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Welcome to Lunch and Learn
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o A service provided by the MD State Board of Elections (SBE) and 
the Division of Candidacy and Campaign Finance (CCF) to assist 
candidates, their advocates and the citizens of Maryland on how 
to operate as a public finance (PF) candidate. 

o Twice monthly program
o Understand the rules of PF and how they differ from a 

traditional / regular candidate committee.
o Understand the mechanics of reporting your transactions into 

MD Campaign Reporting Information System (CRIS).



Where To Find 
The Previous 
Recordings
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Gubernatorial Public Funding

County Public Funding



Looking at Previous Recordings
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https://elections.maryland.gov/campaign_finance/County_public.html



Upcoming 
Schedule
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https://elections.maryland.gov/campaign_finance/County_public.html



PF is Based on Compliance
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o You have to be 100% transparent

o You have to record every transaction in CRIS
o Manually, or
o Bulk Upload

o Capture & Upload the receipt from wherever you stored it
o In a pdf

o Then link the receipt (pdf) with the correct transaction in CRIS 



Going Through the Summary Guide 
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o Depends on your county

o Look for the portion that 
mentions linking and 
uploading receipts

https://elections.maryland.gov/campaign_finance/County_public.html



The Three Steps You Need to Get Your 
Contribution Matched
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1. Get all transactions (Qualifying contributions, non-qualifying 
contributions and expenditures) recorded in MD CRIS
o Applies to all candidate committees in MD

2. Get receipts for all transactions uploaded in MD CRIS
o Applies to only to PF candidate committees in MD

3. Get all receipts linked with the correct transaction in MD CRIS
o Applies to only to PF candidate committees in MD



The Key Things You Need to Capture
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o Seven Key Items to Capture
o Contribution Date
o Contribution Amount
o Check Number / Credit Card / EFT / Cash (up to $100)
o Name of the Donor
o Address of the Donor
o Attest they are a County (or State) resident
o Attest that the money is theirs and not given to them
o Digital Signature / Actual Signature

Joint accounts 
have to be from a 
single person. 
You can’t split a 
donation 
between two (or 
more) parties.



Menu – Your 
Home Base
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When you get lost. 
Always come back to the 
Menu. It’s your home 
base. 



Your First Donation
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If you use the “Search Existing Contributors” features, 
you are less likely to get duplicate donors



Your First Donation
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Here you enter the filing period, contribution type, contributor type. 

In the second box you add donor’s name, address, county, date of the 
donation, how it was paid, amount. 



Montgomery County only: $500
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You need to record the employer and occupation for any 
donation of exactly $500.00. 



If you forget something
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Bulk Uploads Are 
Possible
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Main Page of Bulk Uploads
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Where to Upload Bulk 
Transactions
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How To Record a Transaction Bulk Upload

18

o What your uploads 
will look like after 
you are finished.



How To Record a Transaction Bulk Upload
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o If you upload correctly, it will be 
in green.

o If you upload the same file twice 
they will both be in green.
o Also, you will have double the 

entries. 
o If you have errors in the upload 

your status will be in red.



How To Record a Transaction Bulk Upload
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o Which ones are 
duplicates?

o Look for the same 
file name and 
number of rows.



How To Upload a Receipt 
aka Contribution Card
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o Use the search feature 
inside of the pdf. 

o Type “upload”



How To Upload a Receipt 
aka Contribution Card
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When you get lost. 
Always come back to the 
Menu. It’s your home 
base. 



How To Upload a Receipt 
aka Contribution Card
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All Receipts 
Have to Be in a 
pdf. 



How To Upload a Receipt
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No bulk uploads 
for receipts. 



How To Upload a Receipt
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Your files can be 
on your hard 
drive or in the 
cloud.

Wherever you 
stored all of 
your receipts. 



How To Upload a Receipt
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Anything with a 
red * needs to 
have something 
selected.
 



How To Upload a Receipt
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If you miss 
something you 
will get this 
notice. 



How To Upload a Receipt
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If you get 
everything right, 
you will get this 
notice. 



How To Attach a Receipt 
aka Contribution Card
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Always come back to the 
Menu. It’s your home 
base. 



How To Attach a Receipt
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Find the donor and the 
correct contribution date.



How To Attach a Receipt
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Anything with a red 
* needs to have 
something selected.



How To Attach a Receipt
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If your transaction is 
not there or is 
incomplete then 
you need to either 
enter the 
transaction or edit 
the transaction.



How To Attach a Receipt
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These are the 
contributions that 
don’t have receipts 
attached.



How To Attach a Receipt
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This how you 
link a receipt.



How To Attach a Receipt
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This how you 
link a receipt.



How To Attach a Receipt
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This how you 
know you 
linked your 
receipt 
correctly.



Remember You Have to Record ALL 
TRANSACTIONS
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o That includes the payment processing fees of a third-party 
vendor.

o Your recording of any contribution is the gross amount.
o What you received (the net) is the difference between the 

gross amount and whatever the payment processor takes 
out.
o The processing fee is an expenditure. It must be recorded.



Questions

38



Future Lunch and Learns 
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o Mon. Oct. 19th, Noon. Submitting your first initial matching fund 
report

o Mon. Nov. 3rd, Noon. Trouble shooting common problems

o Mon. Nov. 17th, Noon. Welcome to the new MD CRIS



CCF Staff Directory

40

Allen Norfleet, Director Candidacy & Campaign Finance (CCF)
Allen.Norfleet@Maryland.gov

Erin W. Dennis, Deputy Director CCF
Erin.Dennis@Maryland.gov

Kevin Gillogly, Public Finance Program Manager
Kevin.Gillogly@Maryland.gov

mailto:Allen.Norfleet@Maryland.gov
mailto:Erin.Dennis@Maryland.gov
mailto:Kevin.Gillogly@Maryland.gov
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