Confidential Financial Disclosure System Procedures

I.  Employees who are required to file 

	(a)  Employees in the following positions, at or below the grade GS-15 level, are required to file a Confidential Financial Disclosure Report (OGE Form 450):

		(1)   All persons employed by the agency in attorney positions;

		(2)  All persons employed by the Office of Inspector General, excluding those persons in clerical, secretarial, administrative or other support staff positions.

		(3)  All persons in grades GS 13-15 in any position determined by the Heads of Services and Staff Offices (HSSOs) and Regional Administrators (RAs), in consultation with the Deputy Standards of Conduct Counsellor, and whose duties and responsibilities require personal and substantial participation through decision or the exercise of significant judgment, in making a Government decision or taking a Government action involving one or more of the following:

         		(A)  Contracting or procurement (including but not limited to the purchase or sale of real or personal property, leasing, and other activities);

			(B)   Administering or monitoring grants, subsidies,  licenses, or other federally conferred financial or operational benefits;

			(C)   Regulating or auditing private or other non‑Federal entities; 

			(D)   Other activities in which the final decision or action will have a direct and substantial economic effect on the interests of any non-Federal entity; or

			(E)   Duties and responsibilities requiring the filing of such a report to avoid involvement in real or apparent conflicts of interest, and to carry out the purposes behind any statute, Executive Order, rule or regulation applicable or administered by that employee.

	(b)  Generally, positions at or below GS-12 level shall be excluded from the confidential reporting requirement because of the low level of responsibility and substantial degree of supervision and review over their duties.  However, if the HSSO or RA concludes that a strong potential for a conflict exists for a position at or below the GS-12 level, approval shall be obtained from the Deputy Standards of Conduct Counsellor to include a position at or below the GS-12 level in the designation process.

	(c)  Employees in grades 15 and below may be excluded from the filing requirement if:

		(1)  The duties of a position make remote the 
possibility that the employee will be involved in a real or apparent conflict of interest; or

		(2)  The duties of the position involve such a low level of responsibility that the submission of a confidential financial disclosure report is unnecessary because of:

			(A)   The substantial degree of supervision and review over the position; or

			(B)   The inconsequential effect of any potential
conflict on the integrity of the Government.

	(d)  With respect to special Government employees in covered positions, who are not required to file a Public Financial Disclosure Report, a Confidential Financial Disclosure Report is required whenever any special Government employee is to be appointed as a consultant or expert.  Such reports shall be reviewed by the appropriate office and the Deputy Standards of Conduct Counsellor before a decision is made to hire the individual as an expert or consultant.

II.  Identification of position required to file the Confidential Financial Disclosure Reports.

	HSSOs, RAs, or their designees shall prepare a master list of filers, which identifies those employees who are required to file the Confidential Financial Disclosure Report.  The master list 
shall identify employees by name, grade, position, title, office symbol, and applicable bargaining unit that represents the employee, if any.  The master list should be prepared prior to the distribution of the blank Confidential Financial Disclosure Report to covered employees on or before September 30 of each year.  Copies of the master list shall be forwarded to the appropriate Deputy Standards of Conduct Counsellor, and to the Office of General Counsel, Ethics Law Staff (OGC Ethics Law Staff) by September 30 of each year.

III.  When and where to file.  

	(a)  New Entrant Filers.  No later than 30 days after assuming a covered position, a new entrant shall file a Confidential Financial Disclosure Report.  No report is required if the employee left another covered position, or has previously satisfied the reporting requirement applicable to that position.  However, a copy of that report should be made available to the supervisor or the appropriate Deputy Standards of Conduct Counsellor.

	(b)  Incumbent Filers.  An employee who holds a covered position and performs the duties of that position for a period of at least 61 days during the 12-month period ending September 30 must file an annual Confidential Financial Disclosure Report.  Reports are due no later than October 31 of each year, unless that date is extended by the OGC Ethics Law Staff or the appropriate Deputy Standards of Conduct Counsellor.  The reporting period is the preceding  12 months ending September 30 (or any portion thereof not covered by a new entrant report).  Completed forms shall be submitted, in a confidential manner, to the appropriate Deputy Standards of Conduct Counsellor for review.  

	(c)  Prospective Employees.  Services, staff offices, and regional offices may require prospective employees to file a 
Confidential Financial Disclosure Report.

IV.  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.

V.  Outside activities.

	(a)  A confidential 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.

VI.  Extension of time.  

	The Deputy Standards of Conduct Counsellor may, for good cause shown, grant to an employee a filing extension or several extensions totaling not more than 90 days.  No additional time period beyond the 90 days may be granted. 

VII.  Custody, retention and disposal.  

	The Confidential Financial Disclosure Report shall be held in confidence and retained by the Deputy Standards of Conduct Counsellor, for a period of six years from date of receipt, except that documents needed in an ongoing investigation will be retained until they are no longer needed in the investigation. 

VIII.  Assistance.

	Attached instructions to the Confidential Financial Disclosure Report provide detailed guidance to filers about 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 Confidential Financial Disclosure Report, who wish to request a filing extension, or who need more information about the confidential financial disclosure process should consult their Deputy Standards of Conduct Counsellor or the OGC Ethics Law Staff.

IX.  Review of confidential filer status.  

	The appropriate Deputy Standards of Conduct Counsellor shall review any complaint by an employee that his position has been improperly determined by the agency to be one which requires the submission of a Confidential Financial Disclosure Report pursuant to 5 CFR Part 2634.906.  A decision by the Deputy Standards of Conduct Counsellor regarding the complaint shall be final.

X.  Distribution and Review of the Confidential Financial Disclosure Report. 

	(a)  The Office of Human Resources shall be responsible for ensuring that a blank Confidential Financial Disclosure Report is provided to new GSA employees who are subject to the requirement, with instructions for filing, before or at the time of entrance on duty.  The Office of Human Resourses shall inform new employees of the filing requirements and shall inform them of the identification of the appropriate office responsible for the initial review of the report.

	(b)  For annual submissions, the appropriate supervisor shall provide the incumbent of each covered position a blank Confidential Financial Disclosure Report on or before September 30 of each year.  The completed form shall be returned to the appropriate supervisor, in a sealed envelope, no later than October 31 of each year.  

Upon collection of the Confidential Financial Disclosure Reports, the supervisor shall forward the unopened reports to the appropriate Deputy Standards of Conduct Counsellor for a final review.  The supervisors shall not review the Confidential Financial Disclosure Reports prior to forwarding them to the Deputy Standards of Conduct Counsellors.  

	(c)  The Deputy Standards of Conduct Counsellor shall review the reports for completeness, conflicts of interest, and violation of laws, regulations, or Executive Orders.  They shall record comments, if any, directly on or attach them to the report, recommending action where appropriate to resolve any conflicts of interest, real or potential, revealed by the report.  After reviewing the reports, the Deputy Standards of Conduct Counsellor shall endorse the report as the Agency's Final Reviewing Official and retain the report in a confidential and secured manner, for six years, in accordance with the Privacy Act of 1974 as amended.

	(d)  The Deputy Standards of Conduct Counsellor may request additional information and/or an intermediate review of the Confidential Financial Disclosure Report by the employee's supervisor to ensure that no actual or apparent conflict of interest exists between the employee's duties and responsibilities and his financial interests reported on the Confidential Financial Disclosure Report.  Upon completion of the intermediate review, the supervisor shall sign and date the Confidential Financial Disclosure Report in the appropriate box on page 1 of the report, and return it to the appropriate Deputy Standards of Conduct 
Counsellor in a confidential manner.

	(e)  The Deputy Standards of Conduct Counsellor shall be responsible for obtaining additional information from the employee during the review process when the report is incomplete, ambiguous, or raises conflict of interest issues.  A reasonable time frame shall be established for the employee to provide the additional information.  The Deputy Standards of Conduct Counsellor may also amend and revise reports based on additional information obtained from the employee.  If the Deputy Standards of Conduct Counsellor sends the report directly to the employee, he should instruct the employee to initial and date each new or deleted entry and return it directly to the Deputy Standards of Conduct Counsellor within a prescribed time frame.

	(f)  All annual incumbent Confidential Financial Disclosure Reports shall be reviewed and real or potential conflicts of interests must be resolved by the Deputy Standards of Conduct Counsellor by December 31 of each year, unless additional information is required that cannot reasonably be obtained within such time frame.  

	(g)  Whenever a report or other information indicates a possible conflict between the private interests of a covered employee and the performance of his or her official duties for GSA, the appropriate Deputy Standards of Conduct Counsellor, in coordination with the employee's supervisor, shall:

	 	(1)  Review the matter and allow the covered employee a reasonable opportunity, orally and/or in writing, to explain why he does not believe a real or apparent conflict of interest exists; and

		(2)  Attempt to resolve the matter.  If the matter cannot be resolved within 60 days, the information concerning the real or apparent conflict of interest shall be reported to the OGC Ethics Law Staff for resolution.

XI.  Effect of other reporting requirements.  

	The requirement to file a Confidential Financial Disclosure Report is in addition to, and not in substitution for, or in derogation of, any similar requirement imposed by law or regulation.

XII.  Failure to file.  

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

XIII.  Annual statistical reports.  

	An annual statistical report from each Deputy Standards of 
Conduct Counsellor responsible for reviewing Confidential Financial Disclosure Reports shall be submitted to the OGC Ethics Law Staff not later than January 5 of each year.  The statistical report, which shall be incorporated into the agency's annual ethics report to the Office of Government Ethics (OGE), shall indicate, at a minimum,:

	(a)  The number of reports required; 

	(b)  The number of reports received; 

	(c)  The number of reports in which final review has been completed; 

	(d)  The number of reports awaiting final review, including a brief presentation of the problem and the proposed disposition; 

	(e)  The number of filers required to divest a financial interest; 

	(f)  The number of filers who were disqualified from working on a particular matter; 

	(g)  The number of filers who were reassigned to other    positions or terminated from employment; 

	(h)  The number of filers who were required to resign from an outside position; and 
	
	(i)  The number of filers who received disciplinary action.

