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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Filing, Supervisory Review, and Submission of OGE Form 450, Confidential Financial Disclosure Report

1.  Pursuant to the Joint Ethics Regulation (JER) (DOD Directive 5500.7-R) and 5 CFR 2634, certain Government personnel are required to file an annual financial disclosure report.  The criteria is outlined at 5 CFR 2634.904.  See pages 80-41 and 80-42 in the JER.  The purpose of the form is to allow supervisors and ethics officials to identify and prevent conflicts of interest.

2.  The Secretary of the Army has determined that IMPAC credit card holders who make annual purchases totaling less than $100,000 shall be excluded from filing the OGE Form 450.  This determination does not preclude individual supervisors from requiring subordinates to file when, in the supervisor’s judg​ment, the subordinate has duties involving the exercise of significant independent judgment over matters that will have a substantial impact on the integrity of Army operations and rela​tionships with non-Federal parties.  Further, this determination does not apply to individuals employed in contracting or procure​ment who have decision-making responsibilities regarding expendi​tures.  Accordingly, contract and procurement personnel are still required to file OGE 450.

3.  In order to ensure compliance with annual filing and report​ing requirements, a complete and current listing of all indi​viduals required to file OGE FORM 450 is required by the Ethics Counselor, Office of the Staff Judge Advocate.  All supervi​sors should have previously identified and designated those subordi​nates who are required to file the OGE FORM 450.   
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A con​solidated alphabetical list of the names of individuals required to file OGE FORM 450 (indicating grades and positions) will be furnished to the Ethics Counselor as soon as possible, but not later than 2 October 2000.  The alphabetical list may be e-mailed to david.miller@huachuca-emh1.army.mil
4.  You will appoint a point-of-contact (POC) to coordinate review of positions and filing of OGE Forms 450.  The name and telephone number of each POC should be reported to the Ethics Counselor as soon as possible, but not later than 2 October 2000.  This information may be furnished tele​phonically or by 

e-mail to numbers listed in paragraph 6.  The POC for OGE FORM 450 filing will ensure that the following actions are initiated and accomplished within the organization.  The stated suspenses must be strictly complied with to meet HQDA reporting requirements.

     a.  Immediately distribute one complete copy of  the OGE FORM 450 to each individ​ual required to file the form.  If you do not have other copies of the pre-printed OGE FORM 450, you may download the form from www.usoge.gov/ogeforms/450form.pdf   Be sure to distribute the instructions and the two-page form.

     b.  Emphasize to each individual the importance of com​plet​ing the form correctly, including reading and complying with the instructions for filling out the form.
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    c.  Advise each filer to complete the form immediately and submit it directly to his or her immediate supervisor for review.  If the immediate supervisor is someone other than the POC, the POC should still monitor the progress of the forms at all times to ensure that supervisors receive the completed forms promptly and the forms are timely filed with the Ethics Counselor.


d.  Together with the immediate supervisor, ensure that individuals file the form with the immediate supervisor NLT COB 17 October 2000.  Report to SJA on any failure to file by any individual or problems in completing review of the forms, and the reasons therefor.


e.  If a 30-day extension is required, submit to SJA a request for an extension of time to file for any individual who cannot complete the filing requirement by 17 October 2000.  The request should include a list of all individuals required to file who will not file by 17 October 2000, with a complete statement of the reasons why each individual cannot file by 17 October 2000.  The approving authority for extensions beyond 30 days is HQDA.  A copy of the written request for extension and the approval must be filed with the filer's OGE FORM 450.  Individuals who have not filed and have not received a 30-day extension will be reported to Department of the Army.


f.  Submit the completed OGE FORM 450's to SJA NLT 27 Octo​ber 2000, along with the following information:

         (1)  number of persons required to file an annual OGE FORM 450;

         (2)  names and positions of individuals who have not filed and the reasons for failure to file;

         (3)  status of their written requests for extension;

         (4)  anticipated date of filing.

These reports shall be submitted to SJA monthly (by the 10th of each month) until there is 100 percent compliance in your agency/activity.
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5.  Individuals filing OGE FORM 450:

     a.  Should READ THE INSTRUCTIONS accompanying the form as well as the supplemental instructions provided by SJA.  Experi​ence has shown that even the most senior personnel often attempt to complete the form without reading the instructions, causing time wasting corrections to be necessary.


b.  Must submit the completed form to his or her imme​diate supervisor by COB Friday, 17 October 2000.  FORMS SHOULD BE GIVEN TO SUPERVISORS CONFIDENTIALLY, SUCH AS IN AN ENCLOSED ENVELOPE MARKED FOR THE SUPERVISOR BY NAME AND INDICATING THAT AN INDIVIDUAL'S FINANCIAL DISCLOSURE REPORT IS ENCLOSED.

     c.  Include date attended ethics training in CY 1999 on the top of the OGE FORM 450.

6.  Immediate supervisors of filing employees:

     a.  Must review the OGE FORM 450 submitted to him or her and complete only the three blocks titled:  Date Received by Agency, Signature and Title of Supervisor, and Date.

     b.  Should note that his or her signature on the OGE FORM 450 means that he or she has evaluated any reported financial affiliations and interests to determine whether or not a con​flict of interest, or even the appearance of a conflict of interest, exists for the filing employee.  The supervisor's signature on OGE FORM 450 signifies two things:

       (1)  That the supervisor has ensured the form is com​plete and complies with the instructions (for example, "not applicable" is not an acceptable answer so must be corrected); and 

       (2)  That the supervisor does not find any conflicts of interest between the filer's financial interests and his or her duties, nor does the supervisor find any other standards of con​duct issues raised by the information disclosed on the OGE FORM 450.
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     c.  Resolve any actual or potential conflicts of interests in coordination with Mr. Tom King, Ethics Counselor, 3-3197.

     d.  Either submit the envelopes directly to SJA or to the POC, whichever the POC directs.  Do not submit the forms through intermediate supervisors.  All completed and reviewed forms must be submitted to the Ethics Counselor NLT 27 October 2000.


e.  MUST MAINTAIN THE CONFIDENTIALITY OF THE FINANCIAL DISCLOSURE REPORTS WHILE IN THEIR POSSESSION AND MUST SUBMIT THEM TO SJA IN AN APPROPRIATELY CONFIDENTIAL MANNER.  To ensure that information is not inadvertently disclosed, after evalua​tion and review of each OGE FORM 450, the immediate supervisor should enclose and seal the form(s) in a plain envelope, write "OGE FORM 450" and the name and organizational position of the filer(s) on the envelope, and forward either directly to SJA or to the POC, whichever the POC directs.

8.  Questions about any of the procedural requirements addressed herein should be directed to Mr. David L. Miller at 

(520) 533-5712, DSN 821-5712, FAX 821-0610, (e-mail:  david.miller@huachuca-emh1.army.mil).

9.  Please confirm receipt of this e-mail for our records.

       




THOMAS G. KING







Ethics Counselor
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Commander,

U.S. Army Information Systems Engineering Command (AMSEL-IE-TD), Fort Huachuca, Arizona  85613 

U.S. Army Communications- Electronics  Command Acquisition Center,  Communications, Information and Switching Systems Branch, (AMSEL-AC-CC-E-CA), Fort Huachuca, Arizona 85613
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Commanders,               Directors,         Staff,  (Continued)
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