
 

BOe-FILE COMMITTEE USER GUIDE 
 

UPDATING COMMITTEE INFORMATION  

 

• Committees seeking to designate a new treasurer or update contact 

information will  fi le an Updated Designation of Treasurer (DOT).  

 
• Begin updating committee information by cl icking on “Designation 

of Treasurer Form.”  

 
• Click “Update” to edit any committee information ,  including 

changing treasurer or adding a deputy treasurer .   

 

• Click “Please Select a Committee to Update” to select the 

appropriate committee to update. 

o Only committees to which you have access as a user wil l be 

displayed in this list .  



Office of the Ohio Secretary of State  2 | page 

 

• Click “Go” to proceed  to the committee selected.  

 

• Previously submitted committee data will  appear.  

• Review and update any committee information fields, as necessary.   

o Some fields may be locked for edit ing on this screen and on 

future screens in this process  if your profi le is assigned as 

Treasurer or Deputy Treasurer  within the committee. 

• Click “Next” to proceed.  
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• The current treasurer ’s information wil l populate.  

• Review and update any treasurer information fields ,  as necessary.  

• Click “Next” to proceed.  

 

 

 

 

 

 



Office of the Ohio Secretary of State  4 | page 

 

• If applicable,  review and update the deputy treasurer information 

fields,  as necessary.  

• If no Deputy Treasurer was previously appointed, you may appoint 

one in this section 

• Click “Next” to proceed.  
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• Continue reviewing and updating any detailed information fields ,  as 

necessary.   

• Click “Next” to proceed.  
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• The committee’s full  information will  again be displayed for review 

prior to submission .  

• Use the “Back” button if there are issues that need corrected.  

• Use “Cancel” to stop submitting an Updated DOT completely.  

• Click “Submit” to proceed.  

 

 



Office of the Ohio Secretary of State  7 | page 

 

• A final confirmation message will  appear on the page.  

• Click “OK” to proceed .  
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• A PIN wil l  be sent to the email address associated with your user 

account.   

• If you do not receive the PIN after a few minutes,  check the email 

account’s spam folder prior to selecting “Resend Pin.”  

• Enter the PIN. 

• Click “Submit” to finalize your changes and  electronically  sign the 

updated DOT.  

• If a new treasurer or deputy treasurer is being appointed, they wil l 

receive an email to complete their acknowledgement process.  

• The updated DOT is not filed unti l  al l  required electronic signatures 

have been completed.  

• Once all signatures are complete the Board will electronically 

receive the updated DOT fil ing.  
 


