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Lobbyist Disclosure: 

Pursuant to §2.2-426 of the Code of Virginia, each lobbyist is required to file a lobbyist disclosure 
statement for each principal that he/she registered on behalf of.  The deadline for filing the lobbyist 

disclosure statement is July 1.  Failure to meet this deadline will result in a civil penalty of $50 assessed to 
both the lobbyist and the principal.  If the statement is not filed by July 11, additional civil penalties of $50 

PER DAY will be imposed on the lobbyist and the principal.  These civil penalties will accrue until the 
disclosure statement is filed with the Office of the Secretary of the Commonwealth. 

Please be advised that no individual who has failed to file the Lobbyist Disclosure Statement or who has 
failed to pay all penalties shall register or act as a lobbyist as long as that person remains in default. 

The Secretary of the Commonwealth offers and encourages online disclosure, provided that you have a 

valid email address.  You can file your disclosure statement online by clicking on the following link: 

www.commonwealth.virginia.gov and selecting the Lobbyist link located to the left of the screen. 

 

 

 

 

 

http://www.commonwealth.virginia.gov/
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Step #1:  In order to use the online disclosure portal, you will need to create a user account by clicking on SUBMIT DISCLOSURE.  If 

you have already created an account, please click on LOGIN TO EXISTING ACCT.   
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Step #2:  First-time users will need to provide their name, business address, city, state, zip code, and the business telephone 

number.  You will also need to provide a valid email address.  Once all required information has been provided, please click CREATE 

ACCOUNT  
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Step #3:  Once you have created your account, you will receive an Activation email, which will provide you with further instructions 

on how to finalize your account.  The email will come from noreply@governor.virginia.gov  If you do NOT receive the email, please 

check your spam/junk folder.   

 

 

 

mailto:noreply@governor.virginia.gov
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Step #4:  Once you receive the Account Activated screen, you are now free to login and file your disclosure statement 
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Step #5:  Returning users will need to provide their email address and password and click Log On.  If you have forgotten your password, please 

click Forgot Password and a temporary password will be emailed to you.   
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Step #6:  After you have provided your email address and password, you will see the following screen.  If you would like to proceed with filing 

your lobbyist disclosure statement, please click My Disclosure Forms link located to the left of the screen. 
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Step #7:  This view lists all of the disclosure statements that you registered for or are a party to (i.e., principal officer) and displays the current 

status of each disclosure.  For example, the principal The Lobbyist Corporation is in the DRAFT status, which means that the statement has not 

been completed.   To begin completing this statement, you will need to click the EDIT icon (pencil symbol) 
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Step #8:  Wizard:  Follow on screen instructions to advance through each page.  Please click NEXT (bottom right) to begin filling out your 

disclosure statement.   
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Step #9:  A number of the sections are pre-populated due to the information that was provided on your registration form.  For example, if you 

need to change the principal officer, you will have the option towards the end of the disclosure process to send the signature page to the 

appropriate individual.   Please click NEXT to continue to the next screen.   
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Step #10:  Please provide a list of executive and legislative actions for which you lobbied.  After you have completed this section, please click 

NEXT.   
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Step #11:  Incorporated Filing:  In many instances, more than one lobbyist represents a principal.  In order to save time when filing a disclosure 

statement, an allowable option is for a “designated” individual to file the pre-specified financial information.  However, each lobbyist, whether 

filling an incorporated statement or not, is responsible for filing a disclosure statement.   
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Step #12:  Schedules:  Please select which schedules, if any, will be attached to your disclosure statement.  You will be prompted to complete 

and attach the selected schedules before submitting your statement.   
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Step #13:  This is the name and contact information of the lobbyist that is representing the principal.  This section is pre-populated and was 

taken from the registration form.  However, you do have the ability of listing all of the other lobbyists other than yourself who registered to 

represent this Principal.   
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Step #14:  COMPENSATION:  For lobbyists who are EMPLOYED by the principal, you will complete the Individual Compensation section.  Please 
remember to pro-rate the amount of your salary that was attributed to lobbying and NOT your entire salary.  Please explain how you arrived at 
your answer.   Lobbyists who are RETAINED will complete the Consolidated Compensation section (please see Step #14A on the next page).   
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Step #14A:  This is an example of a Consolidated Compensation.  After you have completed this section, please click NEXT.   
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Step #15:  Entertainment (Schedule A):  If you are required to complete a Schedule A, please click the ADD button to begin listing each of your 

Entertainment expenses and when you are finished please click OK.  If you need to EDIT a specific Schedule, please click the EDIT icon (pencil 

symbol) or you have the option of DELETING the schedule by clicking the DELETE icon (trashcan symbol)  
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Step #16:  Gifts (Schedule B):  If you are required to complete a Schedule B, please click the ADD ROW button to begin listing each of your Gift 
expenses and when you are finished please click NEXT.  If you need to DELETE a particular GIFT, please click the DELETE icon (trashcan symbol). 
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Step #17:  Other (Schedule C):  If you are required to complete a Schedule C, please click the ADD ROW button to begin listing each of your 
Schedule C expenses and when you are finished please click NEXT.  If you need to DELETE a particular GIFT, please click the DELETE icon 
(trashcan symbol). 
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Step #18:  Please complete each of the Expenditure items, if any, which apply to your situation.  Once you have finished, please click NEXT. 
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Step #19:  In order to sign and submit your disclosure statement, you will need to click the PREVIEW button to review your disclosure statement.  
If you need to make any corrections, please click the appropriate section located to the left of the screen.  Once you have reviewed your form, 
you can now sign your disclosure statement by typing in your name EXACTLY as it appears under each signature field and click SUBMIT 
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Step #20:  After you click the SUBMIT button you will receive a message notifying you that your principal officer will also have to sign the 

statement.  It is solely your responsibility to communicate this requirement to your principal officer.   

There are 2 ways in which your principal officer (or authorized official thereto) can sign the disclosure statement: 

1. PRINCIPAL MAY ELECTRONICALLY SIGN:  The principal officer will need to create an account by typing www.commonwealth.virginia.gov 

into there browser and selecting the Lobbyist link located to the left of the screen and then clicking on the SUBMIT DISCLOSURE link.  

Please make sure that the principal officer uses the SAME email address that you listed under the principal officer section of the 

disclosure statement.  Once the account has been created AND activated, then the principal officer can access the disclosure statement 

by clicking on My Disclosures link located to the left of the screen that are awaiting his/her signature.  The principal officer will then 

need to click on the EDIT icon (pencil symbol) and then he/she will have a chance to PREVIEW the statement and sign the statement 

EXACTLY how it appears under each of the signature fields, and then click SUBMIT.  

 

If the principal officer has ALREADY created an account, please instruct the principal officer to click LOGIN TO EXISTING ACCT button, 

provide his/her email address and password, and then click Log On.  After logging on, the principal officer will click on the link My 

Disclosures located to the left of the screen for a list disclosure statements that are awaiting his/her signature.  The principal officer will 

need to click on the EDIT icon (pencil symbol) and then will have a chance to PREVIEW the statement, type his/her name EXACTLY how it 

appears under each of the signature fields, and then click SUBMIT. 

 

For an example of a disclosure statement that has been electronically signed by both the lobbyist and the principal, please see the 

screen shot on page 24.   
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2. PRINCIPAL SIGNS SIGNATURE PAGE:  The second option requires the lobbyist to log back in to his/her account and to click the .pdf icon 

next to the appropriate disclosure statement.  This option requires the lobbyist to mail, email, or fax the entire disclosure statement to 

the principal officer to review.  The principal officer will print the Lobbyist Disclosure Signature Page (very last page of the statement), 

execute the STATEMENT OF PRINCIPAL and has the option of mailing, emailing, or faxing ONLY the signature page directly to the 

Lobbyist Specialist in the Secretary of the Commonwealth’s Office.  Contact information for the lobbyist specialist is located towards the 

bottom of the signature page.   

This is an example of a Lobbyist Disclosure Signature Page that has been electronically signed by the lobbyist and is ready for the lobbyist to send 

to the principal officer along with the disclosure statement. 
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