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 City of San José Weekly Reporting Form 
The new City of San José Weekly Reporting form is available beginning March 5, 2018.  In order to file 
weekly, you will need to register to create an account.  Because the account will need to be approved, the 
PDF which can be submitted via email will continue to be available until March 12, so there will be no 
delay in filing. Please note you only need to file if you have activity.  If you have no activity, you will 
not need to file. 

 

 

Select “Sign up as a Lobbyist” 

Enter your name, firm 
name, the email you will 
use to sign into the filing 
system, and a password 
that must be at least 8 
characters long with 1 
number AND 1 special 
character (such as #, @, %). 

Submit. 

This request will go to the 
administrators who will 
approve.  Requests will only 
be approved during 
business hours.  Allow at 
least a day for approval.  

https://csjitd.knack.com/lobbyists#lobbyist/
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When you log in, select 
“New Weekly Lobbyist 
Form”  

Tab or click to move between fields.  You will need to 
file a different weekly lobbyist form for each client 
and/or topic of lobbyist activity.  
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You will enter information for each item, and you may 
add as many lines as you need.  Once you add the 
information, it will become immediately visible to the 
public.  For example, if you enter the data on Friday, it 
will be available to the public on Friday, and you will 
not need to go in and file a report on Monday.  You 
may edit the weekly entry throughout the week. 

 To enter contact detail, select “Add City Official 
Contact Detail 

To enter contributions, select “Add Contribution 
Detail.” 

To enter Expenditures, select “Add Expenditure 
Detail.”  

To enter Consultant payments, select “Add Consultant 
Payment Info.” 

To enter Activity expenses, select “Add Activity 
Expense.” 
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Enter City Official Contacted detail.  You 
can select from the drop down the type of 
contact.   

After you submit it will take you back to 
the main form and you can add additional 
contacts if needed. 

 

 

If you have items to report pursuant to San 
José Municipal Code 12.12.420.A-E; 
12.12.430.B, you will enter that here.  

 

After you submit it will take you back to 
the main form and you can add additional 
contributions if needed. 
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The form updates and is visible automatically with every entry.  Please make sure you are done with your 
weekly entries by the filing deadline of Monday following the week of the activity.  There is no final 
submission button.  You may go in and edit entries. 

If you have items to report pursuant to San 
José Municipal Code 12.12.420.F; 
12.12.430.B, you will enter that here.  

 

After you submit it will take you back to 
the main form and you can add additional 
payments if needed. 

 

If you have items to report pursuant to San 
José Municipal Code 12.12.420.H; 
12.12.430.B, you will enter that here.  

 

After you submit it will take you back to 
the main form and you can add additional 
expenses if needed. 

 


