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Amending an Existing Registration

This Help Document describes the steps to electronically amend a registration filed by a Lobbyist,
Lobbying Firm or Principal using the Philadelphia Lobbying Information System (PLIS).

Step 1: Access the PLIS Website:
Enter www.phila.gov/Lobbying in your internet browser’s address line.
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To contact the Boses of Ethics ciick haeg T contact the PLIS Support Desk click bgeg

Step 2: Log In
The user must be registered with the PLIS system to Login. Once you have registered, enter your
account credentials and click [Login].

User Id:

Password:

New User? Click here to
Reagister
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The Filer Dashboard displays the user’s existing Registrations by Status and by Type.
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Step 3: Access the My Registrations page
A user may access the ‘My Registrations’ page in two ways:

1) Hover over the Registration button located in the left navigational pane to display the
Registrations sub-menu options. From the sub-menu, select ‘My Registrations’.
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2) From the Registration by Status or Registration by Type grid on the Filer Dashboard, click on the
Details action link.
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Step 4: Select the Registration to Be Amended
Click the Amend action link in the row of the registration the user wants to amend.

If you have multiple registrations and would like to search for a specific registration, enter the
registration name or number in the appropriate field and click [Filter].

% My Registrations

My Registrations

Below are your Registrations. This list also includes Registrations that you have been given access rights by another owner (via
the Filing Permission menu option).
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Step 5: Make the Edits

After clicking Amend, you will be directed to the first page of the selected registration. You may then
proceed through the registration as you did when you created it and update or add registration details.
For example, a Lobbyist may add information concerning a new Principal or a Principal may add
information about a new Lobbyist.
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Step 6: Submit the Amendment

After making the desired changes, advance to the Summary page. Click [Previous] to go back to earlier
screens to make further changes. At the top of the Summary page, click on Printer Friendly Version to
generate a printer-friendly copy of the Summary for your records.

The Affirmation checkbox is at the bottom of the Summary page. Click the Affirmation checkbox,
complete the Name and Title fields, and click [Submit].

Affirmation

[ 1amanamed officer or other individual who has authority to sign documents on behalf of the above-named principal. By
affixing my signature to this registration statement, | affirm that | have actual knowledge of the contents of this registration
statement and that the information reported herein is valid, accurate, and complete to the best of my knowledge. |
acknowledge that this affirmation is being made subjectto 18 Pa.C.5. § 4804 (relating to unsworn falsification to
authorities). | consent to receive senvice of notices, other official mailings, or process atthe address or email listed in this
registration statement.

First Name : Middle Initial :

Last Name :

Title :
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