (graphic below) and 
 

• check the box below the heading “Termination Date” and 
• enter your password, then  
• click the yellow “Certify Termination” button. 

 
NOTE: You are still required to file a Periodic Report for the period in which the 
termination occurs. You must also file your P6/Annual Report for the year of the 
termination. 
 

 
 
The status for the Termination Report changes to “Completed” and the system sends an email 
confirmation to both you and your terminated Client. NOTE: You will not be able to make any 
changes to the Start and End Dates in the Registration once the Termination Report is filed. 
You must delete this (just filed) Termination Report in order to change the Start and End 
Dates in the Registration (refer to the section below for this procedure). 
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How to Delete a Filed Termination Report 
You can delete a filed Termination Report at any time: 
 
Log in to the system. All Clients for whom you filed a Statement of Registration are displayed on 
the “Client” tab (it becomes “Clients For:” after it opens). Click the green “View Details” button 
to the right of the Client you have filed a Termination Report for:  
 

 
 
When the Client details appear, locate the “Termination Report” row and click the orange 
“Delete” button to its right: 
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The system displays a warning message: 
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To continue, click “Proceed” and the previously filed Termination Report is displayed (refer to 
the graphic below). NOTE: You are still required to fulfill all necessary reporting 
requirements after deleting the Termination Report. Scroll down the page and 
 

• check the box below the heading “Termination Date” 
• enter your password, then  
• click the yellow “Delete Termination” button. 
 

 
 

The system sends an email confirmation to both you and your terminated Client, confirming the 
deletion. NOTE: You can now make changes to Start and End Dates in the Registration. 
 
NOTE: The effect of the End Date on your Client Periodic Report (CPR): 
You must file all CPRs up to the End Date entered in the Statement of Registration. After 
the End Date in the Registration lapses, you must file a Termination Report and P6/Annual 
Report. Termination is not needed if the End Date is 12/31. For any other End Date, a 
Termination Report is needed. 

Clients Filing Termination Reports 
 
How to File a Termination Report 
When you want to terminate a relationship with any Lobbyist in the e-Lobbyist system, you must 
file a “Termination Report” for that Lobbyist. NOTE: You may file a termination without 
having filed a Client Annual Report (CAR) for that year. 

 
To terminate a Lobbyist from the system:  

 
Select the orange “File Termination Report” button on your “Home” page: 
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After the Lobbyist list appears, select the Lobbyist  you wish to Terminate (should be actively 
enrolled in order to appear in this list) Lobbyist (you can only terminate one Lobbyist at a time): 
 

 
After the Lobbyist’s information appears, enter an effective “Termination Date” and mark the box 
that reads “I have read, and agree to abide by the above mentioned reporting requirement.”: 
 

 
 
Next, enter your “Password,” then certify the termination by clicking the yellow “Certify 
Termination” button: 
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The system sends an email confirmation to both you and the terminated Lobbyist confirming the 
termination. The Termination Report status changes to “Completed” (refer to the graphic below). 
NOTE: You will be able to include this Lobbyist on the CAR. 
 
Only one Termination Report can be filed for a Lobbyist for a given Reporting Year, unless the 
Termination Report is in ‘Deleted’ status (then the Termination Report can be filed again for the 
same Lobbyist). 
 
To view or print a PDF copy of the filed Termination Report, click the “Terminations” tab on 
your “Home” page, then click the “Page” icon to the far right of your terminated Lobbyist’s 
name: 
 

 
 
How to Delete a Filed Termination Report 
You can delete a filed Termination Report for a Lobbyist at any time. 
 
Log in to the system and click the “Terminations” tab. The system displays all Termination 
Reports filed by Clients for their Lobbyists. 
 
Select the green “Delete” button to the right of the Lobbyist’s name whose termination you want 
to reverse (you can only delete one Termination Report at a time): 
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A page appears with the heading: Certify & Submit Termination of Lobbyist's Retainer 
This page contains both your and your terminated Lobbyist’s information. Scroll down the page 
and 
  

• check the box below the heading “Termination Date,” 
• enter your password, then 
• click the yellow “Delete Termination” button. 

 

 
 
The system sends an email confirmation to both you and your terminated Lobbyist confirming 
the deletion of the termination. 
 
You will be able to view and print a PDF copy of the filed deletion (below the “Status” column 
has changed to “Deleted” and the PDF icon is available in the far right column): 
 

 
NOTE: You will be able to include this Lobbyist on the CAR. 
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Office of the City Clerk 

Lobbying Bureau
 
 

Michael McSweeney, City Clerk, Clerk of the Council 
Patrick Synmoie, General Counsel 

Arnie Wolsky, Deputy Counsel 
Walter Carcione, Chief Investigator 

Jenny Mendez, Administrator 
Edward Kurre, Investigator 
Garth Puckerin, Investigator 

Stewart S. Bertrand, Investigator 
 

Phone: 212-669-8171 
Email: lobbyist@cityclerk.nyc.gov
Website: www.cityclerk.nyc.gov

 
 

Thank you for attending! 

mailto:lobbyist@cityclerk.nyc.gov
http://www.cityclerk.nyc.gov/
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