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Topics 
 
 
 

• Financial Disclosure Report 
Process 

• Using FDM Fundamentals 
• Keys for Success 
• FDM Web Site & Resources 

Software tool to help do  job 
better, easier, faster-–
streamline the financial 
disclosure reporting, review, & 
storage process.   
 
Simple goal—replace paper 
process with a more efficient, 
accurate, & secure method. 
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Financial Disclosure Report (FDR) Process 
• Management/FDR Program Administration 

– Identify Filers 
– Notify Filers, Supervisors 
– Collect reports (e.g., OGE 278, OGE 450) 
– Due dates, deadlines, extensions 
– Records 

• Report Reviews 
– Remind Supervisors 
– Ethics Official Technical review – OGE’s 60-day rule 
– Report reconciliation review 
– Conflict of interest analysis 
– Certification/signature 
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Why Use FDM? 
• Tool available 24 x 7 to delegate/assign helpers  

– Administration delegation, report monitoring 
– Tools to remind & notify Filers, Supervisors 
– Supplemental information and reporting examples 
– Improved paperless report processing, monitoring 

• Reports 
– Comparison view for report reconciliation reviews 
– Screening capability, e.g., paralegal reviewers 
– Complete online, store notes 
– Purge at record retention expiration 
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• Office of Government Ethics (OGE) approved, secure, web-
based application that improves the financial disclosure report 
preparation, filing, and review process: 
– TurboTax–like 
– Guides filer through questions about reportable financial 

information 
– Flags missing and incorrect information 
– Starts each report with prior report information – “prepopulation” 
– Reduces common errors 
– Increases data accuracy 
– Report “Compare” for reviewers (when filer has 2 or more reports 

in FDM) 
• Paperless report and online review with eSignature 

FDM is . . . 

Software tool . . .   
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Benefits 

Only a filer and his/her review chain can see the report.  
All personal information is protected through the use of 
security features such as SSL 128-bit encryption and 
user authentication.  

Efficient 

Accurate 

Secure 

Report wizard leads users through the report form filling 
and review process. FDM’s paperless workflow eliminates 
the physical hand-offs between filers and reviewers.  
Existing filers “pre-populate” reports from earlier ones.  
Reviewers have a report “Compare” function for repeat 
filers (2 reports in FDM). 
Incorporates Office of Government Ethics (OGE) 
business rules ensuring accurate and consistent 
reports.  

Convenient access via Internet Access 

. . . to assist reviewers get to Conflict of Interest analysis  

OGE recognized – Award for Excellence & Innovation (2011);  
Best eFiling (2011); an OGE Agency Model Practice (2009) 
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Vision 
• DoD/Agency-wide use  
• Improved Financial Disclosure Report (FDR) 

processing/reviewing/approval 
• Extract certain statistics for annual agency report 

due to OGE (1 Feb), e.g.,  
– Number of Filers required to file 
– Number actually filed 
– Number required to receive training 

• Record annual ethics training for Filers 
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Department of Defense  
– Army (Executive Agent) 
– Other Military Services 
– Armed Services Bd. of Contract Appeals 
– Defense Commissary Agency 
– Defense Contract Audit Agency 
– Defense Finance & Accounting Service 
– Defense Information System Agency 
– Defense Intelligence Agency 
– Defense Logistics Agency 
– Defense Security Service 
– Defense Threat Reduction Agency 
– DoD Inspector General 
– National Geospatial Intelligence Agency 
– Office of the Secretary of Defense 
– Special Inspector General for Afghan. 

Reconstruction 
– Uniformed Svcs Univ. of Health Sciences 

 

Executive Branch 
–Dep’t of State 
–Dep’t of Veterans Affairs 
–Dep’t of Homeland 

Security 
–Office of Gov’t Ethics 
–Center for Disease Control 

(SGEs) 
–National Credit Union 

Administration 
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Getting Started in FDM 
• Take the short, narrated FDM web site tour: 

https://www.fdm.army.mil/PM Reference Docs/GCFDMIntro/GCIntro.html  
• Scan the Resources area: 

https://www.fdm.army.mil/helpSupport/resources.htm  
• Read the Quick Starts 
• Scan the SOPs & User Guides 

• Ethics roles How To Guides: 
• 450 Certifier Frequent Task How to Guide 

https://www.fdm.army.mil/PM Reference Docs/450CertifierFDMTasks.doc  
• FDM SLC Frequent Task How to Guide, 

https://www.fdm.army.mil/PM Reference Docs/SLCFDMTasks.doc 
• DAEO Frequent Task How to Guide: 

https://www.fdm.army.mil/PM Reference Docs/DAEOFDMTasks.doc 

• Key Features 

 
• FDM Release Notes https://www.fdm.army.mil/helpSupport/releaseNotes.htm  

• Filers– https://www.fdm.army.mil/documents/QRC Key Features Filers.pdf    
• Reviewers– https://www.fdm.army.mil/documents/QRC Key Features Reviewers.pdf    
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Key Dates/Events 
 
• January –  

– Annual/Incumbent Report “Assigned” automatically for registered Filers in FDM with 
an OGE 450 or 278 Filer role on 31 Dec 

– FDM 220 Worksheet available to assist in preparing OGE 220 Report 
– 450 Certifiers/POCs Remind OGE 450 Filers to file (My Reviews | Remind Filers 

tab) 

• February – Annual OGE 450s due NLT 15 Feb (Filer eSign on/before that 
date; reviews w/in 60 days of Filer submission) 

• Mid-March – Notify Incumbent OGE 278 Filers to file (Admin | Filers 
tab) 

• May – Incumbent OGE 278s due NLT 15 May (Filer eSign on/before that 
date (or obtain an extension); reviews w/in 60 days of filer submission) 

• November/December –  
– Move unfinished OGE 278s; OGE 450s toward “Complete” status NLT 31 Dec 
– Have Org Unit POCs update their Filer lists in FDM; replace departed Supervisors 
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Understanding FDM 

• Role based – a user has one or more “roles” that 
determine what that user may do/see in FDM 
depending on the role selected 

• OGE 278/OGE 450 “Process Flow” for reported 
information 

• Structure – FDM “connects” reported information to 
filers & authorized reviewers 

• FDM “org units” connect filers, reviewer/ 
supervisors, legal community users, & report 
certifiers 
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Key FDM 278 User Roles 
• DAEOs (& Deputy “DAEO/DAEO EC) – 278 certifying 

authority 
• SLC – Senior Legal Counsel (e.g., General Counsel, Staff 

Judge Advocate) at Command, organization 
– SLC EC – Ethics Counselor (e.g., often an additional duty for a 

member of OSJA) 
– SLC Assistant – Assists SLC/SLC EC manage report progress 

• Supervisor – Filer’s Supervisor - Joint Ethics Regulation 
(JER) requires Supervisor review the financial disclosure  
report (except for Termination reports) 

• Filer – files an OGE 278 
– Filer Assistant – optional; may draft Filer’s report; cannot eSign 

for Filer; cannot amend for Filer 
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Key FDM 450 User Roles 
• 450 Certifier – local approving authority for OGE 450 

– 450 Certifier EC  
– 450 Assistant – often Ethics paralegal who “screens” reports; assists 

manage organization use 
• 450 POC – organization point of contact (POC) for managing organization’s 

OGE 450 filers/supervisors in FDM; supports 450 Certifier 
• Supervisor – Filer’s Supervisor - Joint Ethics Regulation (JER) requires 

Supervisor review the financial disclosure 
• Filer – files an OGE 450 

– Filer Assistant – optional; may draft Filer’s report; cannot eSign for 
Filer; cannot amend for Filer 
 

• SLC – Senior Legal Counsel (e.g., General Counsel, Staff Judge Advocate) 
at Command, organization 
– SLC EC – Ethics Counselor (e.g., often an additional duty for a member 

of OSJA) 
– Appoints 450 Certifier for Org Unit (Admin | 450 Certifier tab) 



https://www.fdm.army.mil 
17 

Registering Other Users 

• SLCs/450 Certifiers/POCs may create new “Org 
Unit”   

• Assign roles to the Org Unit  
• Add Filers – Admin | Filers 

• SLC Ethics Counselors (SLC ECs) – My Info | 
My ECs 

• SLC Assistants – My Info | My Assistants 
• SLCs Assign 450 Certifiers – Admin | 450 

Certifiers 
• See FDM User Guides 
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Caution 
• Filer’s personal and financial information is private and sensitive in 

nature. 
• Limits on who may see it (e.g., Privacy Act)  
• Supervisors have official purpose 
• Pick the right “John Smith” – avoid a Privacy Act violation 
• DISA Global Directory Service (GDS), https://dod411.gds.disa.mil/, 

listing email address embedded on DoD CACs 
 



https://www.fdm.army.mil 
19 

Org Unit POCs 
• Most organizations with over 20 OGE 450 Filers will 

assign someone to “manage” Filers and report 
processing 

• Legal Office POC 
• Use Admin | POC (or Admin | Org Unit) tab to 

add/delete POC 
– POC can then register Filers 
– Assign requirement to file 
– Notify Filers to file 
– Monitor report filing – remind Filers (if needed)  
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Organization POCs 
• Orient New POCs 

– POC User Guide – narrated tutorial: 
https://www.fdm.army.mil/documents/POC Basic User Guide Tutorial for
Website/POC Basic User Guide TOC.html 

– POC Quick Start –  
https://www.fdm.army.mil/documents/450POCQuickStart.doc  
 

• Annual Filing Season Update (FDM Resources tab: 
https://www.fdm.army.mil/helpSupport/resources.htm)  
– POC Quick Start 
– 450 Certifier User Guide (updated annually) 

 
• Remember to thank POCs after successful filing 

season – Certificate of Appreciation template 
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Filer Administration 
• New Filers: 

– Register/add new Filer(s) to the Org Unit of the Filer’s Supervisor 
– Assign the report (likely a New Entrant) 
– Register the Filer-Supervisor user as a Supervisor first to establish the 

correct SLC then register as a Filer in that Org Unit (FDM will look next 
level up for the Supervisor on the report) 

• Current Filers: 
– Review Filer list (My Reviews | Filers or Admin | Filers tabs) 

• Remove retired/separated Filer(s) 
• Delete or Move departed to another org unit if PCS’d (move limited to 

“your” org units based on your role/connection to the org unit(s)) [as 
necessary contact FDM Service Center for move assist] 

References/Resources: 
• Tutorial – Managing Filers; Managing Org Units 
• Quick Reference Cards – Managing Filers; Managing Org Units 
• FDM 278 User Guide (updated annually) 

(Admin | Filers OR My Reviews | Filers tabs) 
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Filers 
• Login using DoD CAC or Username/Password 
• Main work space: My Reports tab; Reports Not 

Started  
• May add Filer Assistant to draft report 
• Help available: 

– Filer Quick Start, 
https://www.fdm.army.mil/documents/278FilerQuickStart.doc  

– Video tutorial/Quick Reference – Filing an OGE 278 
– Legal Advisor for report content  
– FDM Service Center 

• Telephone: 443-861-8247 (8:00 a.m. – 5:00 p.m. Eastern M-F 
(during filing season)) 

• Email: usarmy.APG.cecom.mbx.FDMSpt@mail.mil 
– FDM 450/278 User Guides for Legal Staff 

Mention 
when you 
notify Filer to 
File 
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Returning FDM Incumbent 278 Filer 

• Starts on FDM web site, https://www.fdm.army.mil 
• Quick Start: 

https://www.fdm.army.mil/documents/278FilerQuickStart.doc  

• Many SJAs/staff members serve as Filer Assistant to 
draft report 

• Pre-populate in Getting Started 
• Add/Delete Assets prompts for create Transactions 

(New Entrant Filers do not report Transactions)  
• FDM 278 SLC User Guide, chapter 5 
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Key Features - Filers 

• Filers can prepare the report themselves or add an 
assistant who can draft it 

• A report Q&A “wizard” & progress bar guides the Filer 
through with questions and tailored help 

• Pre-population simplifies the filing:  
– Filers carry forward previous report data to their next reports  
– edit changes 

• FDM flags incomplete items 
• Filer eSigns the report securely online 
• eMail notifications go to reviewers when Filer eSigns or 

amends 

 
26 
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Key Features - Reviewers 
(Supervisors and Ethics Counselors) 

• e-Mail notices alert reviewers of report review readiness 
status 

• Worklist view shows reports ready for review & tracks in-
progress reports  

• OGE reporting business rules applied to flagging issues 
requiring additional information or special attention 

• Reviewers can add comments directly to a report 
• Reviewer eSigns report securely online 
• Audit trail records report status changes 
• Compare view shows changes Filers make between 

reports saving Reviewers report reconciliation time 

30 







https://www.fdm.army.mil 
33 

Using FDM 278 
• SLC How To Guide, 

https://www.fdm.army.mil/PM_Reference_Docs/SLCFDMTasks.doc 

• Resources:  https://www.fdm.army.mil/helpSupport/resources.htm  
– SLC Quick Start 
– SLC FDM 278 User Guide 

• View the Using FDM 278 narrated presentation and slides: 
– https://www.fdm.army.mil/PM Reference Docs/278/UsingFDM278.html  
– https://www.fdm.army.mil/PM Reference Docs/UsingFDM278.ppt  

• Monitor 278 progress on the Management Reports tab, 
Disclosure Report Details (Using FDM Management 
Reports):  

– Slides: https://www.fdm.army.mil/PM Reference Docs/SLCStatus.ppt   
– Narrated: 

https://www.fdm.army.mil/PM Reference Docs/SLCStatus/SLCStatus.html  
– Management Reports Quick Reference: 

https://www.fdm.army.mil/documents/QRC FDM Management Reports.pdf  
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• Read the updated SLC Quick Start in the FDM Resources area, 
https://www.fdm.army.mil/helpSupport/resources.htm  

• Review FDM 278 SOP & Enclosures: 
https://www.fdm.army.mil/helpSupport/resources.htm (a customizable 
template for legal offices to adapt to use to electronically file (eFile) and 
manage the OGE 278, Public Financial Disclosure Report, process using 
FDM. It offers "get ready" type information and a review checklist)  

• Early in the year 
– Finish any reviews on your 278s (My Reviews | Review Reports) 
– Do you see correct Supervisors (Admin | Supervisors tab)?  
– Admin | Filers (or My Reviews | Filers) tab – right 278 Filers? 
– Do Filers have the right “Assigned” 2013 Incumbent (for CY12)? 

• Presumed “Assign” Incumbent OGE 278 Report (My Reviews | Review 
Reports tab) 

• Remove any unneeded, not started 
– Need to register/move any 278 Filers/Supervisors? (Admin | Filers) tab  

FDM 278 Pre–Filing Season 
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278 Filing Season Tasks 
• Mid-March notify Filer to file (FDM Notify email tool available on 

the Admin | Filer tab; Remind Filer tool on My Reviews | 
Remind Filers tab) 
― Filer Quick Start/Hints link on FDM home page 

• Assist Filer (as needed) 
• Review reports (My Reviews | Review Reports – Worklist 

View) 
– SLC Quick Start, https://www.fdm.army.mil/documents/SLCQuickStart.doc   
– End Initial Review and/or 
– eSign (SLC EC in place of SLC) 
– Submit to DAEO after Supervisor has eSigned 

• May assist 278 Supervisor review – when eSigning, Filer will 
cause FDM to email Supervisor or SLC 
– Supervisor review:  
      https://www.fdm.army.mil/documents/SupervisorReviewQuickStart.doc  
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Reviewing OGE 278s 
• Check the FDM 278 User Guide & SOP for useful 

substantive checklists 
https://www.fdm.army.mil/helpSupport/resources.htm  

• Visit the FDM Learning Center for: 
– Video:  Reviewing an OGE 278 

https://www.fdm.army.mil/learningCenter/tutorials.htm  
– Quick Reference: Reviewing an OGE 278 

https://www.fdm.army.mil/learningCenter/documentation.htm  
• Report “Compare” view when Filer has two or more 

OGE 278s in FDM – highlights Filer’s changes 
• OGE 60-day review rule 
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Report Options 
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Report’s “Review Status” screen has role-based 
action buttons:   

 

Admin Close; Request Filer Amend; End Initial Review; eSign 
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End Initial Review 

40 

“Review Status” screen has a new action button:  “End Initial Review” 
(formerly called “End Review”) 
 

• The End Initial Review 
feature helps Ethics 
Officials demonstrate 
compliance with OGE’s 
60-day report review 
rule. 

• Not necessary to use 
when report is Complete 
within 60 days of Filer’s 
eSign. 
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Using FDM 278 Summary 
• My 278 Filers (Admin | Filers tab, “Show My Filers”) 

• Incumbents (due in May) 
• Add New Entrants during the year 

• Auto assign Reports to eFile 
• Remind/Notify Filers to eFile 
• Approve Extensions (Record in FDM) 
• Remind Supervisors to eReview 
• Review Reports 

• Worklist & Org Unit Views 
• Manage Exceptions 
• Notes 

SLC How To Guide: https://www.fdm.army.mil/PM Reference Docs/SLCFDMTasks.doc 
SLC Quick Start: https://www.fdm.army.mil/documents/SLCQuickStart.doc  
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Using FDM 450 
• 450 Certifier How To Guide: 

https://www.fdm.army.mil/PM Reference Docs/450CertifierFDMTasks.doc  

• Resources:  https://www.fdm.army.mil/helpSupport/resources.htm  
– FDM 450 Certifier Quick Start 
– FDM 450 Certifier User Guide 

• View the Using FDM 450 narrated presentation and slides: 
– https://www.fdm.army.mil/PM Reference Docs/450/UsingFDM450.html  
– https://www.fdm.army.mil/PM Reference Docs/UsingFDM450.ppt 

• Monitor OGE 450 progress on the Management Reports 
tab, Disclosure Report Details (Using FDM Management 
Reports):  

– Slides: https://www.fdm.army.mil/PM Reference Docs/SLCStatus.ppt   
– Narrated: 

https://www.fdm.army.mil/PM Reference Docs/SLCStatus/SLCStatus.html  
– Management Reports Quick Reference: 

https://www.fdm.army.mil/documents/QRC FDM Management Reports.pdf  
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Reviewing OGE 450s 
• Check the FDM 450 User Guide & SOP for substantive 

checklists https://www.fdm.army.mil/helpSupport/resources.htm  
• Visit the FDM Learning Center for: 

– Video:  Reviewing an OGE 450 
https://www.fdm.army.mil/learningCenter/tutorials.htm  

– Quick Reference: Reviewing an OGE 450 
https://www.fdm.army.mil/learningCenter/documentation.htm  

• Report “Compare” view when Filer has two or more 
OGE 450s in FDM – highlights Filer’s changes 

• OGE 60-day review rule 
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Extensions 
• Filers request outside FDM 
• Ethics Officials approve outside FDM 
• DAEO/SLCs & ECs record 278 extensions in FDM 
• 450 Certifiers & ECs record OGE 450 extensions in 

FDM 
• Start on Review Status screen of Assigned, Not 

Started or a Draft report 
• Info in FDM will be available for SLC input to 

annual Agency report to OGE 

Extensions information: https://www.fdm.army.mil/documents/Extensions.pdf  
Quick Reference: https://www.fdm.army.mil/documents/QRC Managing Extensions.pdf   
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Admin Tab 
 

Link to Quick Reference Cards (QRC) - step-by-
step instructions on admin functions, e.g., add 
Filers, add Supervisors, . . .  

Admin | Org Units tab – add, remove Org Units, edit Org Unit name; assign 
or change roles  
Admin | Filers tab – see, add, remove Filers 
Admin | POCs tab – see, add, remove POCs 
Admin | Supervisors tab – see, add, remove Supervisors 
Admin | Senior Legal Counsels – see, add, remove SLCs 
Admin | 450 Certifiers tab – see, add, remove 450 Certifiers 
Admin | Users tab – search for registered users, view their roles 
 

Annual Maintenance 
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Admin | Org Units tab 
 
 
 
 
 
 
 
 
 

Admin Changes 
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“Success Score” 
• Management Report | Review Metrics tab 

• Quantitative 
• Measures how well 450 Certifier does against the OGE 

60-day review rule 
• A score of 1,000 indicates the Ethics Official has initially 

reviewed or completed all eligible reports within 60 
days of the Filer’s submission (thus meeting the OGE 
review rule) 
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“Success Score” 
Balance report 
processing time with 
quality substantive 
review 








