


Public Financial Disclosure System Procedures








I.  Employees in positions required to file Public Financial Disclosure Reports.  





	All Presidential nominees to positions requiring advice and consent of the Senate) (i.e., Administrator of General Services and the Inspector General; Executive Level employees; employees in the Senior Executive Service (SES); Schedule C employees whose positions are excepted from competitive service by reason of being of a confidential or policymaking character, unless their positions have been excluded by regulation by the Office of Government Ethics (OGE); members of the GSA Board of Contract Appeals; and the Designated Agency Ethics Official (DAEO)) are in covered positions and must file a Public Financial Disclosure Report (SF 278).





II.  When to file  





	(a)  New Entrant Filers.  No later than 30 days after assuming a covered position, a new entrant shall file a Public Financial Disclosure Report.  An employee who enters on duty after November 1 of a calendar year and files a new entrant report will not be required to file an incumbent report until the following May 15th, or 30 days after the employee terminates his/her position, whichever comes first.





	(b)  Incumbent Filers.  An employee who holds a covered position and performs the duties of that position for a period of 61 days during the calendar year must file an annual incumbent Public Financial Disclosure Report.  Reports are due on or before May 15 of each calendar year, unless an extension has been requested and granted by the Office of General Counsel, Ethics Law Staff (OGC Ethics Law Staff).  The reporting period covers January 1 to December 31 of the preceding calendar year.  Completed forms should be submitted to the supervisor and by the supervisor to the OGC Ethics Law Staff.





	(c)  Termination Filers.  An employee who terminates employment and does not accept another covered position in the Executive Branch of the Federal Government within 30 days must file a termination Public Financial Disclosure Report with OGC Ethics Law Staff, no later than 30 days after termination.





III.  Financial interests of spouse and dependent child.  





	Financial interests of the covered employee's spouse or dependent child are considered financial interests of the covered employee unless:





	(a)  The interest is solely the financial interest and responsibility of the spouse or the dependent child, and the 


covered employee has no knowledge of it;





	(b)  The interest is not in any way, past or present, derived from the income, assets, or activities of the covered employee; and





	(c)  The covered employee neither derives, nor expects to derive, any financial or economic benefit from the interest.





IV.  Outside activities.





	(a)  A public filer is not required to disclose any information relating to his or her connection with, or interest in, a religious, social, fraternal, or political entity, and positions solely of an honorary nature.





	(b)  For purposes of this directive, educational and other institutions doing research and development or related work involving grants of money from or contracts with the Government are deemed business enterprises and are required to be disclosed.





V.  Custody and access to Public Financial Disclosure Reports.





	The reports are available to the public within 30 days after receipt, upon proper written and signed request.  Requesters should complete OGE Form 201 stating:


	


	(a)  The person's name, occupation, and address;





	(b)  The name and address of any other person or organization on whose behalf the inspection or copy is requested; and





	(c)  The person is aware of the prohibitions against obtaining any such report for any unlawful purpose; for any commercial purpose, other than by news and communications media for dissemination to the general public; for determining or establishing the credit rating of any individual; or for use, directly or indirectly, in the solicitation of money for any political, charitable, or other purpose.  





	The OGC Ethics Law Staff will maintain all Public Financial Disclosure Reports for a period of six years after receipt.  Requests to inspect or copy a report should be directed to the OGC Ethics Law Staff.  The OGC Ethics Law Staff will accept signed, written requests in person or by mail.  Copying fees may be charged, depending on the number of reports requested by any one person, in accordance with GSA's guidelines for public release of documents.





VI.  Notice of obligation to file.





	(a)  The GSA Executive Resources Office in the Office of Human Resources shall provide each such person who will serve or serves in a covered position with a blank Public Financial Disclosure Report upon assumption of a covered position, upon termination of such duties, and annually no later than 30 days prior to the May 15th filing deadline prescribed by the Act.  Vacancy announcements for covered positions shall contain a statement that the incumbent will be subject to the financial disclosure requirements of the Act.





	(b) With each form, the Office of Human Resources shall provide each new covered employee with a signed memorandum from the OGC Ethics Law Staff, explaining when and where to file the report.





VII.  Assistance.  





	Instructions attached to the Public Financial Disclosure Report provide detailed guidance to filers about completing the form, the types of information to be reported, the nature and 


extent of each disclosure, any permissible exclusions, and the extent to which information is required concerning the financial interest of a spouse and/or dependent children.  Filers who have additional questions or require assistance on how to complete their Public Financial Disclosure Report, who wish to request a filing extension, or who need more information about the public financial disclosure process should consult the OGC Ethics Law Staff.  





VIII.  Review and late filing. 





	(a)  Filers shall submit their completed Public Financial Disclosure Report to their supervisors for an initial review not later than the due date specified in the regulations and the supplementary guidance letter from the OGC Ethics Law Staff, unless an extension has been granted in writing, in accordance with the procedures herein.  Failure to file on time may result in a $200 late filing fee and disciplinary action.  The late filing fee is required for any report which is filed more than 30 days after the due date, excluding any extensions, unless the Director of OGE finds "extraordinary circumstances" led to the late filing, and therefore, issues a waiver of the fee.  A written notice of late filing fees due will be provided to the filer by the OGC Ethics Law Staff, and fees will be collected by the Office of Finance in accordance with GSA debt collection procedures.





	(b)  Upon receipt of a report, the supervisor shall, within 10 calendar days of receipt, review, sign, and date the report and immediately forward it to the OGC Ethics Law Staff.  If the report reveals a real or apparent conflict of interest with the employee's official duties, the supervisor shall so note in the "Comments" section of the report, and shall take the necessary action to ensure that the reporting individual does not participate in matters involving such a conflict of interest.  The OGC Ethics Law Staff will maintain a master list which lists all filers, due dates, dates of receipt of the Public Financial Disclosure Report, status of review, and any extensions or late filing fee determinations.  





	(c)  The OGC Ethics Law Staff shall review the reports for completeness, conflicts of interest, and violations of law, regulation or executive order.  The DAEO shall review and certify (by signing and dating) each Public Financial Disclosure Report which is required to be submitted.  The review process will be performed in accordance with 5 CFR § 2634.605.





	(d)  The review process will normally be completed within 60 days after receipt of a Public Financial Disclosure Report by the agency, unless the reviewer has to contact the filer or his supervisor for more information.  In order to conclude the review process as promptly as possible, the filer and/or the supervisor will be informed by the OGC Ethics Law Staff of the information required and the time by which it should be submitted.  The OGC Ethics Law Staff may, at the filer's request, amend or revise reports on routine matters based on additional information obtained from the filer.





	(e)  If the DAEO concludes that the reporting individual is in compliance with applicable laws or regulations, it shall be signed and dated by the DAEO.  Copies of reports from Presidential nominees will be forwarded to the Office of Government Ethics (OGE), in accordance with 5 CFR § 2634.602.





	(f)  If, on the basis of the information provided, the DAEO concludes that a filer is not in compliance with applicable laws and regulations, the filer and his supervisor shall be so notified. The filer shall be afforded a reasonable opportunity for a written or oral response.  After consideration of the response, the DAEO shall reach an opinion as to whether or not the individual is in compliance.





	(g)  If, after opportunity for an oral or written response, the DAEO concludes the reporting individual is not in compliance with applicable laws and regulations, the individual shall be notified, in writing, of the steps to be taken by the individual to ensure compliance and the date by which those steps should be taken.  Steps may include:  (1) divestiture; (2) disqualification (recusal); (3) restitution; (4) establishment of a qualified trust; (5) request for a waiver under 18 U.S.C. § 208(b)(1); or 


(6) voluntary request for transfer, reassignment, limitation of duties, or resignation.  





IX.  Effect of other reporting requirements.  





	The Public Financial Disclosure Report required of covered employees are in addition to, and not in substitution for, or in derogation of, any similar requirement imposed by other laws or regulations.





X.  Failure to file.  





	Any employee who falsifies information, fails to file, or fails to report required information may be subject to agency disciplinary action, or civil and/or criminal actions by the Department of Justice.  





XI.  Extensions of time.  





	The OGC Ethics Law Staff may extend, in writing, the date of filing up to 45 calendar days, upon a written request stating good cause. OGE can grant an additional extension of up to 45 days.  All extensions must be requested in advance of the due date.





