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Instruc�ons - New Account Setup w/Balance Transfer from Exis�ng Account 

Summary:  This document provides steps for a candidate to inac�vate an old campaign account 
and establish a new campaign account in the current elec�on year.  This step is necessary for all 
candidates who are running for re-elec�on in the same office or who are running for a new 
office but are moving debt and cash balance from an old campaign to the new campaign in the 
current elec�on year. 

 

1. Open current ac�ve candidate account and take note of: 
a. Loan balances, if any; Enter here or create a print screen:______________________ 
b. Unfiled transac�ons*, if any; and ______________________ 
c. Final ending balance. Enter here or create a print screen: _______________________ 

*Note: If unfiled transac�ons exist, do not proceed.  Candidate must file report amendments 
first to get an accurate final ending balance. 

 

 

2. Add New Transac�on -> Expenditures and choose Payee Type = “SELF” and Purpose = “TSF-
transfer between commitees of the same candidate/sponsor”.  Ensure the ending balance 
matches the amount paid in the expenditure*. 
NOTE: It is best prac�ce to enter the star�ng date of the 1st primary report for the transac�on 
date (10/3/23) for this transac�on. 
 

 
 



2 
 

 

 
3. A�er saving transac�on, Current Balance should reflect $0.00 

 

4. File the unfiled report containing the newly created expenditure as a “final report” to inac�vate 
the account. 
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5. Register for a new candidate campaign account  
a. Register using the same email address to use the same login creden�als (system will 

give warning for which you can click ok and bypass). 
b. System may also warn that the commitee name or treasurer email is already in use, 

click ok to con�nue with this as well. 

 
 

6. A�er submi�ng registra�on, you will await approval email from the SOS.  Once received, you 
may con�nue with these instruc�ons. 

7. Login to new account and add New Transac�on  Contribu�ons with Contributor Type = “intra-
candidate transfer” and Original Contributor Code = “SELF.”  Ensure all other required fields are 
entered and ensure the contribu�on amount is the same as the closing balance from the old 
account.  The required dates may be entered as today’s date. 
NOTE: It is best prac�ce to enter the star�ng date of the 1st primary report for the transac�on 
date (10/3/23) for the transfer date and the original contribu�on date. 
 

 

8. If you have any loans from the old account, enter those now as well.  Enter date and lender 
informa�on shown from prior account.   If you do not have any loans skip to step #9. 
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To get the opening cash balance to equal what was closed in the old account, Candidate will need to 
enter an expenditure reflec�ng unpaid debt equaling the loan amount. 

NOTE: It is best prac�ce to enter the star�ng date of the 1st primary report for the transac�on 
date (10/3/23) for this transac�on. 

 



5 
 

9. You will now have the correct opening balance for your new candidate campaign account and 
can proceed to enter any new transac�ons.  The first report due is in April. 

 

 

If at any �me during the new account setup process you have ques�ons, please contact the Office of the 
Secretary of State at elec�ons@sos.nm.gov.  Please include your contact informa�on and specific details 
regarding your ques�on. 

 

mailto:elections@sos.nm.gov

