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2



BOLem
SiRe

Financial disclosures are a tool to
identify & prevent conflicts of interest



FINANCIAE PISCECSURES
mlelle)

v Maintain public confidence in DoD

v' Employees, supervisors and ethics
officials recognize & prevent
potential conflicts of interest

v Provide evidence if violations occur




FINANCIAE RIS CECS U RKE

ProGCESS
Administer, Program: Disclosure Review:
e Meet program e Technical review
deadlines e Conflict of Interest
. |dentify filers analysis
e Remedies, as

* Notify and educate
filers and supervisors

 Record keeping

warranted
« Certification/Signature
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SEINANCIAE DISCEOSUIRE
Commen Rules

Rules that apply to ALL financial disclosures:

Retain reports for 6 years from date of receipt
(unless on hold because of investigation).

New Entrant reports due 30 days after filer
assumes position

Extension for filing reports must be for “good cause”
and cannot exceed 90-days.

Extensions beyond 45-days must be granted in writing.



FINANCIAE PSS CECSIURE

Common RUles

Rules that apply to ALL financial disclosures:

o Reports must be certified within 60-days of agency.
receipt, PA-11-04, unless there Is good cause for delay
(e.g., seeking clarifications from the filer).

* Privacy Act notice: Filers should always be alerted to
the fact that over-reporting is ill-advised and for 278
Filers, reports may not be redacted before release.
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PUBEIC EINANICAE P)ISCECS VK=

OGE Form : rch 2014)
o

(3209-0001) UNITED STATES OFFICE OF
COVERNMENT ETHICS
*

Preventing Conflicts of Interest
in the Executive Branch

Filer's Information

First Name

Signature:

[Comments of Reviewing




PUSEIC EINANICAE P)ISCECS VK=

Differences between the OGE Form 278e and the OGE Form 278
Both the OGE Form 278e and the old OGE Form 278 collect the same information. The information is
merely organized differently. The following table cross-references the two forms.

OGE Form 278e Sections - NEW

Corresponding OGE Form 278 Sections- OLD

Cover Page

Cover Page

Part 1: Filer's Positions Held Outside United States Government

Schedule D, Part I: Positions Held Outside U.S.
Government

Part 2: Filer's Employment Assets & Income and Retirement
Accounts

Schedule A: Assets and Income

Part 3: Filer's Employment Agreements and Arrangements

Schedule C, Part II: Agreements or
Arrangements

Part 4: Filer's Sources of Compensation Exceeding $5,000 in a
Year

Schedule D, Part II: Compensation in Excess of
$5,000 Paid by One Source

Part 5: Spouse’s Employment Assets & Income and Retirement
Accounts

Schedule A: Assets and Income

Part 6: Other Assets and Income

Schedule A: Assets and Income

Part 7: Transactions

Schedule B, Part I: Transactions

Part 8: Liabilities

Schedule C, Part I: Liabilities

Part 9: Gifts and Travel Reimbursements

Schedule B, Part |l: Gifts, Reimbursements, and
Travel Expenses




OGEE EFormi2Zraes \Whe Eles?

1. Generals & Admirals (O-7 and above)

2. Senior Executive Service (SES, career.and non-career) & Senior Level (SLs)

Non-GS employees (including IPAs, and SGES) earning 120% + of GS 15,
step 1 ($123,175.20, as of January 2016)

PAS (Presidential Appointees with Senate Confirmation)

)

Political Appointees (Schedule C) (regardless of income)

Civilians detailed to positions covered by 2, 3, & 5 above

N aoa e

Reserve and National Guard officers (O-7 and above) if they served on
active duty 61 + days/CY

Exception: If expected to work less than 61 days/CY

11



OGE EFonm 2ree: New Entrant

Program Requirements:

* Ethics counselors must identify and notify filers,
and collect reports

* Get monthly HR reports of:

—New SES promotions, O-7 promotions (not
frocking), and new employees at appropriate
pay level

— Transferring and terminating employees
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OGE EForm 2raes New Entnant

Filinie) Deztellinia, Firnlinsgs < nie

Reporting Periods:

o« PART 1: Filer's Positions Held outside US Govt (prior two
CYs and current CY up to date of filing)

« PART 2: Filer's Employment Assets and Income (prior CY
and current CY up to date of filing)

« PART 3: Filer's Employment Agreements and Arrangements
(as of date of filing)

« PART 4: Filer's Sources of Compensation Exceeding $5,000

In a Year (prior two CYs and current CY up to date of filing)
13




OGE EForm 2raes New Entnant

Filinie) Deztellinia, Firnlinsgs < nie

Reporting Periods:

« PART 5: Spouse’s Employment Assets and Income
(prior: CY and current CY up to date of filing)

« PART 6: Other Assets and Income
(prior CY and current CY up to date of filing)

« PART 7: Transactions (not applicable)
« PART 8: Liabilities (prior CY & current CY to date of filing)
« PART 9: Gifts and Travel Reimbursement (not applicable)
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OGE Eonm 2rces NEWERLant
Elimgrbeadline; ImelineESIARTo
Due Dates:

* New Entrants: Within 30 days of assuming duties

e SGEs: Within 15 days of 615 day of duty.

* Nominees: Between nomination and 5 days after
transfer of nomination to Senate

* Not applicable to employee leaving a covered position
within last 30 days

e Certify within 60 days of Agency receipt,
unless additional information is required. 5




OGE EFonm 2r6es New Entrant

Elimgrbeadline; InmelinesIsAnto

PGE Certification (See model certification) OGE 278e filers
must file annual certifications that:

— They are aware of disqualification and employment
restrictions; and

— They have not violated them
— Also provides required HR cooling off period notice.

Tip: Collect certifications with new entrant, annual or
termination reports (FDM & Integrity are automatic)

Tip: Try to personally meet each new entrant OGE 278e filer.
16



@EE EForamn 2rvaes Incumbent

Elimgrbeadline; nmelinesIsAnto

Deadlines:

Due Date: No earlier than January 1 and'no later than May 15.
Not Required for anyone who filed a new entrant report after
November 1 of the previous CY

Reporting Periods:

PART 1: Filer's Positions Held outside US Government

(prior CY and current CY up to date of filing)
PART 2: Filer's Employment Assets and Income (prior CY)

PART 3: Filer's Employment Agreements and Arrangements

(prior CY and current CY up to date of filing)
17



O6GE EForamn 2rvees Incumbent

silinie) Reziellinia Finlinsgs & Inie

Reporting Periods:

PART 4: Filer's Sources of, Compensation Exceeding $5,00

iIna Year (N/A)
PART 5: Spouse’s Employment Assets and Income (prior. CY)

PART 6: Other Assets and Income (prior CY)

PART 7: Transactions (prior CY)

PART 8: Liabilities (prior CY)

PART 9: Gifts and Travel Reimbursement (prior CY)
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OGEE EForm 2raes Incimbent

Filirie) Reztellinia Finlinsgs < Inie;

Detallees & General/Elag Officers:

Initial Review for substantive conflict analysis Is best
done where filer Is currently working, but ownership of
original reports and responsibility for certification of
reports Is home organization.

E.g., for GO/FO serving as agency heads for Defense agencies,
the Defense agencies may complete initial review and substantive
conflict review, but final certification and retention of report should

be their Service.
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@GEE EForm 2Zrees liernmination

Filirie) Deztellinia, Firnlinsgs < lnie;

Reporting Periods:;

PART 1: Filer's Positions Held outside US Government

(end of period covered by last report to termination date)
PART 2: Filer's Employment Assets and Income

(end of period covered by last report to termination date)
PART 3: Filer's Employment Agreements and Arrangements

(end of period covered by last report to termination date)
PART 4: Filer's Sources of Compensation Exceeding $5,000

In a Year (N/A)
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@6EE EForm 2Zrees lernmination

Elinmgrbead! e ImelineESIARTo

Reporting Periods:

PART 5: Spouse’'s Employment Assets and Income

(end of period covered by last report to termination date)

PART 6: Other Assets and Income

(end of period covered by last report to termination date)

PART 7: Transactions

(end of period covered by last report to termination date)

PART 8: Liabilities

(end of period covered by last report to termination date)

PART 9: Gifts and Travel Reimbursement

(end of period covered by last report to termination date)
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OGE Eonmi 2Zees ienmination

Elmgrbeadline; nmelinesIsAnto

Deadline:

 Due Date: NLT 30 days after termination — after
expiration of all permissive and terminal leave

* Combined annual/termination report permissible if
employee leaves between May 15 and Aug 15.

* Not required for employees assuming another OGE
Form 278e filing position within 30 days.
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@GE Eorn 27 8E: EXIENSIONS

o Agency Extension: 90 days total.

1. |Initial - up to 45 days; granted by DAEO (or designee),
for “good cause shown.”

2. Additional Agency Ext — like above, up to 45 days;
granted by DAEQ (or designee), but must be in writing,
for “good cause shown.”

e Combat Zone: Automatic extension for 180 days after return
from deployment in war zone, or release from hospital.

23



OGE Eonm 2Zee: Review

Review: OGE requires that all reports be certified
within 60 days. No extensions!

e Process:

v
v

Conduct conflict of interest review

Obtain any required clarifications/information
(if additional information/action Is required, initial
review & signature meets 60 days.)

Implement remedial action, If any (Caution, DQ, etc.)
Certify/sign report
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OGE EFonm 278e: DocUumentation

* Good program tracking system is critical!
— Record new, transfer, promoted, and/terminating filers
— Track positions and filing requirement

* Good data trackingis critical!
— Date of submission, signature, and receipt

— Record of review & certification within 60 days, or
Information on additional required information/action

— Any information required for OGE’s annual questionnaire
— Retain reports for 6 years
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OGE Eonm 2rse:inme Management

o Create and post sample report with correct entries
o Qffer training on filling out reports

» |nclude Supervisory review in AET

» Offer available software (e.g., FDM, Integrity)
 Be available for questions

* Provide copy of previous report

« Recommend written procedures

* Train legal support staff

« Timely review and forwarding to final reviewer
26



SIOCKCACT
PUBIIC POSTING GIIREPGILS

o AllOGE certified OGE 278e reports (e.g., PAS & DAEQO)
filed after January 1, 2012, will be accessible (electronic
reguest for the reports) on a public website. Access to

the reports requires compliance with OGE'’s systems of
record (use of OGE Form 201 as modified).

« Remember drafts and reports still within the first 30 days
after agency receipt are not releasable.
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INteqrty-geYV,

« New OGE 278e online filing system.
— Hosted on OMB MAX website.
— Data can be migrated from FDM.
— Currently public reports only — not OGE 450s.

o All OGE certified OGE 278e reports (e.g., PAS & DAEOQO)
must be filed through Integrity beginning 2016.

— For DoD, all other 278e filers required to file in FDM in 2016 Iin
anticipation of future migration to Integrity.
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@EEEOYM I 2roes ENTorcement

Grace Period IS not an automatic extension.
Personal $200 fine for late filing

Notice and Waiver
Agency debt collection
Worse...referral to
DOJ (required) &
$50,000 fine.




O GIE EORIVI 276
PEnodicransaclion Repont

Who: AllOGE 278e filers, except nominees.
When:
— Covered as soon as assume filing position.

— Must file earlier of (1) 45 days after the transaction;
or (2) 30 days after notification of the transaction.

What: All individual transactions of securities for filer,
spouse, and dependent child that meet reporting
threshold (valued >$1,000).
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Q)G = FORWNI 27 -]
Penodichransaclicn REPOIL

Exclude (278-T Only):

Individual transactions of securities for.filer, spouse, and dependent child
below reporting threshold (valued <$1,000).

Cash accounts

Real estate

Excepted investment funds & underlying holdings thereof
Qualified blind or diversified trust, or an excepted trust
Treasury bills, notes, and bonds;

Life insurance or annuities;

Assets in a Federal retirement program (e.g., TSP).

NOTE: Must still report these transactions on next Annual OGE 278e report

if they meet the reporting threshold a1



O GIE EORIVI 276
PEnodicransaclion Repont

e Extensions: Permissible.
Same as OGE Form 278e.

e Penalty & Waiver: Same as OGE Form 278e.
e Publically Posted:
— Same as OGE Form 278e.

— Confidential until releasable, 30-days after
agency receipt.
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COINF IR ENIFEAE SINANE A E
PD)ISCECSURE

OGE Form 450




CONFIRDENFIAL EINANICAE D ISCECSIURE
(OGEEom4s0 dated June 2045
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OGEE EFornmmds0:YourJon

Manage the program

Limit the number of filers!
Review Reports

Counsel and Remedy Conflicts
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OGE EORM 4505 PLouiaimiNoLeES

o Maintain filer list (by name/position)
 Conduct annual review of “covered positions”

o Utilize Action Officers (AO) or FDM POCs
for processing

e Use new entrant, annual and late notices
from AO/EC

e (et enforcement follow up
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OGEE EFonm4s0a\WherEles?

RULE: Those not reguired to file OGE 278¢e but
IN a “covered position” (or detailees)

a. Military: COs, XOs, Heads, & Dept. Heads of:

— NAVY: shore installations with more than 500
employees

— Army, Air Force, Marines: all bases,
Installations, and air wing activities
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OGEE EFonm4s0a\WherEles?

0. Special Gevermment Employees:

Consultants, or those on temporary duty
for 130 days or less in any 365 day period,
iIncluding reservists and Nat’l Guard.
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OGEE EFonm4s0a\WherEles?

C; Militan s Civilian Enpleyees:

GS-15 and below (or comparable pay

level), or mi

when the fo

itary personnel below 0-7,
lowing circumstances apply:
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OGE EFormdsmWhorkEles?

G Miltany&aEivilianEmpleyees: (Contd)

1) The Agency concludes they “participate personally &
substantially” through decision or exercise of significant
judgment, and without substantial supervision, in taking

official action for:
a) Contracting or procurement;
b) Administering grants, subsidies or licenses;
c) Regulating or auditing any non-Federal entity; or

d) Other activities in which the final decision may have a
direct and substantial economic impact on the interest of
any non-Federal entity.

2) Supervisor determines position requires filing to avoid real
or apparent conflicts of interest. =




s G EO M S VWO ESY

d. Other Civilian Empleyees:

Intergovernmental Personnel Act (IPA)
appointees.

Those not required to file SF 278e but
detailed to “covered positions.”

CORs — as determined by CO IAW DoDI
5000.72 4



@GE 450 \WherEles?

EXCIUSIONS

a. Agency heads may.
exclude positions with:

— Remote possiblility of
conflict of interest; or

— Low level of responsibility
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@GE 450 \WherEles?

EXCIUSIONS

Excluded Positions:

DoD, Army, Navy, and Air: Force specifically exclude non-
procurement personnel Government purchase card holders
who make annual purchases totaling less than the simplified
acquisition threshold and whose duties would not otherwise
reguire them to file.

DoD, Army, Navy, and Air Force have excluded Reservists
unless the supervisor determines otherwise.
OGE Optional Form 450-A filers

No right to appeal agency filing determination beyond agency

head or designee .



OGEEAS 0 NEW ER@NTTREP OIS

\WHoTiles?,

New employees

Transfers (get a copy of their prior 450)

Personne

Personne

W

W

nose duties change

N0 are promoted

SGE (always New Entrants)
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OGEEAS 0 NEW ER@NTTREP OIS

Eligrbeadline; Imelines &Alnto

[Deadlines:
 Must be filed'within 30 days of assuming a new position or. new duties

* DoD SGEs, and activated Reservists & National Guard must have reports
filed prior to assuming duties

e Extensions (up to 90 Days admin or. Combat Zone)

Timelines & Information:
 Reporting Period: 12-month period prior to signature

* Review & certification must be conducted within 60 days from agency
receipt (initial review & signature suffices if more information/action
required)

 Reports must be retained for 6 years
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OGEEAS0E ANNRUEIFREPOILS

Elmgrbeadline; melines &Alnto
Deadlines:

» February 15 (or next business day)
« No automatic extensions
« Document all extensions
— Admin Ext: Ethics Counselor (or designee) may grant
extensions (90 days)
— Combat zone ext: deployed or away from permanent duty
station (90 days)

Timelines & Information:
« Must have been employed in covered position 60+ days during
prior calendar year
 Reporting Period: previous calendar year
« Use correct OGE Form 450 (June 2015)
 Retain reports 6 years
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OGEZAS05 ANMMURAITREPGILS

Use off OGE OF 450-A:

 Annual OGE Form 450 filers only
« (Cannot use more than 3 years in a row.

« (Cannot be used In years divisible by four starting
iIn 2000

e Filer must attach most current OGE Form 450

e Supervisor must review and certify
« SGE may not use 450-A

47



@GE 4507 bocumentation

Develop good tracking system, €.g., excel
tracking example

Date of filing = Agency Receipt
Fill in filer data gaps - reconcile lists and
document filing determinations

Retain reports for required 6 years

Reference filer information, e.g., ethics guidance
received on gifts, travel, seeking employment etc.
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OGEE 4508 EnallConhict  Review

1. Conduct after initial, technical deficiency, review
2. Conduct substantive conflict review

— See OGE memorandum 00x8 on diversified and sector.
mutual funds

— Be persistent and use tickler system

3. Send letters/e-mails warning of potential conflicts

4. Annotate report with all revisions, clarifications, remedial
action taken.

S. Remedy conflicts

6. Certify report
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OGEASOIImelVianagement

\What can you do to make the process more effective & efficient?

. Sample forms/memos on SOCO Website
. Offer training on filling out reports

. Include Supervisory review in AET

. Offer available software

. Be available for questions

. Provide copy of previous report

. Recommend written procedures

. Train legal support staff

50



O6EE 4508 Eollection/Entorcement

No $200 Filing Fee
Ultimate Threat: Reassignment / Removal

If report Is late, request administrative
action

Get command support

OGE annual reporting requirements

o1
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@GEEONM

Who Eiles

450

Military - COs, XOs,
Heads, & Dept. Heads...
Civilian/Military - GS 15/
O-6 and below with
certain duties

Special Gov't Employees
Most IPAS/HQES

Certain Reservists &
National Guard

OGEEEOTMAS0NW 27 6E

20BE

Political Appointees
DAEO

SES

General Officers
(O-7 and above,
including reservists w/
61+ days service)
SES equivalent or
detailees

Certain IPA/HQE
Senior Mentors
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OGEE EOTMAS0NW 27 6E

@GEEGM 2150) 266

« New Entrant (NE) * New Entrant
REPOYLS  Annual (A) « Annual (A)

« Termination (T)
« NE: w/in 30 days « NE: w/in 30 days
e A:noearlierthan1Jan, ¢ A:no earlier than 1 Jan,
_ no later than 15 Feb. no later than 15 May.

Deadlines Combat Ext: « T:w/in 30 days

only 90-days « Combat Ext: 180 days
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@GEEGHM

Reporianie
In1o

Reportable
Periods

OGEE EOTMAS0NW 27 6E

450

* No non-sector mutual
funds

. No values

. No asset income amt

e NE: 12 months
preceding assuming
duties of covered
position

2086

All investment assets,
including mutual funds
Value ranges

Income amount & type

NE: last calendar year
through current year
date of appointment or
filing
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OGE oM

RPenalty

OGEE EOTMAS0NW 27 6E

450

Administrative action
for failure to file

20BE

Criminal, civil and
administrative penalties
for: failure to file, false
information, etc.
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