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I. References.

A. tc \l1 "I.
References.Confidential Financial Disclosure, OGE Form 450

1. tc \l2 "A.
Confidential Financial Disclosure‑‑OGE Form 4505 C.F.R. 2634.901 to 1004
2. tc \l3 "1.
5 C.F.R. 2634.901 to 1004

tc \l3 "2.
DoD 5500.7-R, Joint Ethics Regulation (JER) 7-300 to 7-310

3. tc \l3 "3.
OGE Form 450 Review Guide (OGE, 1996)

4. tc \l3 "4.
OGE Form 450 software:  http://www.defenselink.mil/dodgc/defense_ethics/ (click on Ethics Resource Library, Forms, form in Excel); http://www.doi.gov/ethics/forms.html (click on Ethics Forms, form in Adobe); http://www.usda-ethics.net/ (click on Forms, select Lotus, Excel or Acrobat).
B. tc \l2 "B.
Public Financial Disclosure SF 278

1. Ethics in Government Act of 1978,  5 U.S.C. App 4 (Pub. L. 95‑521)

2. tc \l3 "1.
Ethics in Government Act of 1978,  5 U.S.C. App 4 (Pub. L. 95‑521)

tc \l3 "2.
Ethics Reform Act of 1989,  5 U.S.C. App 4  (Pub. L. 101‑194)

3. 5 tc \l3 "3.
C.F.R. 2634.101 to 805

4. tc \l3 "4.
JER 7‑200 to 7‑209

5. tc \l3 "5.
Public Financial Disclosure:  A Reviewer's Reference (OGE, 1994)

6. tc \l3 "6.
"Public Financial Disclosure:  A Closer Look" - OGE video emphasizing importance of completing SF 278 accurately and completely

7. tc \l3 "7.
SF 278 software:  See I.A.4., above.
N.B:  Most of the above references, including all of the Office of Government Ethics (OGE) publications and disclosure forms, are available on the OGE homepage:  http://www.usoge.gov.  The JER is available on the DoD SOCO homepage:  http://www.defenselink.mil/dodgc/defense_ethics/.  The public web site of the Air Force Materiel Command at Wright Patterson has a very good ethics site, including the most up-to-date regulations:  http://www.afmc-pub.wpafb.af.mil/HQ-AFMC/JA/lo/lojaf/ethics/index.htm. 

II.   ROLE OF FINANCIAL DISCLOSURE.

A. tc \l1 "II.
ROLE OF FINANCIAL DISCLOSUREtc \l2 "A.
Report helps to provide early warning of potential conflicts of interest  (18 U.S.C. 208, and 5 C.F.R. 2635.402 and 502).  It does not require complete information, however, so you can’t rely on it entirely.

B. tc \l2 "B.


tc \l2 "C.
Program requires complete follow through to be effective.

III. BENEFITS OF FINANCIAL DISCLOSURE – Educational.

A. tc \l1 "III.
BENEFITS OF FINANCIAL DISCLOSUREtc \l2 "A.
For employees:  By completing the form, employees identify their financial interests.  They may recognize whether these interests conflict with their official duties, and remember their interests if a potential conflict should arise in the future.

B. For supervisors:  By reviewing the form, supervisors identify financial interests that may conflict with their employee’s official duties.

C. tc \l2 "C.
For ethics officials:  By reviewing the form, ethics officials ensure its technical compliance and identify financial interests that may conflict with a filer's official duties.  By sending warning letters to filers, ethics officials remind them of their financial interests, identify potential conflicts of interest for them, and demonstrate official interest in their potential conflicts of interest.  In an audit, OGE will look into whether the reviewer is sufficiently trained.  The advanced class will provide that training.  Use the outline and the handouts and let your support staff study it.  OGE identified DoD’s recommended use of letters of warning as a best practice.
D. tc \l2 "D.
The financial disclosure process provides excellent evidence of knowledge if violations occur and are prosecuted.

IV. tc \l1 "IV.
CONFIDENTIAL FINANCIAL DISCLOSURE (OGE 450 and OGE OF 450A).

The confidential financial disclosure system is regulatory and was created by OGE to mirror the Public Financial Disclosure Report, SF 278, which was created pursuant to statute, for employees below the level of SES.  It does not require the collection of as much detailed information as the SF 278.
A. tc \l2 "A.
Manage Your Program – First, are the Right People Filing?  In your spare time, you may want to meet with Administrative Officers (AOs), or their equivalent, and review Positions Descriptions (PDs).  Are too many employees filing?  Can some positions be exempted?  If you can honestly reduce the number of filers, this will also reduce the overall workload.  Big time investment up front, but payoff over the years.

1. Who files? – Personnel in covered positions:  (Including personnel detailed to these positions.)

a. tc \l4 "a.
Who files? - Personnel in covered positions:  (Including personnel detailed to these positions.) Commanding officers, heads, deputy heads, and executive officers of: Navy shore installations with 500 or more employees; and all Army, Air Force, and Marine Corps installations, bases, air stations or activities.

b. tc \l5 "(1)
Commanding officers, heads, deputy heads, and executive officers of: Navy shore installations with 500 or more employees; and all Army, Air Force, and Marine Corps installations, bases, air stations or activities.Special Government Employees (see exceptions in JER section 7‑300).

c. tc \l5 "(2)
Special Government Employees (see exceptions in JER section 7‑300).Civilian employees at grade GS‑15 and below (or comparable pay level), and military members below grade 0‑7 when: 

(1) tc \l5 "(3)
Civilian employees at grade GS‑15 and below (or comparable pay level), and military members below grade 0‑7 when: they participate personally and substantially, through decision or exercise of significant judgment, in taking an official action for:

(a) tc \l5 "(a)
they participate personally and substantially, through decision or exercise of significant judgment, in taking an official action for:

tc \l5 "(i)
contracting or procurement, 

(b) tc \l5 "(ii)
administering or monitoring grants, subsidies, licenses, or other Federal benefits,

(c) tc \l5 "(iii)
regulating or auditing any non‑Federal entity, or 

(d) tc \l5 "(iv)
other activities in which the final decision may have a direct and substantial economic impact on the interests of any non‑Federal entity. (Catch-all)

(2) determined by the supervisor.  

d. tc \l5 "(b)
determined by the supervisor.  Personnel serving under the Intergovernmental Personnel Act (5 U.S.C. 3371-3376) in a covered position and not required to file an SF 278.

2. tc \l5 "(4)
Personnel detailed under the Intergovernmental Personnel Act (5 U.S.C. 3371-3376).  Those appointed file a SF 278.Who Is Excluded?

a. tc \l4 "b.
Who Is Excluded?Personnel in positions excluded from filing by the DoD Agency head because the duties are such that

(1) tc \l5 "(1)
Personnel in positions excluded from filing by the DoD component head because the duties are such that

tc \l5 "(a)
the possibility that the employee will be involved in a real or apparent conflict of interest is remote, or

(2) tc \l5 "(b)
there is a substantial degree of supervision and review, or the effect of any potential conflict on the integrity of the Government is inconsequential.
b. Personnel not employed in contracting or procurement who have authority to make purchases less than $2,500 per purchase and less than $20,000 cumulatively per year.  The Army, Navy and OSD made separate determinations under a., above, to exclude from filing IMPAC card holders and micro-purchasers with authority up to the simplified acquisition threshold, currently $100,000.  The Army presumptively excluded additional categories of employees from the filing requirement (officers 0-3 and below, enlisted E-6 and below, and civilian GS-6 and below; volunteers providing gratuitous services under 10 U.S.C. 1588; intermittent employees who work 120 days or less; and members of the Center for Military History Board).  See SECARMY Memorandum of Oct. 11, 2001, subj: Exclusion from OGE Form 450 Filing Requirement.  The Air Force has not made a determination.

c. Personnel who file OGE Optional Form (OF) 450‑A, Certificate of No New Interests. (Excluded from filing OGE Form 450, not from filing altogether!)

3. Finality of Determination: An agency head or designee decides who shall file.  There is no grievance procedure.  5 C.F.R. 2634.906.

B. tc \l3 "1.
New Entrant Reports – OGE Form 450

1. tc \l4 "a.
Ensure that you identify, notify and collect reports from new employees that have to file.  OGE concentrates on new entrants in their audits.  

a. tc \l5 "(1)
The report should cover the 12-month period prior to signature and must be filed within 30 days of assuming a new position.  With a written request, you may grant extensions up to 90 days, or for personnel away from permanent duty station following a Presidential declaration of a national emergency, up to 90 days from the date of return to a permanent duty station. You have 60 days from date of filing to conduct preliminary review.

b. tc \l5 "(2)
Work with Personnel to get at least monthly, preferably bi-weekly, reports of new employees, SGEs, and changes to covered positions. 

c. tc \l5 "(3)
Try to see new employees during orientation to get information and give them a form.  

d. tc \l5 "(4)
If a determination as to filing needs to be made, notify Personnel to update the notation on official rolls.  

e. tc \l5 "(5)
Recommend 2 reminder notices if employee does not immediately file, 1 at 10, and 1 at 20 days with cc to supervisor.

f. tc \l5 "(6)
Follow up with supervisor if employee fails to file within 30 days. 

2. tc \l4 "b.
Ensure that there is a system in place to identify individuals who transfer into your organization and who filed a 450 with their former organization. Make sure that you get a copy.

3. tc \l4 "c.
Ensure that there is a system in place to identify personnel whose duties change.  If the new duties require filing, ensure that they file a new entrant report within 30 days of assuming the new duties.  

a. tc \l5 "(1)
Develop a relationship with your personnel office so they inform you of new PDs with a filing requirement.  Encourage the office to seek your assistance on new PDs to determine if there should be a filing requirement. 

b. tc \l5 "(2)
As a last resort, they will probably be identified during the annual review cycle. 

4. tc \l4 "d.
DoD SGEs must file prior to assuming duties – see JER 7-303.a.(2) – good luck!  One of the most difficult things to accomplish, and OGE will review!  Although your review time is still 60 days, recommend that supervisor's and your review is conducted as soon as possible.  If not, why should the forms be filed before starting work?  SGEs also file new entrant reports on their anniversary or re-appointment date.

C. tc \l3 "2.
Annual Reports – OGE Form 450 and Optional Form 450A

1. tc \l4 "a.
The report should cover the 12-month period from October 1 of the prior year through September 30.  What deadline for annual filing do you use?  OGE date of 10/31 or 11/30 (DoD automatic 30 day extension)?  With a written request, you may grant extensions up to 90 days from 10/31, or 1/29, or for personnel away from permanent duty station following a Presidential declaration of a national emergency, up to 90 days from the date of return to a permanent duty station. You have 60 days to conduct preliminary review from date of filing.

2. tc \l4 "b.
If employees start a covered position between August 2nd and September 30th,  they do not need to file an annual report because they must work over 60 days in the preceding period.  A new entrant report must be collected, and you must devise a system that requires the next annual filing.
3. tc \l4 "c.
Work with your personnel office to get a list of annual filers as soon as possible after 9/30.

4. tc \l4 "d.
Notify AOs to require supervisors to review positions and provide you with an updated list.  Many do it in October, some do it earlier.  AOs then notify the covered employees that filing required and provide the forms.  If your organization is small, you may want to contact the supervisor and employees personally.  Email is becoming a preferred method of communication.

5. Have you allowed sufficient time from position review, to employee notification, to filing, to review?

6. Annual filers may file OF 450A, instead of the 450, if they have no new interests to report since the last report, and if they do not have a new PD or significantly changed duties.  Every 4th year, starting in 2000, annual filers must file the full 450. 

7. If you use 11/30 deadline, recommend sending the first late notice by mid-December; the second, with cc to supervisor, in early January.  The last one should be addressed to head of division, with list of employees in division who still have not filed.  On 1/30, request supervisor to take administrative action.

8. tc \l4 "f.
Recommend sending the first late notice by mid-December; the second, with cc to supervisor, in early January.  The last one should be addressed to head of division, with list of employees in division who still have not filed.  On 1/30, request supervisor to take administrative action.Notify your personnel office of any changes in filing status so they can update the notation on the official roles.

D. tc \l4 "h.
Recommend written procedure, so new personnel in your office can pick up the system easily. Documentation - Can you document that your system functions properly?  

1. tc \l3 "3.
Documentation - Can you document that your system functions properly?  Develop a good tracking system that can alert you of impending deadlines, such as review date of 60 days from date of filing, and late filings.  Document any granted extensions.  There is a simple tracking system in Excel at http://www.defenselink.mil/dodgc/defense_ethics/ (click on Ethics Resource Library, Forms, Financial Disclosure​ Tracking System Excel Version).
2. tc \l4 "a.
Develop a good tracking system that can alert you of impending deadlines, such as review date of 60 days from date of filing, and late filings.  This enables you to review in time and send late notices.  Document any granted extensions.  Think now as if you had to prepare for an audit and prove to OGE that you met all time deadlines, etc.  How would you do it with your system?  If there are problems, fix them now while you have time.What is the date of filing?  It is the date written in the Date Received by Agency box.  We recommend that the Ethics Office enter the date, which starts the 60-day review clock.  This way you control the written entry and the time lines.  Alternative is to have supervisors enter the date and give them 60 days to review.  You lose control, but some may be able to do it.

3. tc \l4 "b.
What is the date of filing?  It is the date written in the ADate Received by Agency@ box.  We recommend that the Ethics Office enters the date, which starts the 60 day review clock.  This way you control the written entry and the time lines.  Alternative is to have supervisors enter the date and give them 60 days to review.  You lose control, but some may be able to do it.Make sure that everyone files - reconcile lists from Personnel, lists from position review, and your database.  Document why employees were dropped - did they leave the Agency?  Did you get a new entrant report for each first time annual filer?  If not, document that the determination was made during the annual position review, or that the employee transferred into your agency from another covered position.  In OGE audits, they will want to talk to your Personnel people who generate the lists to determine how they fit into the system and the accuracy of the data.
E. tc \l4 "c.
Make sure that everyone files - reconcile lists from Personnel, lists from position review and your database.  Document why employees were dropped - did they leave the Agency?  Did you get a new entrant report for each first time annual filer?  If not, document that the determination was made during the annual position review, or that the employee transferred into your agency from another Acovered@ position.Time Management - Make the procedure work more quickly and smoothly.  The best improvement comes with reduced reporting errors.  Investigate how to help your employees find the correct information and then report it accurately.  

1. tc \l3 "4.
Time Management - Make the procedure work more quickly and smoothly.  The best improvement comes with reduced reporting errors.  Investigate how to help your employees find the correct information and then report it accurately.  Sample Memos to Administrative Officers (AOs), Instructions to Employees on how to complete, Instructions to Supervisors on how to review, and Sample Completed OGE Form 450s, with Notes of Explanation, are on the SOCO web site at http://www.defenselink.mil/dodgc/defense_ethics/, click on Ethics Resource Library, DoD Guidance, DoD OGE Form 450 Guidance.
2. tc \l4 "a.
Sample Memos to Administrative Officers (AOs), Instructions to Employees on how to complete, Instructions to Supervisors on how to review, and Sample Completed OGE Form 450s, with Notes of Explanation, are on the SOCO web site.The $25K DoD Contractor List is on the DoD web site.  Can you make available to your employees your local list of companies doing business with your organization?

3. tc \l4 "b.
The $25K DoD Contractor List is on the DoD web site.  Can you make available to your employees your local list of companies doing business with your organization?Consider offering training on how to complete the report.

4. tc \l4 "c.
Consider offering training on how to complete the report.Offer available software.

5. tc \l4 "d.
Offer available software.Be available to answer questions while employees are filling out the report, including on-line (e-mail) assistance.

6. tc \l4 "e.
Be available to answer questions while employees are filling out the report, including on-line (e-mail) assistance.When requested, provide copy of previous OGE Form 450, but recommend that filing instructions remind employees to make a copy before filing current year’s report.

7. tc \l4 "g.
Notify Personnel to update the notation on official roles of any changes in filing status.Recommend written procedure, so new personnel in your office can pick up the system easily. 

8. Train your legal support staff.

F. Confidentiality of the Process - Protect confidentiality during your procedure, especially if you have labor unions.  This is a concern of employees.  Be sure to instruct supervisors to put reviewed reports in sealed envelopes addressed to you. 

G. tc \l3 "8.
Y2K - In 2000, you must train all 450 and 278 filers, and review full 450s, not 450As!Collection/Enforcement

1. tc \l3 "9.
Collection/EnforcementTough!  Unlike SF 278, there is no $200 late filing fee.

2. tc \l4 "a0
Tough!  Unlike SF 278, there is no $200 late filing fee.Ultimate threat - reassignment/removal.  First be sure the position requires filing.  If so, and the employee refuses to file, he or she is failing to meet the requirements of the position, and so must be reassigned to a position that does not require filing.  If no position is available, removal may be the only option.

3. tc \l4 "b0
Ultimate threat - reassignment/removal.  First be sure the position requires filing.  If so, and the employee refuses to file, he or she is failing to meet the requirements of the position, and so must be reassigned to a position that does not require filing.  If no position is available,  removal may be the only option.If report is late, request the supervisor to take administrative action and inform you of the result.  Enforcement is one of OGE’s top priorities and they will examine it during a Program Review.  In an audit, OGE will want to talk to your IG personnel and supervisors to investigate whether appropriate administrative action has been taken for violations.
4. tc \l4 "c0
If report is late, request the supervisor to take administrative action and inform you of the result.Get Command Support - If supervisors are not willing to discipline employees for late or non-filing, your job is a killer.

H. tc \l4 "d0
Get Command Support - If supervisors not willing to discipline employees for late or non-filing, your job is a killer.Reporting Requirements - Report the numbers of filers and delinquent filers by 15 December, and submitted monthly thereafter until all of the organization’s filers have filed. (JER section 7‑309) tc \l3 "6a
Letters of Warning - After conducting the preliminary review, check the $25K or local list for DoD contractors, and get answers to questions.  If interests in DoD contractors are reported, send employees a letter of warning, sample attached.  If an actual or potential conflict is revealed, have the employee complete a written disqualification statement or ensure other remedial steps are taken if disqualification is not possible or is undesirable.
V. tc \l1 "VA
PUBLIC FINANCIAL DISCLOSURE (SF 278).

A. tc \l2 "A0
Manage Your Program.  First, are the Right People Filing?tc \l3 "1a
  This is easier than the OGE Form 450.  Here there is a specific list based on position and pay, not the supervisor’s discretion. Incumbents must have performed their duties for more than 60 days in the previous calendar year.

1. tc \l4 "a0
Generals and Admirals (0-7's and above)

2. tc \l4 "b0
Senior Executive Service (SES)

3. tc \l4 "c0
Civilian employees, including SGEs and people serving in an established and classified position pursuant to the Intergovernmental Personnel Act, 5 U.S.C. 3371-3376, or other similar authority, which position’s rate of basic pay is equal to or greater than 120% of GS 15, step 1

4. tc \l4 "d0
Political Appointees with Senate advice and consent (PAS)

5. tc \l4 "e0
Political appointees (Schedule C)

6. tc \l4 "g0
Civilians detailed to positions mentioned in 2., 3., and 5., above.

7. tc \l4 "h0
Reserve officers (0-7's and above) if they served on active duty more than 60 days in a calendar year

8. tc \l4 "i0
DoD exception for new entrants serving in one of the above positions and expected to work less than 61 days in a calendar year; OGE waiver of public availability of SF 278 if expected to work for less than 130 days; or OGE exclusion of Schedule C positions may be available.  Consult the rules for specifics.

B. tc \l3 "2a
New Entrant/Nominee Reports - Ensure that you identify, notify and collect reports from new filers.

1. tc \l4 "a0
The reporting period for the 278 is different from the 450 and the period varies depending on the Schedule.  Schedule A should cover the prior calendar year (CY) and the current CY up to the date of filing; Schedule C, Part I should cover the prior CY and the current CY up to a selected date within 30 days prior to the date of filing; Schedule C, Part II is as of the date of filing; and Schedule D covers the prior two CYs and the current CY up to the date of filing.  

2. tc \l4 "b0
New entrants must file within 30 days of assuming a new position, or for SGEs, 15 days after the 60th  day of duty the first time 60 days of duty was not originally anticipated.  If it ever happens again, file an annual.  Nominees must file between nomination and 5 days after transmission of the nomination to the Senate.  You have 60 days from the date of filing to conduct a preliminary review. 

3. tc \l4 "d0
Work with Personnel to get at least monthly reports of new SES promotions, new O-7 promotions (not frocking), and any new employees at the appropriate pay level.

4. tc \l4 "e0
Try to see new filers to give them a form and discuss the ethics rules.

C. tc \l3 "3a
Annual Reports -

1. tc \l4 "a0
Schedules A, B, C, Part I, should cover the prior CY; Schedules C, Part II and D, Part I should cover the prior CY and the current CY up to the date of filing.  Annual filers do NOT complete Schedule D, Part II.

2. tc \l4 "b0
Reports must be filed no later than 5/15.  You have 60 days from the date of filing to conduct a preliminary review. 

3. tc \l4 "c0
Use your database to determine filers - All annual filers from prior year, minus the termination reports, and adding the new entrant filers.  If it is not correct, you have a problem!

4. tc \l4 "d0
You should notify your filers, which is probably different from the 450s, where the AOs generally notify.  Recommend providing notice and forms in early March so that filers can fill out the report while doing their taxes!

5. tc \l4 "e0
Recommend sending reminder in early May, alerting filers again of the $200 late filing fee, and of the possibility of making a written request for a good cause extension.

D. tc \l3 "4a
Termination Reports -

1. tc \l4 "a0
Schedules A, B, C and D, Part I should cover the period between the date covered by the prior filing and the termination date.  

2. tc \l4 "b0
Reports must be filed no later than 30 days after termination.  This requirement does not apply to individuals who assume another covered position within 30 days.  With creative use of annual and termination extensions, an employee could possibly file a combination annual/termination report if the termination is prior to 8/14.
E. Filing Extensions - Ethics Counselors tc \l4 "c0
may grant good cause extensions up to 45 days, and DoD Agency DAEOs or designees may grant an additional 45 days.  These should be documented.  Check your Ethics Counselor delegations to determine if they are broad enough to include the designee authority.  Anyone serving in support of the Armed Forces in areas designated by the President by Executive Order as combat zones have a filing extension until 180 days after the last day of service in such an area or after the last day of hospitalization resulting from service in such an area.
F. tc \l3 "5a
Documentation - Can you document that your system functions properly?

1. tc \l4 "a0
Develop a good tracking system that can alert you of impending deadlines, such as review date of 60 days from date of filing, and potential and actual late filings.  This enables you to review in time and send reminders and late notices.  There is a simple tracking system in Excel at http://www.defenselink.mil/dodgc/defense_ethics/ (click on Ethics Resource Library, Forms, Financial Disclosure​ Tracking System Excel Version).  Document any granted extensions.  Think now as if you had to prepare for an audit and prove to OGE that you met all time deadlines, etc. How would you do it with your system?  If there are problems, fix them now while you have time.

2. What is the date of filing?  It is the date of delivery to the 1st reviewing office, which starts the 60-day review clock.  We recommend that the Ethics Office enter the date received in its office in the Agency Use Only box.

G. tc \l4 "b0
What is the date of filing?  It is the date of delivery to the 1st reviewing office, which starts the 60 day review clock.  We recommend that the Ethics Office enters the date received in its office in the AAgency Use Only@ box.

tc \l3 "6a
Time Management - Make the procedure work more quickly and smoothly.  The best improvement comes with reduced reporting errors.  Investigate how to help your employees find the correct information and then report it accurately.  
1. tc \l4 "a0
Recommend creating a sample with correct entries and putting it on an Internet site.

2. The $25K DoD Contractor List is on the DoD web site.  Can you make your local list available to your employees?

3. tc \l4 "b0
The $25K DoD Contractor List is on the DoD web site.  Can you make your local list available to your employees?Consider offering training and personal assistance on how to complete the report.

4. tc \l4 "c0
Consider offering training and personal assistance on how to complete the report.Offer available software.

5. tc \l4 "d0
Offer available software.Be available to answer questions while employees are filling out the report, including on-line (e-mail) assistance.

6. tc \l4 "e0
Be available to answer questions while employees are filling out the report, including on-line (e-mail) assistance.When requested, provide copy of previous SF 278, but recommend that filing instructions remind employees to make a copy before filing current year’s report.  Consider sending filers a copy of the final, correct form for their records.

7. Train you legal support staff.

8. tc \l4 "f0
When requested, provide copy of previous SF 278, but recommend that filing instructions remind employees to make a copy before filing current year=s report.  Consider sending filers a copy of the final, correct form for their records.If you are not the final reviewing office, review before forwarding, correct simple errors, and forward as soon as possible.  Ask the reviewer to contact you if there are questions.

9. tc \l4 "g0
If you are not the final reviewing office, review before forwarding, correct simple errors, and forward as soon as possible.  Ask the reviewer to contact you if there are questions.View the exercise as an opportunity to assist your senior clients, and to get more time with them to discuss ethics issues.

H. tc \l4 "h0
View the exercise as an opportunity to assist your senior clients, and to get more time with them to discuss ethics issues.

tc \l3 "7a
Confidentiality of the Process - Protect confidentiality during your procedure, but this is a publicly available report. 

I. tc \l3 "9a
Collection/Enforcement -

$200 late filing fee due the 31st day after filing or extension date.  The 450 program does not have this, and it makes a huge difference.  Filers may request a waiver of payment from the DoD Agency DAEO or designee when there are extenuating circumstances.  OGE will audit collection of late filing fees and whether waivers granted in accordance with standard.
VI. CONCLUSION.

I - 13

