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GENERAL INSTRUCTIONS 

These general instructions apply to all C/OH forms required to be filed under title 15, Texas 

Election Code, for activity that occurs on or after January 1, 2026. For a report that includes 

activity occurring before January 1, 2026, you must use the instructions applicable before that 

time, which are available on the Texas Ethics Commission’s website at 

https://www.ethics.state.tx.us/forms/coh/cohfrm.php. 

IMPORTANT UPDATES 

Increased Disclosure Thresholds 

On January 1, 2020, the Texas Ethics Commission began adjusting certain reporting thresholds 

to account for inflation. As directed by section 571.064 of the Texas Government Code, the 

Commission is required to annually adjust these thresholds upward to the nearest multiple of $10 

in accordance with the percentage increase for the previous year in the Consumer Price Index for 

Urban Consumers published by the Bureau of Labor Statistics of the United States Department 

of Labor. Accordingly, one or more thresholds will generally be adjusted each year, depending 

upon the figures in the index.  

These changes will be made effective January 1st of each calendar year; the affected numbers and 

corresponding new thresholds are located in 1 T.A.C. §18.31, which can be found here: 

https://www.ethics.state.tx.us/rules/. The higher itemization thresholds will be reflected on the 

paper forms and in these instructions, as applicable.  

Verify that you are using the correct thresholds and forms that apply to your filing. For example, 

if you are filing a campaign finance report or lobby activities report that is due in January of 

2025, you must use the forms and instructions that are applicable to the period ending December

31, 2024.

Contributions Made Electronically Must Be Itemized 

Beginning on September 1, 2019, all political contributions that are made electronically and 

accepted by a filer during the reporting period must be itemized in the filer’s campaign finance 

report. This change is made by House Bill 2586, adopted by the 86th Texas Legislature. 

ELECTRONIC FILING 

All persons filing campaign finance reports with the Texas Ethics Commission (Commission) are 

required to file those reports electronically unless the person is eligible to claim an exemption.  

Check the Commission’s website at https://www.ethics.state.tx.us for information about exemptions 

from the electronic filing requirement. 

FILLING OUT THE FORMS 

All reports filed on paper must be either handwritten in ink or typewritten.  If you complete the 

report by hand, print everything other than your signature. 

https://www.ethics.state.tx.us/forms/coh/cohfrm.php
https://www.ethics.state.tx.us/rules/
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If you are filing with the Commission, and you are eligible to claim an exemption to electronic 

filing, you may use your own computer-generated form if it provides for disclosure of all the 

information required on the Commission's form and it is substantially identical in paper size, 

color, layout, and format. A substitute form that is substantially identical to the Commission's 

prescribed form must be submitted for pre-approval by the Commission's executive director. 

Always file the cover sheet of the campaign finance report form.  You need to file only those 

schedules on which you have information to report. 

You must keep an exact copy of each report filed and all records necessary to complete the 

report for at least two (2) years after the deadline for filing the report. 

If you have questions, contact our legal department at helpline@ethics.state.tx.us. 

TEXAS ETHICS COMMISSION GUIDES 

The Commission publishes a Campaign Finance Guide for each type of filer.  These guides are 

designed to explain your responsibilities as a filer.  The Commission encourages you to read the 

appropriate guide before you begin accepting political contributions or making or authorizing 

political expenditures. 

PHOTOCOPIES OF FORMS 

You may use photocopies of Commission forms.  For example, if the space provided on 

Schedule A1 is insufficient, you may make copies of a blank Schedule A1 form and attach more 

pages as needed. 

FILING DATE 

For most reporting deadlines, a document is considered timely filed if it is properly addressed 

with postage or handling charges prepaid and bears a postmark or receipt mark of a common or 

contract carrier indicating a time on or before the deadline. 

Pre-Election Reports:  A report due 30 days before an election and a report due 8 days before 

an election must be received by the appropriate filing authority no later than the report due date. 

If you are filing with the Commission, address your reports and correspondence to the Texas 

Ethics Commission, P.O. Box 12070, Austin, Texas 78711-2070.  For hand-deliveries, the 

Commission’s street address is 201 East 14th Street, Sam Houston Building, 10th Floor, Austin, 

Texas 78701. 

If the due date for a report falls on a Saturday, Sunday, or legal holiday, the report is due on the 

next regular business day. 
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COMPLETING THE COVER SHEET 

Each numbered item in these instructions corresponds to the same numbered item on the form. 

PAGE 1 

1. FILER ID:  If you are filing with the Commission, you were assigned a filer identification

number when you filed your initial campaign treasurer appointment.  You should have

received a letter acknowledging receipt of the form and informing you of your Filer ID.

Enter this number wherever you see “FILER ID.”  If you do not file with the Commission,

you are not required to enter a Filer ID.

2. TOTAL PAGES FILED:  After you have completed the form, count the total number of

pages of this form and any attached schedules.  Enter that number where indicated on the top

line of page 1 only.  Each side of a two-sided form counts as one page.

3. CANDIDATE/OFFICEHOLDER NAME:  Enter your full name, including nicknames and

suffixes (e.g., Sr., Jr., III), if applicable.

4. CANDIDATE/OFFICEHOLDER MAILING ADDRESS:  Enter your complete mailing

address.  If your mailing address has changed since you last gave notice of your address,

check the “Change of Address” box.

5. CANDIDATE/OFFICEHOLDER PHONE:  Enter your phone number including the area

code, and your extension, if applicable.

Sections 6 - 8 pertain to a candidate’s campaign treasurer.  If you are an officeholder who does 

not have a campaign treasurer appointment on file, skip these sections. 

6. CAMPAIGN TREASURER NAME:  Enter the full name of your campaign treasurer,

including nicknames and suffixes (e.g., Sr., Jr., III), if applicable.

7. CAMPAIGN TREASURER ADDRESS:  Enter the complete address of your campaign

treasurer.

8. CAMPAIGN TREASURER PHONE:  Enter the phone number of your campaign treasurer

including the area code, and the extension, if applicable.

9. REPORT TYPE:  Check the box that describes the type of report you are filing, according

to the descriptions below.  See the instructions for section 10 for the periods covered by each

type of report.

January 15 (Semiannual) Report:  All candidates and most officeholders must file a

semiannual report by January 15. The only officeholders who are not required to file this

report are officeholders who file locally, who do not have a campaign treasurer

appointment on file, and who do not exceed $1,140 in contributions or expenditures during

the reporting period.
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All candidates and officeholders who file with the Commission must file this report by 

midnight Central Time on the January 15 report due date. All candidates and officeholders 

who file locally must file this report by 5 p.m. on the January 15 report due date. 

Note: Anyone who has a campaign treasurer appointment (Form CTA) on file must file 

semiannual reports, even after an election has ended and even if the filer lost the election. 

To end this semiannual filing requirement, the filer must cease campaign activity and file a 

Final Report. (See “Final Report” below for more information.) 

July 15 (Semiannual) Report:  All candidates and most officeholders must file a 

semiannual report by July 15.  The only officeholders who are not required to file this 

report are officeholders who file locally, who do not have a campaign treasurer 

appointment on file, and who do not exceed $1,140 in contributions or expenditures during 

the reporting period. 

See “January 15 Report” above for more information on filing requirements and deadlines 

for semiannual reports.  

30th Day Before Election Report:  Opposed candidates in an election who did not choose 

the modified reporting schedule must file this pre-election report. If an opposed candidate 

chose modified reporting, but then exceeded a threshold before the 30th day before the 

election, the candidate must file this report. 

The report is due no later than 30 days before the election. For all candidates and 

officeholders who file with the Commission, this report must be received by the 

Commission no later than midnight Central Time on the report due date. For all candidates 

and officeholders who file locally, this report must be received by the filing authority no 

later than 5 p.m. on the report due date. 

You are an "opposed" candidate if you have an opponent, including a minor party 

candidate, whose name is printed on the ballot. If your only opposition is a write-in 

candidate, you are not considered opposed for filing purposes. If you are a write-in 

candidate, you are an "opposed" candidate subject to the reporting requirements if you 

accept political contributions or make political expenditures. Candidates who are 

unopposed in an election are not required to file pre-election reports for that election. 

8th Day Before Election Report:  Opposed candidates in an election who did not choose 

the modified reporting schedule must file this pre-election report. If an opposed candidate 

chose modified reporting but then exceeded a threshold before the 8th day before the 

election, the candidate must file this report. 

The report is due no later than 8 days before the election. For all candidates and 

officeholders who file with the Commission, this report must be received by the 

Commission no later than midnight Central Time on the report due date. For all candidates 

and officeholders who file locally, this report must be received by the filing authority no 

later than 5 p.m. on the report due date. 

See “30th Day Before Election Report” above for the definition of an opposed candidate. 
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Daily Pre-Election Report of Contributions:  A candidate or officeholder who files with the 

Commission may be required to file daily pre-election reports disclosing contributions 

during the period beginning the 9th day before an election and ending at 12 noon on the 

day before the election. This information is disclosed on Form Daily-C C/OH.  For more 

information, see the instructions for Form Daily-C C/OH. 

Legislative Special Session Report: All statewide candidates and officeholders and 

members of and candidates for the legislature who accept a political contribution during the 

period beginning on the date the governor signs the proclamation calling a special 

legislative session and continuing through the date of final adjournment are required to file 

a report after a special session of the legislature. This information can be disclosed on Form 

C/OH-SS.  For more information, see the instructions for Form C/OH-SS. 

10. PERIOD COVERED:  A reporting period includes the start date and the end date.  The due 

date for filing will generally be after the end of the reporting period.  Generally, a report 

picks up where the last report left off, and there should be no gaps or overlapping periods. 

The exceptions are Daily Pre-election reports, which do create overlaps because you are 

required to report the activity twice. 

First Reports:  If this is the first report of contributions and expenditures that you 

have filed, the beginning date will depend on the date your campaign treasurer 

appointment (Form CTA) was filed or the date you took office. 

• If you are a candidate (a person who has filed a Form CTA) and you are 

filing your first report, the start date will be the date your Form CTA was 

filed. 

• If you are an officeholder who was appointed to an elective office and 

who did not have a Form CTA on file at the time of the appointment, the 

start date for your first report will be the date you took office. 

January 15th (Semiannual) Report:  The start date is July 1 of the previous year or the 

day after the last day covered by your last required report, whichever is later.  If this is the 

first report you have filed, see the “First Reports” section above.  The end date is December 

31 of the previous year. 

July 15th (Semiannual) Report:  The start date is January 1 or the day after the last day 

covered by your last required report, whichever is later.  If this is the first report you have 

filed, see the “First Reports” section above.  The end date is June 30. 

30th Day Before Election Report:  The start date is the day after the last day covered by 

your last required report.  If this is the first report you have filed, see the “First Reports” 

section above.  The end date is the 40th day before the election.  This report is not required 

for unopposed candidates or candidates who are filing under the modified reporting 

schedule. 

8th Day Before Election Report:  The start date is the 39th day before the election if you 

filed a 30th Day Before Election Report.  If you did not file the 30th Day Before Election 

Report, the day after the last day covered by your last required report is the start date.  If 

this is the first report you have filed, see the “First Reports” section above.  The end date is 
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include any political or non-political expenditures itemized on Schedule F2 in the total 

entered on line 3, regardless of amount. 

On Schedule F4, you are required to itemize political expenditures made by a credit 

card that totaled more than $230 to one payee. You may also itemize political 

expenditures made by a credit card totaling $230 or less to one payee.  Do not include 

any political or non-political expenditures itemized on Schedule F4 in the total entered 

on line 3, regardless of amount. 

On Schedule G, you are required to itemize political expenditures from personal funds 

if you intend to seek reimbursement from political contributions.  Do not include any 

expenditures itemized on Schedule G in the total entered on line 3, regardless of 

amount. 

On Schedule H, you are required to itemize payments from political contributions made 

to certain businesses.  Do not include any expenditures itemized on Schedule H in the 

total entered on line 3, regardless of amount. 

Line 4- Total Political Expenditures:  Add the following: 

(a) the total expenditures itemized on Schedule F1;

(b) the total political expenditures itemized on Schedule F2;

(c) the total political expenditures itemized on Schedule F4;

(d) the total political expenditures itemized on Schedule G;

(e) the total political expenditures itemized on Schedule H; and

(f) the amount you entered on line 3.

Enter that total on line 4. 

Enter a “0” if you did not make any expenditures during the period covered. 

Line 5- Total Political Contributions Maintained:  Enter the total amount of political 

contributions, including interest or other income on those contributions, maintained as of 

the last day of the reporting period.  Enter “0” if you do not maintain political 

contributions, including interest or other income on those contributions, as of the last day 

of the reporting period.  This is different from the total contributions reported on line 2.  

Only contributions accepted during the period covered by the report are entered on line 2. 

The law requires you to disclose the total amount of political contributions accepted, 

including interest or other income on those contributions, maintained in one or more 

accounts in which political contributions are deposited as of the last day of the reporting 

period. 

The “total amount of political contributions maintained” includes: the total amount of 

political contributions maintained in one or more accounts, including the balance on 
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deposit in banks, savings and loan institutions and other depository institutions; the 

present value of any investments that can be readily converted to cash, such as 

certificates of deposit, money market accounts, stocks, bonds, treasury bills, etc.; and the 

balance of political contributions accepted and held in any online fundraising account 

over which the filer can exercise control by making a withdrawal, expenditure, or 

transfer. 

The total amount of political contributions maintained does not include personal funds 

that the filer intends to use for political expenditures, unless the personal funds have 

been disclosed as a loan to your campaign and deposited into an account in which 

political contributions are held as permitted by section 253.0351(c) of the Election 

Code.  Any unexpended funds from such a loan are required to be included in the total 

amount of political contributions maintained as of the last day of the reporting period.  

Note:  Personal funds deposited in an account in which political contributions are held 

are subject to the personal use restrictions. 

Line 6- Total Principal Amount of All Outstanding Loans:  Enter the aggregate 

outstanding principal amount of all loans accepted for campaign or officeholder 

purposes as of the last day of the reporting period. Enter a “0” if you did not accept any 

loans during the period covered and have no outstanding loans as of the last day of the 

reporting period. This is different from the information reported on Schedule E.  This 

line must include outstanding principal of loans made in this reporting period as well as 

outstanding principal of loans made previously. 

18. SIGNATURE:  Complete this section only after you have completed all applicable sections

and schedules.  You must always sign a report that you file.  You must complete this section

even if you have no schedules to attach.  Only the candidate or officeholder filing the report

may sign the report.

If you are using the paper form, fill this section out by hand after you finish the rest of this 

report.  You have the option to either: (1) take the completed form to a notary public where you 

will sign above the first line that says “Signature of Candidate/Officeholder (Declarant)” (an 

electronic signature is not acceptable) and your signature will be notarized, or (2) sign above 

both lines that say “Signature of Candidate/Officeholder (Declarant)” (an electronic signature is 

not acceptable), and fill out the unsworn declaration section.  

PAGE 3 

19. C/OH (CANDIDATE/OFFICEHOLDER) NAME:  Enter your full name.

20. FILER ID:  See instructions for Cover Sheet, page 1, section 1.

21. SCHEDULE SUBTOTALS: Complete this section only after you have completed all

applicable schedules.

Check the appropriate boxes to indicate which schedules are attached to your report. If a

schedule is not included in the report, leave the check box blank.
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Line 1- Schedule A1: Add the total amount of contributions itemized on Schedule A1.  

Enter that total on line 1.  Enter a “0” if you did not accept any contributions during the 

period covered. 

Line 2- Schedule A2: Add the total amount of non-monetary in-kind contributions 

itemized on Schedule A2 to the amount of unitemized non-monetary in-kind 

contributions accepted during the period covered. Enter that total on line 2. Enter a “0” 

if you did not accept any non-monetary in-kind contributions during the period 

covered. 

Line 3- Schedule B: Add the total amount of pledged contributions itemized on 

Schedule B to the amount of unitemized pledged contributions accepted during the 

period covered. Enter that total on line 3. Enter a “0” if you did not accept any pledged 

contributions during the period covered. 

Line 4- Schedule E: Add the total amount of loans itemized on Schedule E to the 

amount of unitemized loans accepted during the period covered. Enter that total on line 

4. Enter a “0” if you did not accept any loans during the period covered.

Line 5- Schedule F1: Add the total amount of political expenditures from political 

contributions itemized on Schedule F1. Enter that total on line 5. Enter a “0” if you did 

not make any political expenditures from political contributions during the period 

covered. 

Line 6- Schedule F2: Add the total amount of unpaid incurred obligations itemized on 

Schedule F2 to the amount of unitemized unpaid obligations incurred during the period 

covered. Enter that total on line 6. Enter a “0” if you did not incur any unpaid 

obligations during the period covered. 

Line 7- Schedule F3: Add the total amount of investments purchased from political 

contributions itemized on Schedule F3. Enter that total on line 7. Enter a “0” if you did 

not purchase any investments from political contributions during the period covered. 

Line 8- Schedule F4: Add the total amount of expenditures made by a credit card 

itemized on Schedule F4 to the amount of unitemized expenditures made by a credit 

card during the period covered. Enter that total on line 8. Enter a “0” if you did not 

make any expenditures by credit card during the period covered. 

Line 9- Schedule G: Add the total amount of political expenditures from personal 

funds itemized on Schedule G. Enter that total on line 9. Enter a “0” if you did not 

make any political expenditures from personal funds during the period covered. 

Line 10- Schedule H: Add the total amount of payments from political contributions to 

a business of the candidate or officeholder itemized on Schedule H. Enter that total on 

line 10. Enter a “0” if you did not make any payments from political contributions to a 

business of the candidate or officeholder during the period covered. 

Line 11- Schedule I: Add the total amount of non-political expenditures from political 

contributions itemized on Schedule I. Enter that total on line 11. Enter a “0” if you did 
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9. IN-KIND CONTRIBUTION DESCRIPTION:  Enter a description of the contribution.

The description should be sufficiently detailed to allow a person reviewing your report to

understand what was contributed.

“Check if Travel Outside of Texas” box: Check this box if the expenditure was 

for travel outside of Texas. The description of a political expenditure for travel 

outside of Texas must include detailed information.  Report this information on 

Schedule T. 

10. PRINCIPAL OCCUPATION OR JOB TITLE:  See instructions for Schedule A1, section

8.

11. EMPLOYER:  See instructions for Schedule A1, section 9.

Sections 12-16 pertain to judicial candidates and officeholders only. Do not complete these 

sections. If you are a judicial candidate or officeholder, use form JC/OH and the corresponding 

instructions. 
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SCHEDULE B:  PLEDGED CONTRIBUTIONS 

These instructions are for candidates and officeholders using SCHEDULE B: PLEDGED 

CONTRIBUTIONS. 

Use this schedule to disclose information about pledges accepted during the reporting period for 

campaign or officeholder purposes.  You are not required to include pledges of an individual’s 

personal services or travel if the individual receives no compensation from any source for the 

services.  Do not enter on this schedule information on contributions actually received, loans, or 

guarantees of loans.  (Report contributions actually received on Schedule A1 or Schedule A2, as 

applicable; report loans and guarantees of loans on Schedule E.) 

If you accept a pledge from a person to give you money, goods, services, or anything of value, 

that pledge is a reportable contribution and you must include the pledge on this schedule for the 

report covering the period in which you accept the pledge. 

Itemization:  You must itemize pledges that exceed $110 in the aggregate from one person 

during the reporting period.  If you accepted two or more pledges from the same person during 

the reporting period, the total of which exceeds $110, enter each pledge separately. Although you 

are not required to do so, you may also itemize pledges for $110 or less from one person. You 

must also disclose the receipt of the pledged contribution on Schedule A1 (used for monetary 

contributions) or A2 (used for non-monetary contributions), as applicable, in the reporting period 

in which you actually receive the pledged money or thing of value. If the pledge is accepted and 

received in the same reporting period, it is no longer a pledge disclosed here; it becomes a 

contribution disclosed on the applicable contributions schedule 

Note:  See the Campaign Finance Guide for more information on pledges. 

Each numbered item in these instructions corresponds to the same numbered item on the form. 

1. TOTAL PAGES SCHEDULE B:  After you have completed Schedule B, count the total

number of pages. Each side of a two-sided form counts as one page.

2. FILER NAME:  Enter your full name.

3. FILER ID:  See instructions for Cover Sheet, page 1, section 1.

4. TOTAL OF UNITEMIZED PLEDGES:  Enter the total amount of pledges that you

accepted during the period that did not exceed $110 in the aggregate per person.  Although

you are not required to do so, you may also itemize pledges of $110 or less on this schedule.

If you itemize some pledges of $110 or less, do not include those pledges in the total entered

here.  If you choose to itemize all pledges of $110 or less, enter a “0” here.

5. DATE:  Enter the date you accepted the pledge. Accepting a pledge is different from

receiving a contribution. You accept a pledge when you decide to accept it rather than reject

it.

Pledge accepted and received in different reporting periods: If you accept a pledge 

in one reporting period and then receive the pledged money or other thing of 

value in a later reporting period, you will disclose the pledge on this schedule in 
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the reporting period in which you accepted the pledge. You will also disclose the 

receipt of the pledged money or other thing of value on the appropriate incoming 

funds schedule (report monetary contributions on Schedule A1; report in-kind 

contributions on Schedule A2; report loans on Schedule E) in the reporting period 

in which you received the pledge. 

Pledge received in same reporting period as accepted: If you receive payment of a 

pledged contribution in the same reporting period in which the pledge was 

accepted, then you will not report the pledge on this schedule. You will only 

disclose the contribution on the appropriate incoming funds schedule (such as 

monetary or non-monetary contributions, or loans). For a pledged contribution 

paid in the same reporting period, the date of the contribution will be the date 

your committee accepted the pledge, regardless of what date within the reporting 

period that the pledged contribution was actually received. 

Pledge accepted but never received: You will disclose the pledge on this schedule 

in the reporting period in which you accepted the pledge. If you never actually 

receive the pledge, it is not necessary to correct your report to delete the pledge. 

Example:  In June a supporter promises that he will give Juan Garcia $1,000 in 

the last week before the November election.  Juan accepts his promise.  Juan must 

disclose the pledge on his July 15 report covering the period in which he accepted 

the pledge.  (Note:  When he receives the $1,000, he will disclose it as a monetary 

contribution on Schedule A1 of the report covering the period in which he 

received the money.  Also, if he never receives the $1,000, he does not 

correct/amend his report to delete the entry for the pledge.) 

6. FULL NAME OF PLEDGOR:  Enter the full name of the person who made the pledge.

“Out-of-State PAC” box:  See instructions for Schedule A1, section 5. 

7. PLEDGOR ADDRESS:  Enter the complete address of the person who made the pledge.

8. AMOUNT OF PLEDGE:  Enter the exact amount of the pledge or the fair market value of

any pledged goods or services or other thing of value, as applicable.

9. IN-KIND DESCRIPTION:  If the pledge was for goods or services or any other thing of

value, enter a description of the pledged goods or services or other thing of value.  The

description should be sufficiently detailed to allow a person reviewing your report to

understand what was pledged.

“Check if Travel Outside of Texas” box: Check this box if the expenditure was 

for travel outside of Texas. The description of a political expenditure for travel 

outside of Texas must include detailed information.  Report this information on 

Schedule T. 

10. PRINCIPAL OCCUPATION OR JOB TITLE: See instructions for Schedule A1, section

8.

11. EMPLOYER:  See instructions for Schedule A1, section 9.
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Note:  If you make an expenditure for goods or services to benefit another candidate, 

officeholder, or committee, enter the name of the vendor who sold you the goods or services.  

Do not enter the name of the person for whose benefit you made the expenditure.  Include 

that information under section 8, “Purpose of Expenditure.” 

6. AMOUNT: Enter the exact amount of the expenditure.

7. PAYEE ADDRESS: Enter the complete address of the person to whom the expenditure was

made.

“Check if individual’s residence address” box: Check the box if the payee’s address is the

payee’s residence.

8. PURPOSE OF EXPENDITURE:  You must disclose the purpose of the expenditure in two

parts: Category and Description. Merely disclosing the category of goods, services, or other

thing of value for which the expenditure was made does not adequately describe the purpose

of an expenditure.

(a) Category:  Select a category of goods, services, or other thing of value for which an

expenditure is made. If none of the listed categories apply, select “Other” and enter your

own category. Examples of acceptable categories include:

Advertising Expense

Accounting/Banking

Consulting Expense

Contributions/Donations Made By Candidate/Officeholder/Political Committee

Credit Card Payment

Event Expense

Fees

Food/Beverage Expense

Gifts/Awards/Memorials Expense

Legal Services

Loan Repayment/Reimbursement

Office Overhead/Rental Expense

Polling Expense

Printing Expense

Salaries/Wages/Contract Labor
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Solicitation/Fundraising Expense 

Transportation Equipment and Related Expense 

Travel In District 

Travel Out Of District 

Other (Enter your own category, if none of the listed categories apply) 

(b) Description:  Enter a brief statement or description of the candidate or officeholder

activity that was conducted by making the expenditure.  The brief statement or

description must include the item or service purchased and must be sufficiently specific,

when considered within the context of the description of the category, to make the reason

for the expenditure clear.  Merely disclosing the category of goods, services, or other

thing of value for which the expenditure is made does not adequately describe the

purpose of an expenditure.

“Check if travel outside of Texas” box:  Check this box if the expenditure was for

travel outside of Texas. The description of a political expenditure for travel outside of

Texas must include detailed information.  Report this information on Schedule T.

“Check if Austin, TX, officeholder living expense” box:  Check this box if the

expenditure is an officeholder expense for living in Austin, Texas.

For examples of acceptable ways to disclose the purpose of an expenditure, see "Examples: 

Purpose of Expenditures." 

9. DIRECT CAMPAIGN EXPENDITURE TO BENEFIT CANDIDATE/OFFICEHOLDER:

If you made a direct campaign expenditure to benefit another candidate or officeholder, enter

the full name of the candidate or officeholder and the name of the office sought or held,

including the district, precinct, or other designation of the office, as applicable.  (Attach

additional sheets to list multiple candidates.)  Do not complete this section if the expenditure

was not a direct campaign expenditure.

A “direct campaign expenditure” to benefit another candidate is not a “political contribution”

to that other candidate.  A direct campaign expenditure is a campaign expenditure that you

make on someone else’s behalf and without the prior consent or approval of that person.

This is in contrast to a political contribution, which the person has the opportunity to accept

or reject.

Example:  If you made expenditures to prepare and distribute an endorsement 

letter in support of a candidate after first asking for and getting the candidate’s 

approval, you made an in-kind contribution.  However, if you did not get the 

candidate’s approval before you made the expenditure, you made a direct 

campaign expenditure. 



Form C/OH – Instruction Guide 

Texas Ethics Commission Page 32 Revised 7/1/2026 

SCHEDULE F2: UNPAID INCURRED OBLIGATIONS 

These instructions are for candidates and officeholders using SCHEDULE F2: UNPAID 

INCURRED OBLIGATIONS. 

Use this schedule to disclose information about obligations to make an expenditure that you 

incurred during the reporting period but have not yet paid.  If under normal business practices, 

the amount of an expenditure is not known or readily ascertainable until receipt of a periodic bill, 

do not report it on this schedule. Do not enter on this schedule obligations that were incurred and 

paid during the reporting period, or other outgoing funds. (Report obligations incurred and paid 

during the reporting period on Schedule F1, F3, G, H, or I as appropriate, and report 

expenditures made by credit card on Schedule F4.) 

See the Campaign Finance Guide for Candidates and Officeholders for important restrictions 

regarding the use of political funds to rent or purchase real property. 

Itemization:  Itemization requirements differ depending on whether the unpaid incurred 

obligation is for a political or non-political expenditure. 

Unpaid Incurred Political Obligations: You must enter political obligations incurred 

but not yet paid to one individual or entity during the reporting period that in the 

aggregate exceed $230 on this schedule.  If you incurred more than one obligation to 

the same payee during the reporting period, the total of which exceeded $230, enter 

each expenditure separately. Although you are not required to do so, you may also 

report political obligations incurred to one person that do not exceed $230 in the 

period on this schedule.  If you choose not to itemize incurred political obligations of 

$230 and less on this schedule, you must total all unitemized obligations and report 

them in section 4 of this Schedule. You must also include that amount in the total 

unitemized political expenditures of $230 or less on the Cover Sheet, page 2, section 

17, line 3. 

Each numbered item in these instructions corresponds to the same numbered item on the form. 

1. TOTAL PAGES SCHEDULE F2:  After you have completed Schedule F2, count the total

number of pages. Each side of a two-sided form counts as one page.

2. FILER NAME:  Enter your full name.

3. FILER ID:  See instructions for Cover Sheet, page 1, section 1.

4. TOTAL OF UNITEMIZED UNPAID INCURRED OBLIGATIONS:  Enter the total

amount of political obligations incurred during the reporting period that do not exceed $230

in the aggregate per person, unless itemized on this schedule. You are not required to itemize

unpaid incurred political obligations of $230 or less, but if you choose to do so, do not

include those unpaid incurred obligations in the total you enter here.

5. DATE:  Enter the date the obligation was incurred.  Remember: expenditure obligations you

incurred and paid during the reporting period are entered on Schedule F1, G, H or I, as

applicable.  Expenditures made by credit card are disclosed on Schedule F4.
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6. PAYEE NAME:  See instructions for Schedule F1, section 5.

Note:  If you incurred an obligation for goods or services to benefit another candidate,

officeholder, or committee, enter the name of the vendor of the goods or services.  Do not

enter the name of the person for whose benefit you incurred the obligation.  Include that

information under section 10, “Purpose of Expenditure.”

7. AMOUNT:  Enter the exact amount of the incurred expenditure obligation.

8. PAYEE ADDRESS:  Enter the complete address of the person to whom the obligation is

owed.

“Check if individual’s residence address” box: Check the box if the payee’s address is the

payee’s residence.

9. TYPE OF EXPENDITURE:  Check only one box to indicate whether the incurred

obligation was political or non-political.

A non-political expenditure is an expenditure that is neither a campaign expenditure nor an

officeholder expenditure.  As a practical matter, very few expenditures made from political

contributions are non-political expenditures. For instance, expenditures for administrative

expenses, banking fees, and professional dues are typically political expenditures.

10. PURPOSE OF EXPENDITURE:  See instructions for Schedule F1, section 8.

11. DIRECT CAMPAIGN EXPENDITURE TO BENEFIT

CANDIDATE/OFFICEHOLDER:  See instructions for Schedule F1, section 9.
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7. DESCRIPTION OF INVESTMENT: Enter a brief statement or description of the 

investment. For example, “Ten shares of stock in ABC Company.” 

8. AMOUNT OF INVESTMENT: Enter the exact amount of the investment purchased. 
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SCHEDULE F4: EXPENDITURES MADE BY CREDIT CARD 

These instructions are for candidates and officeholders using SCHEDULE F4: EXPENDITURES 

MADE BY CREDIT CARD. Note: significant changes were made to Schedule F4 in 2022. 

Use this schedule to disclose information about expenditures made by a credit card.  You must 

disclose expenditures charged to a credit card on this schedule and identify the individual, entity, 

or vendor who receives payment from the credit card issuer.  When you pay the credit card bill, 

you must disclose the payment to the credit card issuer on Schedule F1 (used for political 

payments from political contributions), Schedule G (used for political payments from personal 

funds), Schedule H (used for payments from political contributions made to a business that you 

own or control), or Schedule I (used for non-political payments from political contributions), as 

applicable. 

Do not enter on this schedule: political expenditures from political contributions that were paid 

for with cash, check, or debit card; unpaid incurred obligations; political expenditures made from 

personal funds; or payments from political contributions made to a business that a candidate or 

officeholder owns or controls on this schedule. (Report political expenditures from political 

contributions that were paid for with cash, check or debit card on Schedule F1; report unpaid 

incurred obligations on Schedule F2; report the purchase of investments from political 

contributions on Schedule F3; report expenditures from personal funds on Schedule G; and 

report payments from political contributions made to a business that a candidate or officeholder 

owns or controls on Schedule H.) 

For examples regarding the disclosure of expenditures made by credit card, see “Examples:  

Reporting Expenditures Made by Credit Card.” 

Itemization:  Itemization requirements differ depending on whether the expenditure made by a 

credit card is for a political or non-political expenditure. 

Political Expenditures Made by Credit Card: You must itemize political expenditures 

made by credit card that exceed $230 (in the aggregate) to a single payee.  If you 

made two or more expenditures to the same payee during the reporting period, the 

total of which exceeded $230, enter each expenditure made by credit card separately. 

Although you are not required to do so, you may also report political expenditures 

made by credit card that do not exceed $230 in the reporting period on this schedule.  

If you choose not to itemize political expenditures made by credit card of $230 and 

less on this schedule, you must total all unitemized political expenditures and report 

them in section 4 of this Schedule. You must also include that amount in the total 

unitemized political expenditures of $230 or less on the Cover Sheet, page 2, section 

17, line 3. 

Each numbered item in these instructions corresponds to the same numbered item on the form. 

1. TOTAL PAGES SCHEDULE F4:  After you have completed Schedule F4, count the total

number of pages. Each side of a two-sided form counts as one page.

2. FILER NAME:  Enter your full name.
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SCHEDULE G:  POLITICAL EXPENDITURES MADE FROM PERSONAL 

FUNDS 

These instructions are for candidates and officeholders using SCHEDULE G: POLITICAL 

EXPENDITURES MADE FROM PERSONAL FUNDS. 

Use this schedule to disclose information about political expenditures from personal funds that 

were made during the reporting period. Alternatively, you may choose to disclose political 

expenditures from personal funds as a loan on Schedule E (see the Schedule E instructions above 

for more information). Do not enter on this schedule information about personal funds deposited 

in an account in which political contributions are held as permitted by section 253.0351(c) of the 

Election Code. (Report the deposit of personal funds into a political account as a loan on 

Schedule E.) 

Expenditures Made by Credit Card: You must disclose expenditures charged to a credit card 

on Schedule F4 and not on this schedule.  When you pay the credit card bill, you must disclose 

the payment to the credit card issuer on Schedule F1 (used for political payments from political 

contributions), Schedule G (used for political payments from personal funds), Schedule H (used 

for payments from political contributions made to a business that you own or control), or 

Schedule I (used for non-political payments from political contributions), as applicable.  See 

instructions for Schedule F4: Expenditures Made by Credit Card for more information. 

If you intend to seek reimbursement in any amount from political contributions for a political 

expenditure made from personal funds, you must either report the expenditure on Schedule E or 

itemize the expenditure on this schedule and check the box in Section 6 to indicate that you 

intend to seek reimbursement from political contributions.  You may not correct a report to 

allow reimbursement.  When you reimburse yourself, disclose the reimbursement as an outgoing 

political expenditure on Schedule F1. 

See the Campaign Finance Guide for important restrictions regarding the use of political funds to 

rent or purchase real property. 

Itemization:  If you choose to report political expenditures from personal funds on this schedule, 

you must itemize political expenditures paid to one individual or entity during the reporting 

period that in the aggregate exceed $230 on this schedule.  If you made more than one 

expenditure to the same payee during the reporting period, the total of which exceeded $230, 

enter each expenditure separately. Although you are not required to do so, you may also report 

expenditures to one person that do not exceed $230 in the period on this schedule. You must total 

all political expenditures from personal funds that you do not itemize on this schedule and 

include them in the total of unitemized political expenditures on the Cover Sheet, page 2, section 

17, line 3. 

Officeholder expenditures from personal funds for which you do not intend to seek 

reimbursement are not required to be reported on this schedule or included in the total of 

unitemized political expenditures. 

Each numbered item in these instructions corresponds to the same numbered item on the form. 
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1 TOTAL PAGES SCHEDULE G:  After you have completed Schedule G, count the total 

number of pages. Each side of a two-sided form counts as one page. 

2. FILER NAME:  Enter your full name.

3. FILER ID:  See instructions for Cover Sheet, page 1, section 1.

4. DATE:  Enter the date the expenditure was made.

5. PAYEE NAME:  See instructions for Schedule F1, section 7.

6. AMOUNT:  Enter the exact amount of the expenditure.

“Reimbursement from Political Contributions Intended” box:  Check this box if you

intend to reimburse yourself for the expenditure.  (In order to be reimbursed from political

contributions in any amount for an expenditure made out of personal funds, you must itemize

the expenditure on this schedule and check this box, or you must report the expenditure as a

loan to yourself on Schedule E.) If you do not check this box at the time you file your report,

you cannot correct/amend your report later to check this box without subjecting yourself to a

possible penalty.

7. PAYEE ADDRESS:  Enter the complete address of the person to whom the expenditure was

made.

8. PURPOSE OF EXPENDITURE:  See instructions for Schedule F1, section 8.

9. DIRECT CAMPAIGN EXPENDITURE TO BENEFIT

CANDIDATE/OFFICEHOLDER:  See instructions for Schedule F1, section 9.
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SCHEDULE H:  PAYMENT FROM POLITICAL CONTRIBUTIONS TO A 

BUSINESS OF C/OH 

These instructions are for candidates and officeholders using SCHEDULE H: PAYMENT FROM 

POLITICAL CONTRIBUTIONS TO A BUSINESS OF C/OH. 

Use this schedule to disclose information about payments from political contributions that were 

made to a business in which you have an interest of more than 10%, a position on the governing 

body, or a position as an officer.  Do not enter on this schedule other payments from political 

contributions made during the reporting period. 

See the Campaign Finance Guide for Candidates and Officeholders for a discussion on the 

important restrictions on making and reporting payments from political contributions to a 

business in which you have an interest. 

This schedule is for payments to a business in which you have one or more of the following 

interests or positions: 

1) a participating interest of more than 10%;

2) a position on the governing body of the business; or

3) a position as an officer of the business.

Itemization:  You must enter all payments from political contributions made to certain 

businesses (as defined above) of a candidate or officeholder made during the reporting period on 

this schedule, regardless of the amount. 

Each numbered item in these instructions corresponds to the same numbered item on the form. 

1. TOTAL PAGES SCHEDULE H:  After you have completed Schedule H, count the total

number of pages. Each side of a two-sided form counts as one page.

2. FILER NAME:  Enter your full name.

3. FILER ID:  See instructions for Cover Sheet, page 1, section 1.

4. DATE: Enter the date you made the payment.

5. BUSINESS NAME:  Enter the full name of the business to which you made the payment.

6. AMOUNT:  Enter the exact amount of the payment.

7. BUSINESS ADDRESS:  Enter the complete address of the business to which you made the

payment.

8. PURPOSE OF EXPENDITURE:  See instructions for Schedule F1, section 8.

9. DIRECT CAMPAIGN EXPENDITURE TO BENEFIT

CANDIDATE/OFFICEHOLDER:  See instructions for Schedule F1, section 9.
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SCHEDULE I:  NON-POLITICAL EXPENDITURES MADE FROM 

POLITICAL CONTRIBUTIONS 

These instructions are for candidates and officeholders using SCHEDULE I: NON-POLITICAL 

EXPENDITURES MADE FROM POLITICAL CONTRIBUTIONS. 

Use this schedule to disclose information about non-political expenditures from political 

contributions made during the reporting period.  Do not enter political expenditures on this 

schedule.  Also, do not enter non-political expenditure obligations you incurred in this reporting 

period but have not yet paid or non-political expenditures made by credit card. (Report unpaid 

incurred obligations on Schedule F2; report expenditures made by a credit card on Schedule F4.) 

Expenditures Made by Credit Card:  You must disclose non-political expenditures charged to 

a credit card on Schedule F4 and not on this schedule.  When you pay the credit card bill, you 

must disclose the payment to the credit card issuer on Schedule F1 (used for political payments 

from political contributions), Schedule G (used for political payments from personal funds), 

Schedule H (used for payments from political contributions made to a business that you own or 

control), or Schedule I (used for non-political payments from political contributions), as 

applicable.  See instructions for Schedule F4: Expenditures Made by Credit Card for more 

information. 

Itemization:  You must enter all non-political expenditures from political contributions on this 

schedule, regardless of the amount.  A non-political expenditure is an expenditure that is neither 

a campaign expenditure nor an officeholder expenditure, as defined in section 251.001 of the 

Election Code.  As a practical matter, very few expenditures made from political contributions 

are non-political expenditures. For instance, expenditures for administrative expenses, banking 

fees, and professional dues are typically political expenditures.  You may not convert political 

contributions to personal use. 

Each numbered item in these instructions corresponds to the same numbered item on the form. 

1. TOTAL PAGES SCHEDULE I:  After you have completed Schedule I, count the total 

number of pages. Each side of a two-sided form counts as one page. 

2. FILER NAME:  Enter your full name. 

3. FILER ID:  See instructions for Cover Sheet, page 1, section 1. 

4. DATE:  Enter the date the expenditure was made. 

5. PAYEE NAME:  See instructions for Schedule F1, section 5. 

6. AMOUNT:  Enter the exact amount of the expenditure. 

7. PAYEE ADDRESS:  Enter the complete address of the person to whom the expenditure was 

made. 

8. PURPOSE OF EXPENDITURE:  See instructions for Schedule F1, section 8. 
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at any time. You may not retain these unexpended funds longer than six years after the date of 

filing a final report. For information about important restrictions regarding the use and reporting 

of unexpended contributions, see the Campaign Finance Guide for Candidates and Officeholders. 

COMPLETING THE FORM 

Each numbered item in these instructions corresponds to the same numbered item on the form. 

1. C/OH NAME:  Enter your full name. 

2. FILER ID:  If you are filing with the Commission, enter your Filer ID.  If you do not file 

with the Commission, you are not required to enter a Filer ID. 

3. SIGNATURE: You must sign this section to indicate that you understand the consequences 

of filing a final report. 

4. FILER WHO IS NOT AN OFFICEHOLDER: Complete this section if you are not an 

officeholder at the time of filing your final report.  Be sure to check the appropriate box in 

both sections A and B and sign on the “Signature” line. 

5. OFFICEHOLDER: Complete this section if you are an officeholder at the time of filing 

your final report. You must check the box to indicate awareness of further filing 

requirements. 
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ADDITIONAL INFORMATION REGARDING EXPENDITURES 

EXAMPLES:  REPORTING EXPENDITURES MADE BY CREDIT CARD 

This list is for illustrative purposes only.  It is intended to provide helpful information and to 

assist filers in reporting expenditures made by credit card and payments made to credit card 

issuers. 

Keep in mind that this reporting system is not an accounting system and duplication of 

expenditures is not uncommon when reporting transactions related to expenditures made by 

credit card. 

Example #1:  Candidate Using Credit Card to Make Political Expenditures and Using 

Political Contributions to Pay the Entire Credit Card Bill in the Same Reporting Period 

A candidate for elected office uses her credit card to buy $1,000 in campaign office supplies 

from an office store. During the same reporting period, the candidate uses her credit card to buy 

$500 in political advertising signs from a sign company.  During the same reporting period, the 

candidate makes a single payment from her political contributions account to pay the $1,500 

credit card bill. 

To report that activity, the candidate would report all of the following on a campaign finance 

report (Form C/OH) covering the period in which she made the credit card charges and sent the 

payment to the credit card issuer: 

1. The candidate fills out one page of the “Expenditures Made by Credit Card” Schedule

(F4). The credit card issuer’s name is included in section 5. The candidate fills out

sections 6 through 9 twice, once for the $1,000 expenditure and again for the $500

expenditure.

2. For the $1,000 expenditure, the candidate reports an amount charged of $1,000 in section

6(a), the date the expenditure was made in section 6(b), and the date the credit card issuer

was paid $1,500 in section 6(c).  She identifies the office store in section 7 as the payee

of the expenditure and includes their address. Section 8’s category for the expenditure is

“Office Overhead/Rental Expense,” and the description is “Campaign Office Supplies.”

In Section 8 of the schedule, the box for “Political” is also checked.

3. For the $500 expenditure, the candidate reports an amount charged of $500 in section

6(a), the date the expenditure was made in section 6(b), and the date the credit card issuer

was paid $1,500 in section 6(c).  She identifies the sign company in section 7 as the

payee of the expenditure and includes their address. Section 8’s category for the

expenditure is “Advertising Expense,” and the description is “Political Advertising

Signs.”  In Section 8 of the schedule, the box for “Political” is also checked.

4. For the payment to the credit card issuer:  a $1,500 expenditure is reported on the

“Political Expenditures from Political Contributions” Schedule (F1). The schedule

identifies the credit card issuer as the payee of the expenditure and includes the address,

date, amount, a category of the expenditure as “Credit Card Payment,” and a description

as ”Payment of credit card bill for credit card expenditures.”
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5. Both $1,500 amounts reported on Schedules F4 and F1 are also included in the

appropriate totals sections of Cover Sheet Pages 2 and 3.

Example #2:  Candidate Using Credit Card to Make a Political Expenditure and Using 

Personal Funds to Pay the Entire Credit Card Bill in the Same Reporting Period 

A candidate for non-judicial office uses his credit card to purchase $3,000 in political advertising 

materials from a print shop. During the same reporting period, the candidate makes one payment 

from his personal funds account to pay the entire $3,000 credit card bill. 

To report that activity, the candidate would report all of the following on a campaign finance 

report (Form C/OH) covering the period in which he made the credit card charge and sent the 

payment to the credit card issuer: 

1. The candidate fills out one page of the “Expenditures Made by Credit Card” Schedule

(F4). The credit card issuer’s name is included in section 5. The candidate fills out

sections 6 through 9 once, for the $3,000 expenditure.

2. The candidate reports an amount charged of $3,000 in section 6(a), the date the

expenditure was made in section 6(b), and the date the credit card issuer was paid $3,000

in section 6(c). He identifies the print shop in section 7 as the payee of the expenditure

and includes their address. Section 8’s category for the expenditure is “Advertising

Expense,” and the description is “Political Advertising Materials.” In Section 8 of the

schedule, the box for “Political” is also checked.

3. For the payment to the credit card issuer:  a $3,000 expenditure is reported on the

“Political Expenditures Made from Personal Funds” Schedule (G). The schedule

identifies the credit card issuer as the payee of the expenditure and includes the address,

date, amount, a category of the expenditure as “Credit Card Payment,” and a description

as “Payment of credit card bill for political advertising materials.”  If the candidate

intends to seek reimbursement from political contributions, the candidate may also check

the appropriate box in Section 6.

4. Both $3,000 amounts reported on Schedules F4 and G are also included in the

appropriate sections of Cover Sheet Pages 2 and 3.

Example #3:  Political Committee Using Credit Card to Make a Political Expenditure and 

Using Political Contributions to Pay the Credit Card Bill in Different Reporting Periods 

A general-purpose committee (GPAC) uses its credit card to buy $500 in political advertising in 

a newspaper. The committee receives the statement from the credit card issuer but does not send 

a payment until after the reporting period ends. When the committee sends a payment to the 

credit card issuer, it makes a $500 payment from its political contributions account. 

To report the credit card charge, the committee’s campaign treasurer would report all of the 

following on a campaign finance report (Form GPAC) covering the period in which it made the 

credit card charge: 
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1. The GPAC fills out one page of the “Expenditures Made by Credit Card” Schedule (F4).

The credit card issuer’s name is included in section 5. The GPAC fills out sections 6

through 9 once, for the $500 expenditure.

2. The GPAC reports an amount charged of $500 in section 6(a), the date the expenditure

was made in section 6(b), and leaves section 6(c) blank. They identify the newspaper in

section 7 as the payee of the expenditure and include their address. Section 8’s category

for the expenditure is “Advertising Expense,” and the description is “Political

Advertising.” In Section 8 of the schedule, the box for “Political” is also checked.

3. The $500 amount reported on the “Expenditures Made by Credit Card” Schedule (F4)

will also be included in the appropriate sections of Cover Sheet Pages 2 and 3.

To report the payment to the credit card issuer, the committee’s campaign treasurer would also 

report all of the following on a campaign finance report (Form GPAC) covering the period in 

which it made the payment to the credit card issuer: 

1. The GPAC reports a $500 expenditure on the “Political Expenditures from Political

Contributions” Schedule (F1). The schedule identifies the credit card issuer as the payee

of the expenditure and includes the address, date, amount, a category of the expenditure

as “Credit Card Payment,” and a description as “Payment of credit card bill for political

advertising.”

2. The $500 amount reported on the “Political Expenditures from Political Contributions”

Schedule (F1) will also be included in the appropriate sections of Cover Sheet Pages 2

and 3.

Example #4: Candidate Using Credit Card to Make a Political Expenditure and Using 

Political Contributions to Pay the Credit Card Bill in Different Reporting Periods 

A candidate for judicial office uses her credit card to buy $500 in political advertising in a 

newspaper. The candidate receives the statement from the credit card issuer but does not send a 

payment until after the reporting period ends. When the candidate sends a payment to the credit 

card issuer, she makes a $500 payment from her political contributions account. 

To report the credit card charge, the candidate would report all of the following on a campaign 

finance report (Form JC/OH) covering the period in which she made the credit card charge: 

1. The judicial candidate fills out one page of the “Expenditures Made by Credit Card”

Schedule (F4). The credit card issuer’s name is included in section 5. The candidate fills

out sections 6 through 9 once, for the $500 expenditure.

2. The judicial candidate reports an amount charged of $500 in section 6(a), the date the

expenditure was made in section 6(b), and leaves section 6(c) blank. She identifies the

newspaper in section 7 as the payee of the expenditure and includes their address. Section

8’s category for the expenditure is “Advertising Expense,” and the description is

“Political Advertising.” In Section 8 of the schedule, the box for “Political” is also

checked.
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3.  The $500 amount reported on the “Expenditures Made by Credit Card” Schedule (F4) 

will also be included in the appropriate sections of Cover Sheet Pages 2 and 3. 

To report the payment to the credit card issuer, the judicial candidate would also report all of the 

following on a campaign finance report (Form JC/OH) covering the period in which the payment 

to the credit card issuer was made: 

1. The judicial candidate reports a $500 expenditure on the “Political Expenditures from 

Political Contributions” Schedule (F1). The schedule identifies the credit card issuer as 

the payee of the expenditure and includes the address, date, amount, a category of the 

expenditure as “Credit Card Payment,” and a description as “Payment of credit card bill 

for political advertising.” 

2. The $500 amount reported on the “Political Expenditures from Political Contributions” 

Schedule (F1) will also be included in the appropriate sections of Cover Sheet Pages 2 

and 3. 

Example #5:  Political Committee Using Credit Card to Make a Political Expenditure and 

Using Political Contributions to Make Partial Payments of the Credit Card Bill in Different 

Reporting Periods 

A general-purpose committee (GPAC) uses its credit card to buy $5,000 in political advertising 

for a mailer from a printing company. The committee receives the statement from the credit card 

issuer and makes one or more partial payments from political contributions of $2,000 in that 

same reporting period. The committee pays the remaining $3,000 from political contributions to 

the credit card issuer in a different reporting period.  

To report the credit card charge, the committee’s campaign treasurer would report all of the 

following on a campaign finance report (Form GPAC) covering the period in which it made the 

credit card charge: 

1. The GPAC fills out one page of the “Expenditures Made by Credit Card” Schedule (F4). 

The credit card issuer’s name is included in section 5. The GPAC fills out sections 6 

through 9 once, for the $5,000 expenditure.   

2. The GPAC reports an amount charged of $5,000 in section 6(a), the date the expenditure 

was made in section 6(b), and reports the date (or dates) during that reporting period on 

which the $2,000 was paid in section 6(c). They identify the printing company in section 7 

as the payee of the expenditure and include their address. Section 8’s category for the 

expenditure is “Advertising Expense,” and the description is “Political Advertising.” In 

Section 8 of the schedule, the box for “Political” is also checked. 

3. The $5,000 amount reported on “Expenditures Made by Credit Card” Schedule (F4) will 

also be included in the appropriate sections of Cover Sheet Pages 2 and 3. 

To report the payments to the credit card issuer, the committee’s campaign treasurer would also 

report all of the following on a campaign finance report (Form GPAC): 

1. For the $2,000 payment(s) made during the same period that the expenditure was made, 

the GPAC reports a $2,000 expenditure on the “Political Expenditures from Political 
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Contributions” Schedule (F1). The schedule identifies the credit card issuer as the payee of 

the expenditure and includes the address, date, amount, a category of the expenditure as 

“Credit Card Payment,” and a description as “Payment of credit card bill for political 

advertising.” 

2. For the $3,000 payment made during a different reporting period, the GPAC reports a

$3,000 expenditure on the “Political Expenditures from Political Contributions” Schedule

(F1). The schedule identifies the credit card issuer as the payee of the expenditure and

includes the address, date, amount, a category of the expenditure as “Credit Card Payment,”

and a description as “Payment of credit card bill for political advertising.”

3. The $2,000 and $3,000 amounts reported on the “Political Expenditures from Political

Contributions” Schedule (F1) will also be included in the appropriate sections of Cover

Sheet Pages 2 and 3 for each reporting period.
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expenditure made from personal funds reported as a loan” is an acceptable brief 

description. 

Method #3: Deposit personal funds in an account in which your political contributions are 

maintained and report that amount as a loan on the "Loans" schedule (Schedule E). Next, report 

the political expenditures made from that loan as if they were made from political funds (report 

on Schedules F1, F2, F3, or H as appropriate). When you reimburse yourself, which could be 

months or years later, report the reimbursement on the Schedule F1. The reimbursement may not 

exceed the amount reported as a loan. Personal funds deposited in an account in which political 

contributions are held are subject to the personal use restriction.) 

Example: In one reporting period, Candidate C opens a campaign bank account 

and deposits $5,000 of her own personal funds into the account. She makes one 

$3,000 expenditure for political advertising. Candidate C has no other activity in 

the reporting period. She reports the $5,000 as a loan on Schedule E, itemizes the 

$3,000 expenditure for the political advertising on Schedule F1, and includes the 

remaining $2,000 on her contributions maintained at the end of the reporting 

period total. A year later, Candidate C reimburses herself from political 

contributions by disclosing the reimbursement on Schedule F1. Candidate C is the 

payee, the category of expenditure is "Loan Repayment/Reimbursement," and 

"political expenditure made from personal funds reported as a loan" is an 

acceptable brief description. 
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EXAMPLES: REPORTING STAFF REIMBURSEMENT 

This list is for illustrative purposes only.  It is intended to provide helpful information and to 

assist filers in reporting staff reimbursements. 

When a staff member makes political payment(s) out of his or her personal funds, how you 

disclose the payment(s) depends on two things: 1) the aggregate total of those payments in the 

reporting period; and 2) whether or not you reimburse the staff worker in the same reporting 

period. 

Example #1: The payment out of the staff worker's personal funds does not exceed $5,000 in the 

reporting period and you reimburse the staff worker from political funds in the same reporting 

period – Itemize the payment (if over the $230 itemization threshold) on Schedule F1 as if you 

made the expenditure directly to the vendor out of your political funds, with the name of the 

vendor who sold the goods or services as the payee for the expenditure. Do not disclose as the 

payee the name of your staff worker. 

Example #2: The payment(s) out of the staff worker's personal funds are over $5,000 in the 

aggregate in the reporting period and you reimburse the staff worker from political funds in the 

same reporting period – Use a 3-step process, disclosing everything on the same report: (1) On 

Schedule E, disclose the total amount paid from the staff worker's personal funds as a loan from 

the staff worker to your campaign; (2) On Schedule F1, itemize the payments made by your staff 

worker separately, with the names of the vendors who sold the goods or services to your staff 

worker as the payees for the expenditures. Do not disclose as the payee the name of your staff 

worker; and (3) On Schedule F1, disclose the payment to your staff worker for the 

reimbursement of the loan. 

Example #3: The payment(s) out of the staff worker's personal funds do not exceed $5,000 in 

the aggregate in the reporting period but you reimburse the staff worker from political funds in a 

different reporting period – Use a 3-step process, disclosing steps 1 and 2 on the same report and 

step 3 later, when the reimbursement occurs: (1) On Schedule E, disclose the total amount paid 

from the staff worker's personal funds as a loan from the staff worker to your campaign; (2) On 

Schedule F1, itemize the payments made by your staff worker separately, with the names of the 

vendors who sold the goods or services to your staff worker as the payees for the expenditures. 

Do not disclose as the payee the name of your staff worker; and (3) When you reimburse your 

staff worker, if ever, disclose on Schedule F1 of the report covering the period in which the 

reimbursement occurs the payment to your staff worker for the reimbursement of the loan. 
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ARTICLE 9.500 

CODE OF ETHICS AND CONDUCT FOR CITY OFFICIALS AND EMPLOYEES 

DIVISION 1 

Code of Ethics 

§ 9.501. Statement of Purpose. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.502. Definitions. 

The following words, terms and phrases, when used in this article, shall have the meanings 

subscribed to them in this section. 

Business. A corporation, partnership, sole proprietorship, firm, holding company, joint stock 

company, receivership, trust or any other for profit or non-profit entity. 

City council. The legislative and governing body of the city consisting of the mayor and city 

council members. 

City official. Any member of the city council and any appointed member of a board, 

commission, or committee set up by ordinance, resolution, state law or otherwise, on a 

temporary or permanent basis, and the city manager. 

Employee. Any person employed by the city, including those individuals on a part-time basis, 

including independent contractors hired by the city for repetitive performance of services, but 

not independent contractors engaged for occasional services or professional services. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.503. Act in the Public Interest. 

Recognizing that stewardship of the public interest must be their primary concern, city 

officials and employees will work for the common good of the people of the city and not for 

any private or personal interest, and they will assure fair and equal treatment of all persons, 

claims and transactions coming before the city council, boards, commissions, and committees. 

(a) The citizens and businesses of Gonzales are entitled to have fair, ethical and accountable 

local government which earns the public’s full confidence for integrity. The strong desire 

of the City of Gonzales to fulfill this expectation therefore requires that city officials, 

both elected and appointed, and employees: 

(1) Comply with both the letter and spirit of the laws and policies affecting the 

operations of government; 

(2) Be independent, impartial and fair in their judgment and actions; 

(3) The office or position be used for the public good, not for personal gain; and 

(b) To this end, the city council has adopted this code of ethics and conduct for city officials 

and employees to assure public confidence in the integrity of local government and its 

effective and fair operation. 

City of Gonzales, TX
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(Ordinance 2020-25 adopted 11/16/20) 

§ 9.504. Comply with the Law. 

City officials and employees shall comply with the laws of the nation, the state, and the city 

in the performance of their public duties. These laws include but are not limited to: the United 

States and Texas constitutions; laws pertaining to conflicts of interest, election campaigns, 

financial disclosures, employer responsibilities, and open processes of government; and city 

ordinances and policies. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.505. Conduct of City Officials and Employees. 

The professional and personal conduct of city officials and employees must be above reproach 

and avoid even the appearance of impropriety. City officials and employees shall refrain from 

abusive conduct, personal charges or verbal attacks upon the character or motives of other city 

officials and employees, board, commission, and committee members and the public. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.506. Respect for Process. 

City officials and employees shall perform their duties in accordance with the processes 

and rules of order established by the city council and boards, commissions, and committees 

governing the public deliberation of public policy issues, meaningful involvement of the 

public, and implementation of policy decisions of the city council by city staff. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.507. Conduct of Public Meetings. 

City officials have an obligation to attend meetings and be prepared for public issues; listen 

courteously and attentively to all public discussions before the body; and focus on the business 

at hand. They shall refrain from interrupting other speakers, making personal comments not 

germane to the business of the body, or otherwise interfere with the orderly conduct of 

meetings. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.508. Decisions Based on Merit. 

It is expected that city officials and employees review material, participate in discussion and 

base their decisions on the merits and substance of the matter at hand. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.509. Communication. 

Prior to permitting final action to be taken on a matter under consideration city officials and 

employees shall publicly share substantive information, which they may have received from 

sources outside the public decision-making process, that is relevant to such action by the 

council, boards, commissions, or committees. 

(Ordinance 2020-25 adopted 11/16/20) 
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§ 9.510. Conflicts of Interest and Disclosure. 

City officials and employees shall familiarize themselves and abide by the following conflicts 

of interest and disclosure statutes and principles: 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.511. Corruption. 

City officials and employees shall familiarize themselves and abide by the Penal Code 

mandates concerning corruption, including specifically section 36.02 prohibiting bribes, 

section 36.08(d) prohibiting illegal benefits, section 36.09 prohibiting receipt of prohibited 

gifts, section 39.02 concerning abuse of official capacity and section 39.06(a) concerning 

misuse of official information. (Penal Code section 36.10 provides the exceptions to 36.08 and 

36.09.) 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.512. Political Advocacy. 

(1) Section 171 of the Local Government Code which requires councilmembers and certain 

officers to file an affidavit disclosing a substantial interest in a business or property that 

would be beneficially affected by a decision of the city council and thereafter abstaining 

from participation in discussion and voting on the matter. Once the disclosure is made 

the city official is to remove themselves from the meeting area to ensure their presence 

does not hinder the discussion of the item or influence the vote. 

(2) Section 176 of the Local Government Code which requires city council members and the 

city manager to file a conflicts disclosure statement disclosing any business relationship 

with a person or business doing business with the city or being considered by the city for 

a business relationship. 

(3) Section 176.003(a)(2)(B) of the Local Government Code which requires the disclosure 

of gifts of an aggregate value of more than $250.00 in the twelve (12) month period 

preceding a transaction described in section 176, other than gifts of food, lodging, 

transportation, or entertainment accepted as a guest. 

(4) Sections 553.001-553.003 of the Government Code which requires the filing of an 

affidavit before the date the city will acquire a property in which public servants have a 

legal or equitable interest. 

(5) City employees shall disclose potential conflicts of interest to their supervisor and avoid 

participation in the handling of matters wherein employees have a personal interest. 

(6) In order to assure their independence and impartiality on behalf of the public good, city 

officials and employees are prohibited from using their positions to influence government 

decisions in which they have a personal interest. 

(a) City officials and employees shall not utilize the city’s name or logo for purposes of 

endorsing any political candidate or business. City employees shall not engage in 

electioneering while on the job. Electioneering means working for the election of a 

candidate to political office. 
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(Ordinance 2020-25 adopted 11/16/20) 

§ 9.513. Confidential Information. 

City officials and employees shall respect the confidentiality of information concerning city 

property, personnel or proceedings of the city. They shall neither disclose confidential 

information without proper legal authorization, nor use such information to advance their 

personal interests. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.514. Use of Public Resources. 

City officials and employees shall not use public resources generally unavailable to the public, 

such as city staff time, equipment, supplies or facilities, for private gain or personal purposes. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.515. Representation of Private Interests. 

In keeping with their role as stewards of the public interest, city officials and employees 

shall not appear on behalf of private interests of third parties before the council or any board, 

commission, committee, or proceeding of the city. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.516. Advocacy. 

City officials and employees shall represent the official policies or positions of the city 

council, board, commission, or committee to the best of their ability when designated as 

delegates for this purpose. When presenting their individual opinions and positions, city 

officials and employees shall explicitly state they do not represent their body or the city, nor 

will they allow the inference that they do. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.517. Policy Role of City Officials and Employees. 

City officials and employees shall respect and adhere to the city governmental structure as 

outlined in state law, the city’s policies and procedures. In this structure, the city council 

determines the policies of the city with the advice, information and analysis provided by the 

public, boards, commissions, and committees and city staff. Except as provided by the city 

ordinance, city officials therefore shall not interfere with the administrative functions of the 

city or the professional duties of the city staff; nor shall they impair the ability of staff to 

implement council policy decisions. 

(b) City employees shall not be appointed or retained on the basis of their political support 

or activities. Employees shall not engage in political activities relating to a campaign for 

elective office while in uniform or on active duty. Employees elected to city offices shall 

be required to resign their employment upon acceptance of the office. 

(c) City employees are prohibited from using their municipal title or position in any 

advertisement or endorsement of products, persons or activities, without exclusive 

authorization by the city council. 
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(Ordinance 2020-25 adopted 11/16/20) 

§ 9.518. Independence of Boards, Commissions, and Committees. 

Because of the value of the independent advice of boards, commissions, and committees 

to the public decision-making process, city officials shall refrain from using their position 

to influence unduly the deliberations or outcomes of board, commission, and committee 

proceedings. This section should not be interpreted to limit the participation of a city official 

on a board, commission or committee to which they have been duly appointed by the city 

council. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.519. Positive Work Place Environment. 

City officials shall support the maintenance of a positive and constructive work place 

environment for city employees and for citizens and businesses dealing with the city. City 

officials shall recognize their special role in dealing with city employees and refrain from 

creating the perception of inappropriate direction to staff. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.520. Implementation. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.521. Compliance and Enforcement. 

(a) As an expression of the standards of conduct for city officials and employees expected 

by the city, the Gonzales Code of Ethics and Conduct is intended to be self-enforcing. It 

therefore becomes most effective when city officials and employees are thoroughly 

familiar with it and embrace its provisions. 

(b) Ethical standards shall be included in the regular orientations for candidates for city 

council, applicants to boards, commissions, and committees and newly elected and 

appointed officials and new employees. 

(c) City officials and employees entering office, including those appointed to boards, 

commissions and committees shall sign a statement affirming they have read and 

understood the City of Gonzales Code of Ethics and Conduct. In addition, the code of 

ethics and conduct shall be reviewed periodically by the city council, boards, 

commissions, and committees, and the city council shall consider recommendations from 

boards, commissions, committees, employees, and citizens for revision as it becomes 

necessary. 

(a) The Gonzales Code of Ethics and Conduct expresses standards of ethical conduct 

expected for city officials and employees of the city council, boards, commissions, and 

committees. 

(b) City officials and employees themselves have the primary responsibility to assure that 

ethical standards are understood and met, and that the public can continue to have full 

confidence in the integrity of government. 
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(Ordinance 2020-25 adopted 11/16/20) 

§ 9.522. through § 9.529. (Reserved) 

(c) The chairs of boards, commissions, and committees and the mayor have the additional 

responsibility to intervene when city officials’ actions appear to be in violation of the 

code of ethics and conduct and are brought to their attention. 

(d) The city council may impose sanctions, such as reprimand, formal censure, or loss of 

committee assignment, on city officials whose conduct does not comply with the city’s 

ethical standards. The city council also may act to remove members of boards, 

commissions, and committees from office. 
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DIVISION 2 

Rules of Procedure 

§ 9.530. Definitions. 

As used in this rules of procedures, the following words and phrases have the meaning 

ascribed to them in this section, unless the context requires otherwise or more specific 

definitions set forth elsewhere in this code apply 

Before the City. Representation or appearance “before the City” means before the city council; 

before a board, commission, or other city entity; or before a city official. Representation 

“before the city” does not include representation before a board where members of that board 

are not wholly appointed by the city council. 

Business Days. The days of the week, Monday through Friday, in which the administrative 

offices of the city are open for business. 

City. The City of Gonzales. 

Code of Ethics. “Code of ethics,” “ethics code,” or “this code” means the city’s code of ethics, 

its amendment(s), and/or enhanced definitions. 

Complainant. An individual who has filed a sworn complaint with the city secretary as 

provided herein. 

Confidential Government Information. Includes all information held by the city that is not 

available to the public under the Texas Public Information Act and any information from a 

meeting closed to the public pursuant to the Texas Open Meetings Act, unless disclosure is 

permitted under the Open Meetings Act. 

Ethics Law. Includes the ethics code of the city and any applicable state statutes that establish 

rules and regulations for elected and appointed city officials. 

Ethical Violation. Includes violations of any of those enactments. 

Intentionally. A person acts intentionally, or with intent, with respect to the nature of his or 

her conduct or to a result of his or her conduct when it is his conscious objective or desire to 

engage in the conduct or cause the result. 

Knowingly. A person acts knowingly, or with knowledge, with respect to the nature of his or 

her conduct or to circumstances surrounding his or her conduct when he or she is aware of the 

nature of his or her conduct or that the circumstances exist. A person acts knowingly, or with 

knowledge, with respect to a result of his or her conduct when he or she is aware that his or 

her conduct is reasonably certain to cause the result. 

Official. The term “official” or “city official” includes the mayor and members of the city 

council. Members of all boards, commissions, committees, and other bodies created by the 

city council pursuant to federal or state law or city ordinance, including entities that may 

be advisory only in nature, who are appointed by the mayor, the city council, or who are 

designated in the bylaws or organization papers of the entity to serve on behalf of the city; and 

board members of any entity who are appointed by the mayor or city council to such board 

membership. 

Official Action. Includes any affirmative act (including the making of a recommendation) 
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within the scope of, or in violation of, an official’s duties 

Official Information. Includes information gathered or created by or on behalf of the city, in 

the conduct of the city’s business, and under the power and authority of the city as a political 

subdivision of the state. 

Recklessly. A person acts recklessly, or is reckless, with respect to circumstances surrounding 

his or her conduct or the result of his or her conduct when he or she is aware of but consciously 

disregards a substantial and unjustifiable risk that the circumstances exist or the result will 

occur. The risk must be of such a nature and degree that its disregard constitutes a gross 

deviation from the standard of care that an ordinary person would exercise under all the 

circumstances as viewed from the actor’s standpoint. 

Representation. A presentation of fact-either by words or by conduct-made to induce someone 

to act. “Representation” does not include appearance as a witness in litigation or other official 

proceedings. 

Respondent. An individual identified in a sworn complaint to have allegedly violated the 

ethics code of the city. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.531. Function of the City Council. 

(Ordinance 2020-25 adopted 11/16/20) 

§ 9.532. Jurisdiction and Powers. 

(a) In accordance with the Texas Constitution, the Texas Local government Code, the city 

code, and the city charter, the city council has the powers and duties specified in therein, 

and other powers and duties prescribed by ordinance. 

(b) Composition of the city council includes the mayor and each member of the city council. 

(c) A member of the city council shall recuse himself or herself from any case in which, 

because of familial relationship, employment, investments, or otherwise, his or her 

impartiality might reasonably be questioned. A councilmember may not participate in 

official action on any complaint: 

(1) That the member initiated; or 

(2) During the pendency of an indictment or information charging the member with any 

felony or misdemeanor offense, or after a finding of guilt of such an offense. 

(d) If the number of councilmembers who are recused from a case is so large that a council 

meeting cannot be convened to consider the complaint, the mayor shall nominate a 

sufficient number of ad hoc members so that the case can be heard. Ad hoc members 

must be confirmed by a majority vote of the city council and serve only for the case in 

question. 

(a) Jurisdiction.The city council has jurisdiction to investigate and make findings and 

conclusions concerning an alleged violation of the city’s ethics code enacted from time 

to time by ordinance. 
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(Ordinance 2020-25 adopted 11/16/20) 

§ 9.533. Complaints. 

(b) The city council shall not consider any alleged violation that occurred more than 180 days 

prior to the date of the filing of the complaint. 

(c) The city council has the discretion to accept or decline consideration of an alleged 

violation that has been resolved by the city manager, or by a governmental agency or 

council with jurisdiction over the matter. 

(d) Powers.The city council has the power: 

(1) To establish, amend, and rescind rules and procedures governing its own internal 

organization and operations, consistent with ordinances pertaining to the ethics 

code; 

(2) To meet as often as necessary to fulfill its responsibilities; 

(3) To issue advisory opinions on behalf of the council; 

(4) To request from the city manager the assignment of staff necessary to carry out its 

duties; 

(5) To review, index, maintain on file, and dispose of sworn complaints; 

(6) To make notifications, extend deadlines, and conduct investigations, both on referral 

or complaint; 

(7) To compel the production of sworn testimony, witnesses and evidence; 

(8) To recommend cases for prosecution by appropriate authorities and agencies; 

(9) To enforce its decisions by assessing sanctions authorized by ordinance; 

(10) To request the city attorney to provide an independent counsel to advise and 

represent the council, when appropriate or necessary to avoid a conflict of interest; 

(11) To provide assistance in the training and education of city officials with respect to 

their ethical responsibilities; 

(12) To exercise such other powers and duties as may be established by ordinance. 

(a) Filing.Any person (including a member of the city council, acting personally or on 

behalf of the council) who believes that there has been a violation of the ethics laws may 

file a sworn complaint with the city secretary to allege such violations. A complaint 

filed in good faith is qualifiedly privileged. A person who knowingly makes a false 

statement in a complaint, or in proceedings before the city council, is subject to criminal 

prosecution for perjury or a private cause of action. 

(b) Assistance.The city secretary shall provide information to persons who inquire about the 

process for filing a complaint. 
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(c) Form.A complaint filed under this section must be in writing and under oath and must 

set forth in simple, concise, and direct statements: 

(1) The name of the complainant; 

(2) The street or mailing address, the telephone number, and email address of the 

complainant; 

(3) The name of each person complained about; 

(4) The position or title of each person complained about; 

(5) The nature of the alleged violation, including, if possible, the specific provision of 

the ethics code alleged to have been violated; 

(6) A statement of the facts constituting the alleged violation and the dates on which or 

period of time in which the alleged violation occurred; and 

(7) All documents or other material available to the complainant that are relevant to the 

allegation; a list of all documents or other material relevant to the allegation and 

available to the complainant but that are not in the possession of the complainant, 

including the location of the documents, if known; and a list of all documents or 

other material relevant to the allegation but unavailable to the complainant, 

including the location of the documents, if known. 

(8) The complaint must be accompanied by an affidavit stating that the information 

contained in the complaint is either true and correct or that the complainant has good 

reason to believe and does believe that the facts alleged constitute a violation of the 

Ethics Code. If the complaint is based on information and belief, the complaint shall 

state the source and basis of the information and belief. The complainant shall swear 

to the facts by oath before a notary public or other person authorized by law to 

administer oaths under penalty of perjury. A complaint that is not sworn as required 

shall not be forwarded by the city secretary to the city attorney as provided in 

subsection (d) but shall be returned to the complainant. The complaint must state on 

its face an allegation that, if true, constitutes a violation of a law administered and 

enforced by the city council. 

(d) Review by the City Attorney and Notification to the City Council and Respondents. 

(1) A copy of a complaint shall be promptly forwarded by the city secretary to the city 

attorney who shall review the complaint for compliance with the filing requirements 

of subsection (c) within five (5) business days of receipt from the city secretary. The 

city secretary shall notify the respondent(s) of a complaint filed. This notification is 

for information purposes only and does not trigger subsection (e) until a decision 

has been made to accept the complaint and forward to the city council for 

consideration. 

(2) If the complaint alleges a violation of the city’s ethics code, and substantially 

complies with the filing requirements, the complaint shall be forwarded by the city 

secretary to the members of the city council and the respondents within ten (10) 
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business days after receipt of the complaint from the city secretary. If the complaint 

does not substantially comply with the filing requirements, the city attorney shall 

return the complaint with a letter explaining the defects in the complaint to the city 

secretary who shall return all information to the complainant. 

(3) The city secretary shall notify the respondent(s) of the resolution of a complaint. 

(e) The respondent(s) shall also be provided with a copy of the ethics code and shall be 

informed: 

(1) That, within ten (10) business days of receipt of the complaint, he or she may file a 

sworn response with the city secretary; 

(2) That failure to file a response does not preclude the City Council from adjudicating 

the complaint; 

(3) That a copy of any response filed by the respondent(s) will be provided by the city 

secretary to the complainant, who may, within five (5) business days of receipt, 

respond by sworn writing filed with the city secretary, a copy of which shall be 

provided by the city secretary to the respondent(s); 

(4) That the complainant(s) or respondent(s) may request a hearing. 

(5) Upon receipt, the city secretary shall forward the response to the city attorney and 

the city council. 

(f) Frivolous Complaint. 

(1) For purposes of this section, a “frivolous complaint” is a sworn complaint that is 

groundless and brought in bad faith or groundless, has no basis in law or fact, and is 

brought for the purpose of harassment. 

(2) By a vote of at least two-thirds (2/3) of those present, the council may order a 

complainant to show cause why the council should not determine that the complaint 

filed by the complainant against a respondent is a frivolous complaint. 

(3) In deciding if a complaint is frivolous, the council will be guided by the Texas Rules 

of Civil Procedure, rule 13, and interpretations of that rule, and may also consider: 

(A) The timing of the sworn complaint with respect to when the facts supporting 

the alleged violation became known or should have become known to the 

complainant, and with respect to the date of any pending election in which the 

respondent is a candidate or is involved with a candidacy, if any; 

(B) The nature and type of any publicity surrounding the filing of the sworn 

complaint, and the degree of participation by the complainant in publicizing the 

fact that a sworn complaint was filed with the council; 

(C) The existence and nature of any relationship between the respondent and the 

complainant before the complaint was filed; 

(D) Any evidence that the complainant knew or reasonably should have known that 
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(Ordinance 2020-25 adopted 11/16/20) 

§ 9.534. City Attorney’s Office. 

the allegations in the complaint were groundless; and 

(E) Any evidence of the complainant’s motives in filing the complaint. 

(4) Notice of an order to show cause shall be given to the complainant by the city 

secretary, with a copy to the respondent, and shall include: 

(A) An explanation of why the complaint against a respondent appears to be 

frivolous and without basis in law or fact; and 

(B) The date, time, and place of the hearing to be held under this section. 

(5) Before making a determination that a sworn complaint against a respondent is a 

frivolous complaint, the Council shall hold a hearing at which the complainant may 

be heard; the complainant may be accompanied by counsel retained by the 

complainant. 

(6) By a record vote of at least two-thirds (2/3) of those present after the hearing under 

subsection (5) of this section, the council may determine that a complainant filed a 

frivolous complaint against a respondent. 

(g) Confidentiality.Ex parte communications by members of the city council are prohibited. 

(1) The council shall not communicate any information about a pending sworn 

complaint, including whether or not a complaint has been filed, to any person other 

than the respondent, the complainant, and a witness or potential witness identified 

by the respondent, the complainant, or another witness or potential witness. 

(2) Information otherwise confidential under this section may be disclosed by entering 

it into the record of a formal hearing or city council proceeding. 

(3) Requests for records pertaining to complaints shall be responded to in compliance 

with the Texas Public Information Act and the Texas Open Meetings Act. 

(a) City Attorney’s Office.The city attorney’s office shall perform the following duties: 

(1) Act as legal counsel to the city council; 

(2) Receive complaints and responses filed with the city secretary as set forth above; 

(3) Review complaints for legal sufficiency; 

(4) Request additional information from complainant as needed; and 

(5) Issue advisory opinions to city officials about the requirements imposed by the 

ethics laws. 

(b) Independent Counsel. 

(1) An independent attorney, who does not otherwise represent the city, may be 
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(Ordinance 2020-25 adopted 11/16/20) 

§ 9.535. City Council Action. 

appointed to serve as the independent counsel when a complaint is filed relating to 

an alleged violation of the ethics laws by the mayor, a member of the city council, 

or a candidate for city council. 

(2) When a complaint is filed relating to an alleged violation of the ethics laws by a city 

employee who is a department head or of higher rank, the city attorney may 

recommend the appointment of an independent counsel for that matter. 

(3) The city attorney or city council may request the appointment of an independent 

counsel for a particular case. 

(c) Exculpatory Evidence.The city attorney shall disclose to the city council and provide to 

the person charged with violating the ethics code evidence known to the city attorney 

tending to negate guilt or mitigate the seriousness of the offense. 

(a) Review by City Council.The city council will meet to review the complaint, responses, 

replies to responses and any other information it has requested be provided to assist in 

consideration of the complaint. The council shall consider whether the facts of the case 

establish a violation of any provision in the ethics laws, regardless of which provisions, 

if any, were identified in the complaint as having been allegedly violated. If the council 

finds that the complaint fails to allege a violation of the ethics code when assuming all 

facts set forth in the complaint to be true, the council may dismiss the complaint without 

further proceedings. 

(b) Before the council may find a violation of a particular rule, the respondent must be on 

notice that compliance with that rule is at issue and must have an opportunity to respond. 

Notice is conclusively established: if the complaint alleged that the rule was violated; or 

if the council or the city secretary provides the respondent with written notice of the 

alleged violation and a ten (10) business-day period within which to respond in writing 

to the charge. 

(c) Scheduling of a Hearing.Regardless of whether the complainant or the respondent 

requests a hearing, the city council has discretion to decide whether to hold a hearing. 

(d) Ex Parte Communications.It is a violation of this code: 

(1) For the complainant, the respondent, or any person acting on their behalf to engage 

or attempt to engage, directly or indirectly, in ex parte communication about the 

subject matter of a complaint with a member of the city council, or any known 

witness to the complaint; or 

(2) For a member of the city council to: 

(A) Knowingly entertain an ex parte communication prohibited by subsection (1) 

of this rule; or 

(B) Communicate directly or indirectly with any person, other than a member of 
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(Ordinance 2020-25 adopted 11/16/20) 

§ 9.536. Hearing Process and Prohibitions. 

the city council, city staff, or city attorney’s office about any issue of fact or 

law relating to the complaint. 

(e) Duty to Cooperate.All city officials and employees shall cooperate with the city council 

and shall supply requested testimony or evidence to assist it in carrying out its charge. 

Failure to abide by the obligations imposed by this subsection is a violation. 

(f) Extension of Deadlines. 

(1) A complainant or respondent who fails to meet a deadline to submit a filing with the 

city council may file a request to accept the late filing. The complainant or 

respondent must include within the request a statement of good cause for the council 

to grant the request. The council may grant a request to accept a late filing for good 

cause. Any extension given to a respondent pursuant to his or her request shall 

extend the deadline for the council to issue a decision under section 1-08 [section 

9.508] by the amount of time granted. 

(2) The council, under its own initiative or at the request of a respondent, may defer 

consideration of a complaint if the respondent is under investigation by any agency 

for the activity comprising the subject matter of the complaint, until such time as the 

investigation has concluded. 

(g) Timeliness of Notices or Submissions.When the code of ethics requires a notice or other 

document to be submitted or otherwise given to a person or to the city council, the 

requirement is met in a timely fashion if the document is sent to the person or the 

council by first-class mail or certified mail addressed with postage or handling charges 

prepaid and it bears a post office cancellation mark indicating a date within the time 

required to provide notice or to submit a document, unless another method of 

submission is expressly required. 

(a) All hearings for removal from office and prohibitions shall be conducted in open session, 

except that the city council may conduct a closed session to get advice from its attorney 

pursuant to the Texas Open Meetings Act. 

(b) Called Special Meeting.A special meeting shall be called to hold the hearing to be held 

no earlier than fourteen (14) days subsequent from the delivery of written notice and no 

later than ninety (90) days after delivery of written notice, unless otherwise agreed to by 

a majority of the city council and the individual subject to the hearing. 

(c) General Rules. 

(1) All witnesses must be sworn and all questioning of witnesses shall be conducted by 

the members of the city council. The city council may establish time limits and other 

rules relating to the participation of any person in the hearing. No person may be 

held to have violated the ethics laws unless a majority of the city council so finds by 

a preponderance of the evidence. 
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CODE OF FAIR CAMPAIGN
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Pursuant to chapter 258 of the Election Code, every candidate and
political committee is encouraged to subscribe to the Code of Fair
Campaign Practices.  The Code may be filed with the proper filing
authority upon submission of a  campaign treasurer appointment
form.  Candidates or political committees that already have a
current campaign treasurer appointment on file as of September 1,
1997, may subscribe to the code at any time.

Subscription to the Code of Fair Campaign Practices is voluntary.
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Date Hand-delivered or Postmarked

GO TO PAGE 2

Forms provided by Texas Ethics Commission www.ethics.state.tx.us Revised 1/1/2021

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _



CODE OF FAIR CAMPAIGN PRACTICES

There are basic principles of decency, honesty, and fair play that every candidate and political committee in this state
has a moral obligation to observe and uphold, in order that, after vigorously contested but fairly conducted campaigns,
our citizens may exercise their constitutional rights to a free and untrammeled choice and the will of the people may be
fully and clearly expressed on the issues.

THEREFORE:

(1) I will conduct the campaign openly and publicly and limit attacks on my opponent to legitimate challenges to my
opponent’s record and stated positions on issues.

(2) I will not use or permit the use of character defamation, whispering campaigns, libel, slander, or scurrilous attacks
on any candidate or the candidate’s personal or family life.

(3) I will not use or permit any appeal to negative prejudice based on race, sex, religion, or national origin.

(4) I will not use campaign material of any sort that misrepresents, distorts, or otherwise falsifies the facts, nor will I
use malicious or unfounded accusations that aim at creating or exploiting doubts, without justification, as to the
personal integrity or patriotism of my opponent.

(5) I will not undertake or condone any dishonest or unethical practice that tends to corrupt or undermine our system
of free elections or that hampers or prevents the full and free expression of the will of the voters, including any
activity aimed at intimidating voters or discouraging them from voting.

(6) I will defend and uphold the right of every qualified voter to full and equal participation in the electoral process,
and will not engage in any activity aimed at intimidating voters or discouraging them from voting.

(7) I will immediately and publicly repudiate methods and tactics that may come from others that I have pledged not
to use or condone.  I shall take firm action against any subordinate who violates any provision of this code or the
laws governing elections.

I, the undersigned, candidate for election to public office in the State of Texas or campaign treasurer of a political
committee, hereby voluntarily endorse, subscribe to,  and solemnly pledge myself to conduct the campaign in accordance
with the above principles and practices.

Signature Date
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https://statutes.capitol.texas.gov/Docs/EL/htm/EL.255.htm
https://statutes.capitol.texas.gov/Docs/EL/htm/EL.254.htm
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REQUIRED DISCLOSURE ON POLITICAL ADVERTISING 

I. What Is Political Advertising?

The disclosure statement and notice requirements discussed in this section apply to “political 

advertising.” In the law, “political advertising” is a specifically defined term. Do not confuse this 

special term with your own common-sense understanding of advertising. 

To figure out if a communication is political advertising, you must look at what it says and where 

it appears. If a communication fits in one of the categories listed in Part A (below) and if it fits in 

one of the categories listed in Part B (below), it is political advertising. 

Part A. What Does It Say? 

1. Political advertising includes communications supporting or opposing a candidate for

nomination or election to either a public office or an office of a political party (including

county and precinct chairs).

2. Political advertising includes communications supporting or opposing an officeholder, a

political party, or a measure (a ballot proposition).

Part B. Where Does It Appear? 

1. Political advertising includes communications that appear in pamphlets, circulars, fliers,

billboards or other signs, bumper stickers, or similar forms of written communication.

2. Political advertising includes communications that are published in newspapers, magazines,

or other periodicals in return for consideration.

3. Political advertising includes communications that are broadcast by radio or television in

return for consideration.

4. Political advertising includes communications that appear on an Internet website.

II. When Is a Disclosure Statement Required?

The law provides that political advertising that contains express advocacy is required to include a 

disclosure statement. The person who causes the political advertising to be published, 

distributed, or broadcast is responsible for including the disclosure statement. 

The law does not define the term “express advocacy.” However, the law does provide that 

political advertising is deemed to contain express advocacy if it is authorized by a candidate, an 

agent of a candidate, or a political committee filing campaign finance reports. Therefore, a 

disclosure statement is required any time a candidate, a candidate’s agent, or a political 

committee authorizes political advertising. 
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3. an envelope that is used to transmit political advertising, provided that the political

advertising in the envelope includes the disclosure statement;

4. circulars or fliers that cost in the aggregate less than $500 to publish and distribute;

5. political advertising printed on letterhead stationery, if the letterhead includes the name of

one of the following: (a) the person who paid for the advertising, (b) the political committee

authorizing the advertising, or, (c) the candidate or specific-purpose committee supporting

the candidate, if the political advertising is authorized by the candidate. (Note: There is also

an exception for holiday greeting cards sent by an officeholder, provided that the

officeholder’s name and address appear on the card or the envelope.)

6. postings or re-postings on an Internet website if the person posting or re-posting is not an

officeholder, candidate, or political committee and did not make an expenditure exceeding

$100 in a reporting period for political advertising beyond the basic cost of hardware

messaging software and bandwidth;

7. an Internet social media profile webpage of a candidate or officeholder, if the webpage

clearly and conspicuously displays the full name of the candidate or officeholder; and

8. postings or re-postings on an Internet website if the advertising is posted with a link to a

publicly viewable Internet webpage that either contains the disclosure statement or is an

Internet social media profile webpage of a candidate or officeholder that clearly and

conspicuously displays the candidate’s or officeholder’s full name.

V. What Should I Do If I Discover That My Political Advertising Does Not Contain a

Disclosure Statement?

The law prohibits a person from using, causing or permitting to be used, or continuing to use 

political advertising containing express advocacy if the person knows it does not include the 

disclosure statement. A person is presumed to know that the use is prohibited if the Texas Ethics 

Commission notifies the person in writing that the use is prohibited. If you receive notice from 

the Texas Ethics Commission that your political advertising does not comply with the law, you 

should stop using it immediately.  

If you learn that a political advertising sign designed to be seen from the road does not contain a 

disclosure statement or contains an inaccurate disclosure statement, you should make a good 

faith attempt to remove or correct those signs that have been distributed. You are not required to 

attempt to recover other types of political advertising that have been distributed with a missing or 

inaccurate disclosure statement. 

VI. The Fair Campaign Practices Act.

The Fair Campaign Practices Act sets out basic rules of decency, honesty, and fair play to be 

followed by candidates and political committees during a campaign. A candidate or political 

committee may choose to subscribe to the voluntary code by signing a copy of the code and 

filing it with the authority with whom the candidate or committee is required to file its campaign 

https://statutes.capitol.texas.gov/Docs/EL/htm/EL.258.htm
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III. Misrepresentation of Identity or Source.

A person violates the law if, with intent to injure a candidate or influence the result of an 

election, the person misrepresents the source of political advertising or a campaign 

communication or if the person misrepresents his or her own identity or the identity of his or her 

agent in political advertising or in a campaign communication. (If someone else is doing 

something for you, that person is your agent.) For example, you may not take out an ad in favor 

of your opponent that purports to be sponsored by a notoriously unpopular group. 

IV. Use of State Seal.

Only current officeholders may use the state seal in political advertising. 

V. Criminal Offenses.

Be aware that many violations of the Election Code are criminal offenses. For example, 

unlawfully using public funds for political advertising can be a Class A misdemeanor. So can 

misrepresenting one’s identity or office title in political advertising. For more details on these 

offenses and political advertising in general, see Chapter 255 of the Election Code.   

https://statutes.capitol.texas.gov/Docs/EL/htm/EL.255.htm
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APPOINTMENT OF POLL WATCHER BY CANDIDATE ON THE BALLOT


OR DECLARED WRITE-IN CANDIDATE


To the Presiding Judge:


The following person has been appointed to serve as a poll watcher on my behalf.


		Name of Poll Watcher




		Name of Candidate






		Residence Address of Poll Watcher




		Name and Date of Election






		Voter Registration VUID Number of Poll Watcher




		Precinct or other location Poll Watcher is to serve








___________________________________________



_____________________________________________


Signature of Candidate or Other Approving Authority




Title of Approving Authority


____________________________________


Signature of the Watcher


AFFIDAVIT OF POLL WATCHER


I, ___________________________________, a poll watcher for the above appointing authority, do hereby swear or affirm that I do not have in my possession any type of mechanical or electronic means of recording images or sound while serving as a watcher at this precinct or I will disable or deactivate the device while serving as a watcher.

____________________________________________


Signature of Poll Watcher 

Sworn to and subscribed before me this the ______________ day of __________, _____.


________________________________________________


Signature of Election Judge 


_____________________________________________________________________


Printed Name of Election Judge 




INSTRUCTIONS


The following persons have the authority to appoint a poll watcher on behalf of a candidate whose name appears on the ballot.



a.
In an election for an office of the state government that is filled by voters of more than one county, by the candidate’s campaign treasurer.



b.
In an election for an office of the federal government that is filled by voters of more than one county, by the chair or treasurer of the candidate’s principal campaign committee or by a designated agent of the chair or treasurer.
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NOMBRAMIENTO DE OBSERVADOR(A) POR CANDIDATO EN LA BOLETA O CANDIDATO DECLARADO ELEGIBLE PARA RECIBIR VOTO POR INSERCIÓN ESCRITA

 Al Juez Presidente:

 La siguiente persona ha sido nombrada para servir como observador(a) por mí.

		Nombre del/de la Observador(a)



		Nombre del Candidato





		Dirección Residencial del/de la Observador(a)



		Tipo y Fecha de Elección





		Núm. de VUID del/de la Observador(a)



		Precinto u otro sitio en que servirá el/la Observador(a)







___________________________________________


_________________________________________


 Firma del Candidato o de la Autoridad Aprobadora




 Título de la Autoridad Aprobadora

____________________________________


 Firma del/de la Observador(a)

DECLARACIÓN JURADA DE OBSERVADOR(A)


 Yo, _____________________, observador(a) de elección designado/a por la autoridad citada, por el presente juro o protesto que no tendré en mi poder, durante mi gestión de observador(a) en este precinto electoral, ningún dispositivo mecánico o electrónico, de cualquier tipo, para la grabación de imágenes o de sonidos, o que inhabilitaré o desactivaré el dispositivo al servir como Observador(a).

____________________________________________


Firma de Observador(a)

 Jurado y suscrito ante mí, a los _____________ días del mes de _____________ de ____.

________________________________________________


Firma del/de la Juez Electoral

_____________________________________________________________________


Nombre del/de la Juez Electoral, en letras de molde



INSTRUCCIONES


Las siguientes personas están autorizadas para nombrar a un observador a favor del candidato cuyo nombre aparece sobre la boleta.



a.
En una elección en que se ocupa un puesto oficial del gobierno estatal por los votantes de más de un condado, el/la tesorero(a) de la campaña electoral de cualquier candidato podrá nombrar a un observador.



b.
En una elección en que se ocupa un puesto oficial del gobierno federal por los votantes de más de un condado, un observador podrá nombrarse por el presidente o el tesorero del comité principal de la campaña electoral de cualquier candidato o por un agente designado de dicho presidente o tesorero.
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