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MEMORANDUM
TO: Interested NY Nonprofit Organizations
FROM: Laura Abel, Senior Policy Counsel
RE: Registering as a lobbyist with NY State and NY City

DATE: October 4, 2021

This memo describes how a nonprofit organization can register as a lobbyist if the organization uses its
own employees to lobby.

Joint Commission on Public Ethics (“JCOPE”)

1. Enroll in JCOPE’s new online Lobbying Application. Start the process by clicking on
on this page https://jcope.ny.gov/lobbying-online-filing-systems.

ENROLLMENT LINK

This is a multi-step process, requiring the user to set up a personal online ny.gov ID account,
create a User Profile, and create or claim an Organization Profile. Step by step instructions can
be found here: https://icope.ny.gov/user-and-organization-profiles.

2. Register as a lobbyist Start the process by clickingon | RETURNING USERS LINK

on this page https://jcope.ny.gov/lobbying-online-filing-systems.

Step by step instructions can be found here:
https://jcope.ny.gov/system/files/documents/2020/12/registration-and-registration-
amendment-information final-12 17 20-.pdf

a. As part of the registration process you will need to upload a Lobbyist Authorization
Letter. For employed lobbyists, JCOPE provides a form here:
https://jcope.ny.gov/system/files/documents/2021/09/lobbying-agreement-form-
employed-lobbyists-9 16 2021 final writable.pdf

b. You will also have to pay the registration fee at this time (this is usually $200, but may
be prorated in some instances).

3. Submit Lobbyist Bi-monthly Reports on March 15, May 15, July 15, September 15, November
15, and January 15. You can do this online through JCOPE’s online Lobbying Application at:
https://webapps.jcope.ny.gov/LA/.

a. If you are registering after March 15, submit Lobbyist Bi-monthly Forms back to the
beginning of the calendar year.
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NYC Clerk’s Lobbying Bureau

1. Create an E-lobbyist account here: https://www1.nyc.gov/elobbyist/. You can find (extremely
detailed) E-lobbyist instructions here:
http://www.nyc.gov/html/misc/pdf/elobbyist user guide.pdf

2. Register as a client/lobbyist (not a lobbyist) in the E-lobbyist system. You will need to fill out
and upload the lobbyist authorization letter, which you can find here:
https://www.cityclerk.nyc.gov/assets/cityclerk/downloads/pdf/SAMPLE%20AUTHORIZATION%2
OLETTER%20.pdf

3. Submit lobbyist bimonthly periodic reports using the E-lobbyist system here
https://www1.nyc.gov/elobbyist/

4. |If you are registering after March 15, use the E-lobbyist system to submit lobbyist bimonthly
periodic reports back to the beginning of the calendar year.

This memo is meant to provide general information only, not legal advice.

Lawyers Alliance for New York is the leading provider of business and transactional legal services for
nonprofit organizations and social enterprises that are improving the quality of life in New York City
neighborhoods. Our network of pro bono lawyers from law firms and corporations and staff of
experienced attorneys collaborate to deliver expert corporate, tax, real estate, employment,
intellectual property, and other legal services to community organizations. By connecting lawyers,
nonprofits, and communities, Lawyers Alliance for New York helps nonprofits to develop and provide
housing, stimulate economic opportunity, improve urban health and education, promote community
arts, and operate and advocate for vital programs that benefit low-income New Yorkers of all ages.
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