
UNIVERSITY OF SOUTHERN CALIFORNIA LOBBYING ACTIVITY REPORT 
MONTH _______YEAR _______      

SCHOOL OR DEPARTMENT:        
 

NAME AND TITLE OF PERSON FILLING 
OUT THIS FORM: 
      

EMAIL ADDRESS: 
 
      

TELEPHONE NUMBER: 
 
      

  
1. Did you spend any time working on Federal, State, Los Angeles County or City of Los Angeles issues including any legislation, motion or 

resolution, or the granting or denial of any County or City permit, contract, grant, or license?  No    Yes      If yes, complete the following: 
Date Legislative Matter/ Motion/Resolution #  

or subject matter agency name, or 
subject of issue you worked on 

How much time (hours) did 
you spend? 

What did you do? Travel expenses incurred 

                              

     

 
2. Did you communicate with any Federal, State, County or City staff member (other than an employee whose duties are primarily clerical) or any 

elected or appointed Federal, State, County or City official and/or staff member to influence official action?  Examples include testimony, 
correspondence, telephone or email conversations or face-to-face meetings?   No    Yes         If yes, complete the following: 
Date Name of Official Official’s position or job title Official’s department or agency name 

 
      
 
 
 
 
 
 

                  

    

 
3.   Gifts - Did you provide anything of value to any elected or appointed State, County or City official and/or staff members or members of their 

immediate families?   
     (For example: meals, beverages, tickets, golf fees or other entertainment expense?) 

Date 
 
 

What did you provide? How many 
people benefited? 

Who did you pay? (e.g. 
restaurant, sporting 

venue) 
 

Officials’ names and positions, or 
family member names 

How much 
did you 
spend on 
the official? 

Total expense for the 
event (if others attended, 
include non-officials and 
include total number of 
attendees)                                                                                                                    
 

 
 
 
 
 
 
 
 
 
 

 
      
 
 
 

                              

      

 



4. Honors/Awards - Did you or do you plan to recognize, honor or otherwise make an award to any elected or appointed Federal, State, County or 
City official and/or staff members or members of their immediate families? 
Date 

 
 

Event or award description Who did you pay? (e.g. 
restaurant, sporting 
venue) 

 

Officials’ names and positions, or 
family member names 

How much 
did you 
spend on 
event/award
??? 

Associated documents 
(please include copies of 
the certificate, invitation 
etc.)                                                                                                                      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

                              

      

 
INSTRUCTIONS FOR COMPLETING QUARTERLY ACTIVITY QUESTIONNAIRE: 
 

1.   ACTIVITIES 
A. Enter the matter you worked on during the month, including a description of the Federal or State legislation or matter, or a description of the local 

resolution or motion number, or if applicable, or a general description of the matter.  Also include the agency or department you are dealing with on the 
matter. 

B. Identify the number of hours. 
C. Describe the type of activity, i.e., discussions concerning City Specific Plan, or analysis regarding County contracts, or writing letters, or making telephone 

calls, etc. 
D. Attach a copy of the travel expense report and appropriate receipts attributable to your activities. 
 
2.   CONTACTS 
A. Date of communication. 
B. Enter name of Federal, State, County or City official contacted, job title and organization.  Example: John Smith, Assistant Planning Director, City of Los 

Angeles.  NOTE: Section 1 should note the subject matter and time pertaining to the communication. 
 

3. GIFTS 
Section 3 applies to situations when USC employees entertain or provide gifts to State, County or City officials or staff members and/or members of their 
immediate families.  The most likely scenario is paying for a meal for an elected or appointed official or staff member.  Gifts also include tickets to 
entertainment or sporting events and travel payments.  NOTE: Gifts to federal officials are prohibited. 

A.  Enter date the meal or gift was provided. 
B.  Describe expense, i.e., meal, gift, etc. and the number of participants. 
C.  List the name and address of the entity receiving payment for the entertainment or gift.  If payment is made via a credit card, list the credit card company 

first and then give the name and address of the restaurant or store. 
D.  Enter the name and affiliation of the official(s), staff member(s), or members of their families.  Example: John Smith, Assistant Director, LA City Planning 

Department, and Mrs. Joan Smith. 
E.  Determine the value of the benefit to the individual official, staff member or member of their families.  If the gift was a meal, the value of the meal consumed 

and pro rata portion of the tax and tip equals the amount received by the official. 
F.   Enter total expense for all participants. 
 

RETURN COMPLETED FORM TO: vpgr@usc.edu   
 
 
 

mailto:vpgr@usc.edu

	1.   ACTIVITIES
	A. Enter the matter you worked on during the month, including a description of the Federal or State legislation or matter, or a description of the local resolution or motion number, or if applicable, or a general description of the matter.  Also inclu...
	B. Identify the number of hours.
	C. Describe the type of activity, i.e., discussions concerning City Specific Plan, or analysis regarding County contracts, or writing letters, or making telephone calls, etc.
	D. Attach a copy of the travel expense report and appropriate receipts attributable to your activities.

	2.   CONTACTS
	A. Date of communication.
	B. Enter name of Federal, State, County or City official contacted, job title and organization.  Example: John Smith, Assistant Planning Director, City of Los Angeles.  NOTE: Section 1 should note the subject matter and time pertaining to the communic...
	B.  Describe expense, i.e., meal, gift, etc. and the number of participants.
	C.  List the name and address of the entity receiving payment for the entertainment or gift.  If payment is made via a credit card, list the credit card company first and then give the name and address of the restaurant or store.
	E.  Determine the value of the benefit to the individual official, staff member or member of their families.  If the gift was a meal, the value of the meal consumed and pro rata portion of the tax and tip equals the amount received by the official.
	F.   Enter total expense for all participants.

