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29 September 2003

 macrobutton FORINSTRUCT MEMORANDUM FOR ALL 2-LETTER OFFICES

 macrobutton FROMINSTRUCT FROM:  SMC/JA

 macrobutton SUBJECTINSTRUCT SUBJECT: 
Office of Government Ethics (OGE) Form 450, Confidential Financial Disclosure Report and Annual Ethics Training  (SUSPENSE DATE: 31 October 2003) 
1.  In accordance with Department of Defense Directive 5500.7-R, Standards of Conduct (otherwise known as the Joint Ethics Regulation or JER), military members up to and including the rank of Colonel and civilian employees up to and including the grade of GM/GS-15 must file an OGE 450 if they “participate personally and substantially through decision or exercise of significant judgment in (a) contracting or procurement, (b) the administration of grants, subsidies, and licenses, (c) the regulation or auditing of non-federal entities, or (d) if their activities have an economic impact on non-federal entities.”  Also the JER requires all OGE 450 filers to complete annual ethics training.

2.  Each person required to file an OGE 450 must file annually in October.  The 2003 form is due no later than 31 October 2003 and must include all affiliations and financial interests that existed at anytime during the Government’s fiscal year 2003.  Please note that all personnel meeting the description of duties in paragraph 1 must file the annual report even if they recently filed their “new entrant” report.  We’re also requiring that all OGE 450s include an attached Completion Certificate (not e-mail proof) of 2003 annual ethics training.  The 2003 training is available on-line on the SMC/JA website, http://www.losangeles.af.mil/ABG/JA/, under “Ethics”.  The Completion Certificate is available at the end of the training program when training is completed (Use the “Print a Certificate” function).  NOTE:  The Completion Certificate must be for the 2003 training, and not the 2002 training.

3.  We respectfully request that you abide by the following filing procedures (See also the attached memorandum entitled “SMC/JA ‘Must Follow’ Rules for Filing OGE 450s and Ethics Training”, and example completed OGE 450 w/ supervisor comments):

a.  Appoint an organization point of contact (POC) for the filing process and forward (by e-mail, preferably) the POC’s name and phone number to Major Bob Borich of my office (robert.borich@losangeles.af.mil) as soon as possible after receipt of this letter.  Since many organizations appoint their unit training monitor as their POC, I have forwarded a copy of this letter to all training monitors.

b.  Have the appropriate supervisors determine which employees within your organization are required to file the OGE 450 in accordance with the criteria set out in Paragraph 1.  For any potential filer, the determination as to whether they have to file the OGE 450 is made by the lowest person in the chain of command who is an O-5 or GM/GS-14 or above.  Once again, all those required to file an OGE 450 are required to complete the annual ethics training.

c.  Notify all employees identified for OGE 450/ethics training requirements and forward a list of such individuals to Major Borich NLT 20 October 2003.

d.  On or after 1 October 2003, but NLT 31 October 2003, required filers within your organization should complete each part of the OGE 450 (or 450A), sign, and date the report.  Filers should check the “none” box if they have nothing to report.  Also, filers should attach a list of contractors with which they deal as part of their official duties to enable reviewers to evaluate potential conflicts of interest.  “Global” lists covering more than one employee are acceptable if it is clear which employees work with which listed contractors.  A position description does not need to accompany the form.  Further, filers must attach a copy of their 2003 annual ethics training Completion Certificate to their forms.
e.  First level supervisors of each required filer must review, sign, and date the form in the block indicated.  Please note that, before signing the form, the supervisor must identify any potential conflicts of interest and discuss them with Major Borich (or another JA Ethics Counselor) and/or appropriately document on the form that a conflict does not exist or has been resolved.  For example, if a filer or his/her spouse or dependent children own over $15,000 stock in a contractor that does business with the filer’s program office, then there is a potential conflict that needs to be resolved and documented on the form (I use this example because, effective 18 April 2002, a government employee can now own up to $15,000, instead of $5,000, stock interest in a government contractor and still participate in a particular matter that has a direct and predictable effect on the financial interest of that government contractor).  After reviewing, signing and dating the form, the supervisor should then ensure that a Completion Certificate for 2003 annual ethics training is attached.  Once the Completion Certificate is attached, the supervisor should then alphabetize and forward all completed forms and any attachments to the organization’s POC for submission to JA in one sealed envelope.  The envelope should be marked “OGE 450s, to be opened by addressee only.”  

4. Again this year, DoD filers may, if eligible, file the “short form” (OGE Optional Form 450A).  Filers are eligible if:  (a) they have filed an OGE 450 within the last four years, (b) they have no reportable additions to their assets, liabilities, or affiliations during the previous year, and (c) they attach a copy of their last OGE 450 to the OGE 450A.  (Please note that the legal office is not able to provide copies of “old” OGE 450s to individual filers).  It is very important that filers keep a copy of their OGE 450 filings so they may use the OGE 450A in the future.  NOTE:  You must use the DoD version of the Form 450A that has a “supervisor’s signature” block on the bottom of the form.
5.  Please remember the completed OGE 450 and 450A forms are subject to the Privacy Act and reviewers must safeguard them.  Only government officials in the supervisory chain may review the form.  When passing the forms along the review chain, please either hand carry the forms or place them in a sealed envelope marked as indicated in paragraph 3.e.

6.  The filing deadline for OGE 450s and 450As and the 2003 annual ethics training is 31 October 2003.  I request your personal attention to these requirements so as to minimize any problems with the process.  I have also attached a short list of frequently asked questions and “must follow” rules that you may distribute to all filers, and you may also distribute this letter if you choose.  I have also attached both a blank OGE 450 and OGE 450A.  NOTE: A new version of the OGE 450 Form was created in 2002.  Please use the new version only.  The forms can also be accessed on our SMC/JA website, http://www.losangeles.af.mil/ABG/JA/, under “Ethics”.   My POCs in this matter are Major Bob Borich (363-6450) and Ms Carolyn Adams (363-6473). They have other useful information for reviewers and filers and will make that information available to your POC if desired.  Thank you for your attention to these important ethics requirements.

JO ANN STRINGFIELD, Colonel, USAF

Staff Judge Advocate

 macrobutton ATTACHINSTRUCT Attachments: 
1. SMC/JA “Must Follow” Rules for Filing OGE 450s and Ethics Training

2. Frequently Asked Questions

3. Example completed OGE 450 w/ supervisor comments.

3. OGE 450

4. OGE 450A

cc:  

SMC Executive Officers

Unit Training Monitors
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