INSTRUCTIONS FOR COMPLETING OGE FORM 450
1.  GENERAL INFORMATION

The “Instructions for OGE Form 450, Confidential Financial Disclosure Report,” which are attached to the form itself, contain information and definitions necessary for properly completing the form.  Please read these instructions carefully.

             The OGE Form 450 has been revised for the 2003-filing season.  Please make sure that you file the form dated 9/02.

            The time period for filing begins on October 1, 2003, and ends on October 31, 2003.


Each part of the OGE Form 450 contains pertinent information on what to report, appearing to the left of the part.  The most common types of entries are included as examples on the form.  Please follow the format on the form to ensure that you do not omit necessary information.  


If you have nothing to report in any part of the OGE Form 450, please check the NONE box to the left of the part.  Writing "N/A" or “Not Applicable” in the blanks is not acceptable.  If you do not check NONE, your report must be returned as incomplete.  


For calendar year 2003, you may use the OGE Optional Form 450-A (Confidential Certificate of No New Interests).    


Submit your completed and signed OGE Form 450 or OGE Optional Form 450-A to your immediate supervisor for review and signature.  Please submit it as soon as possible so that he or she can review it and send it to the Office of Counsel in a timely fashion.  All completed 450s are required to be submitted to the Office of Counsel no later than COB, October 31, 2003.
2.  TOP SECTION

Complete each blank in the first four lines of the top section of the report.  Please print your name legibly.


“Position/Title” is the title of your present position as shown on your Position Description.


Report your series and grade, such as GS-1102-13.  For military personnel, report your branch of service, officer or enlisted rank, and 0-# or E-# (e.g., 0-4 or E-7).

           Under “Reporting Status,” check new entrant if you are newly assuming a position that requires filing of an OGE Form 450. Otherwise, if you are filing during the fall reporting cycle, check “ Annual.”


For “Agency,” list DSCP.

For “Branch/Unit and Address,” include your office symbol and location.  For example, DSCP-GE.


Your work phone number is necessary so that you can be contacted if additional information is needed.


“Date of Appointment” for new entrant reports is the date you were appointed to your covered position.


You must SIGN AND DATE your OGE Form 450 or OGE Form 450-A or it must be returned as incomplete.


Please do not date the OGE Form 450 prior to October 1, 2003, because the reporting period covers the 12-month period ending September 30.
3.  COMPLETING PARTS I THROUGH V

The “Sample OGE Form 450” provides examples of what should be reported and how it should be reported on your form.


Do not report the monetary value of any asset, income, liability, etc.  Do not report your federal salary, your Thrift Savings Plan account, or your U.S. Savings Bonds.  

4.  PART I:  ASSETS AND INCOME

Report information about yourself, your spouse, and any dependent children.


Provide the complete name of each asset or source of income. If you are reporting a publicly traded mutual fund, give its complete family and specific fund name, e.g., Vanguard Windsor II Fund or MFS Total Return Fund. 


If you are reporting an employer-sponsored pension, report the name of the sponsoring employer and the fact that you have no control over investments.  If you do have the ability to control or select specific holdings of the plan, you must report the sponsoring employer, that it is a contribution plan, and list the plan’s holdings.

5.  Part II:  LIABILITIES

Report information about yourself, your spouse and any dependent children.

6.  Part III:  OUTSIDE POSITIONS

Report only your own positions.


Other than the listed exclusions, which appear to the left of Part III, any position held during the year, other than a Government position, must be reported, whether or not you receive compensation.


Please write “comp” in the last column if you received compensation, and “not comp” if you did not.


If you received over $200 in compensation, also report it under Part 1.  Just because you reported the compensation under Part 1, don’t forget to report your position here!

7.  Part IV:  AGREEMENTS AND ARRANGEMENTS

Report only your own agreements and arrangements.


Provide the terms and conditions of any agreement or arrangement that you have regarding future employment, payments from a former employer, or participation in an employee benefit plan, other than the government’s plans.  “Parties” are the persons or companies with whom you have the agreements or arrangements.  For example, if you have a pension, report it here, as well as in Part I.

8.  Part V:  GIFTS AND TRAVEL REIMBURSEMENT

Report information about yourself, your spouse and any dependent children.


You do not have to report a gift or reimbursement that your spouse or dependent children receive if it is received totally independently from you, e.g., a gift or reimbursement your spouse receives solely because of his/her job or professional pursuits.

If you have questions or want additional information, please contact Thomas Dougherty, DSCP’s Senior Counsel for Ethics at: 215-737-7179.

Prepared by: Thomas Dougherty, August 27, 2003
