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Lessons Learned

• Hire a lawyer to help build a process

• If you can’t do that, use a sample to set framework

• Put deadlines on the calendar

• Excel is your friend!

• Develop a tracking sheet with questions

• Time spent at fundraisers does not count!!!

• Give finance/payroll department plenty of time to get you the 
numbers

• BENCHMARK WITH INDUSTRY!
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• Schedule lobbying compliance training for all relevant new 
employees

• Annual refresher course conducted by outside counsel

• Registered Lobbyists; Policy, Advocacy, Alliance Development; Gov 
Affairs Admin; Executives 

• Follow‐Up with Adding Reporting Deadlines on their calendars

• Create Standard Operating Procedures 

Office Culture: Emphasizing Importance of Compliance
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Step 1‐ Lobbying Tracking Sheet
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Get Your Emails Out Early

• Send the emails early, because you will need to follow‐up on average 
up to 3 times per person

• Try to start the process as close to the start of the month that it is due 
(at the latest!)
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Step 2‐ Get Busy in Excel Recording Hours and Expenses 

Employee April May June Hours Travel Expenses

     
John Doe 100.0 105.0 102.0 307.00 $407.45
Jane Doe 90.0 82.0 71.0 243.00 $100.00
John Doe 38.0 50.0 40.0 128.00 $253.86
Jane Doe 25.0 0.0 0.0 25.00 $0.00

Registered Lobbyist Total 703.00 $761.30

Non-Lobbyists Totals 213.50 $14,996.56

Totals for Q2 916.50 $15,757.86
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Step 2‐ Get Busy in Excel 

Name Hours Travel Expenses Notes More Notes
Registered Lobbyists

John Doe 307.00 $407.45 50% of DC cab costs (no trips in Q2)
Jane Doe 243.00 $100.00 50% of DC cab costs (no trips in Q2)
John Doe 128.00 $253.86 50% of DC cab costs (no trips in Q2)
Jane Doe 25.00 $0.00

 
SUBTOTAL 703.00 $761.30

Non-Lobbyists
ELT

Jane Doe 1.00 $0.00 Federal Strategies and PhRMA Meeting *PE coordinates

Other Sr. Leaders
Jane Doe 25.00 $1,499.00 CLSA Board Meeting *asked DB
John Doe 5.00 $0.00 PhRMA Board Meeting and Calls *PE coordinates
Jane Doe 0.00 $0.00 BIO Board Meeting in NYC *asked JF
John Doe 7.00 $0.00 *asked JS

Add Senior Leader
TAS/Policy

Jane Doe 10.00 $0.00 *SG emailed
John Doe 38.00 $2,500.00 *SG emailed

Other GA
Jane Doe 13.50 $2,666.63 *SG emailed G and A
John Doe 11.50 $0.00
Jane Doe 12.50 $2,000.00 *SG emailed
John Doe 46.00 $0.00 *SG emailed
Jane Doe 6.00 $0.00 *SG emailed

Tax
John Doe 38.00 $6,330.93  *asked DB

SUBTOTAL 213.50 $14,996.56

Grand Total for Q2 916.50 $15,757.86

Lobbying Reporting for Q2 2017
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• Total lobbying hours from the lobbyists and non‐lobbyists as well as 
their expenses

Then, time to focus on obtaining trade association dues

• Keep a detailed spreadsheet of trade association names, dues, and 
the contact at the association

• Contact them with plenty of time to obtain the percentage of 
membership dues allocable to federal lobbying activities!

• Send this all to Finance/Payroll because it takes a while for them to 
calculate the salary totals

Send to Finance/Payroll
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Step 3‐ Benchmark with Industry

2016
Lobbying Disclosure Act Filings (Federal)

Q1 2016
Q2 2016
Q3 2016
Q4 2016

2016 Total: $

2017
Lobbying Disclosure Act Filings (Federal)

Q1 2017
Q2 2017
Q3 2017
Q4 2017

2017 Total: $

2017
Industry Lobbying Totals (Federal)

1. 
2. 
3. 
4. 
5
6. AbbVie
7. 
8. 
9. 
10. 

2017 Total: $

2016
Industry Lobbying Totals (Federal)
1. 
2. 
3. AbbVie
4. 
5. 
6. 
7. 
8. 
9. 
10. 

2016 Total: $
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Step 4‐ Focus on the Issues

• Email Consultants for their reports to review (use a deadline, same 
script every time)

• Ask Trade Associations for their list of issues to review

• Setup time with lobbyists/head of office to review the lobbying 
issues from the DRAFT report

• After, that – you’re ready…..
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Step 5‐ File the Report
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Step 6‐ Loop in Internal Stakeholders

• Send Confirmation to appropriate stakeholders (VPs, Public Affairs)

• Celebrate! 

• Then, repeat.
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Cons: 

• It will suck up your time!

• We wear many hats (not main job responsibility) 

• Internal contact for when a POLITICO story breaks on lobbying numbers

Pros:

• The skills are always in demand – companies value compliance

• You have the control 

• Once you automate the process as much as possible, you have a 
streamlined process for the future

Pros Vs. Cons of Tracking Internally or Hiring a Contractor
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Questions?

SALLY GUTHRIE

Senior Manager, Political Affairs, Government Affairs

AbbVie

202‐383‐9617

EMAIL  sally.guthrie@abbvie.com




