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August 30, 2004
MEMORANDUM FOR ALL DIRECTORATES AND OFFICES

SUBJECT:
Guidelines for Filing OGE Form 450 

Each year, civilian employees classified at GS/GM-15 or below, and military personnel below the grade of O-7, who participate personally and substantially in taking an official action for contracting or procurement, either through decision-making or the exercising of significant judgment, are required to file a Confidential Financial Disclosure Report (OGE Form 450).  The time period for filing the OGE Form 450 begins on October 1, 2004, and ends on October 31, 2004.  Pursuant to DoD regulations, all 450 filers must use the OGE Form 450 for this filing season.  The Optional Form 450-A (Confidential Certificate of No New Interests) is not available for use this year.
Each Office and Directorate is responsible for determining which of its employees are required to file the OGE Form 450 and for submitting a list of such filers to the Office of Counsel no later than September 24, 2004.  Employees who intend to separate from Government service by January 31, 2005 are not required to file.  Employees on extended sick leave or maternity leave need not file until they return to duty.

DLA Policy Letter 2001-1 lists the categories of employees who must file an OGE Form 450.  The following DLA civilian and military personnel, regardless of job series or grade level, are required to file an OGE Form 450 when occupying the following positions:  

1.
Commanders, Deputy Commanders, Heads, Deputy Heads, Chief Counsel, Executive Officers and Chiefs of Staff (not including Commander’s personal staffs) of all field activities;

2.
Heads and Deputy Heads of Directorates and Staff Level Organizations or equivalent positions;

3.
Attorneys;

4.
Contracting Officers and their supervisory officials;

5.
Supervisory Procurement Agents;

6.
Supervisory Procurement Analysts;

7.
Contracting Officer Technical Representatives;

8.
Value Engineers;

9.
Value Analysts;

10.
Supervisory Industrial Property Administrators;

11.
Supervisory Industrial Property Specialists;
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12.
Supervisory Industrial Property Engineers;

13.
Supervisory Property Disposal Specialists;

14.
Supervisory Property Disposal Officers;

15.
Supervisory Quality Assurance Representatives;

16.
Supervisory Quality Assurance Specialists;

17.
Quality Assurance Representative-in-Charge;

18.
Employees, including WG/WL/WS, with independent acceptance authority for products (supply and construction) and services or who make a determination for acceptance of product or service requirements;

19.
Claims officers, and

20.
Any employee in a position that the supervisor determines, in writing with the written concurrence of the local Ethics Counselor or the Deputy Designated Ethics Official, requires the filing of a Confidential Financial Disclosure Report. 

Filers of the OGE Form 450 must report assets held for investment which have a value exceeding $1,000 and the source of all outside income over $200.  Examples of reportable assets include stocks, bonds, mutual funds, and Individual Retirement Accounts.  The assets and income of a spouse and dependent child also must be reported.  Employees are not required to report their federal employment, personal savings or checking accounts, money market accounts, Thrift Savings Plan funds, or U.S. Savings Bonds.  Filers need not report the dollar value of their assets or income.  An employee who has a financial interest which conflicts with his or her official duties must submit a written disqualification statement to his or her supervisor at the time of filing the OGE Form 450.  

The OGE Form 450 is available via the Office of Counsel’s Ethics Page, which is located on the DSCP Intranet and Internet.  The form may be accessed by clicking the Counsel Page, the Ethics Page, and then the Forms Page.  The form is also available via the Ethics Public Folder, which is located within the DSCP Public Folders in Microsoft Outlook.   

Supervisors are responsible for reviewing their employees’ OGE Form 450s in a timely manner and for maintaining the confidentiality of the information.  Once supervisory review is completed, we recommend that all OGE Form 450s be submitted to your Office’s Point of Contact (PoC) for collection.  The PoC will collect the reports and transmit them to the Office of Counsel.  This procedure will help maintain internal controls.  
In order to maintain the confidentiality of the information contained in the reports, the inter-office mail system should not be used to forward the OGE Form 450s to the Office of Counsel.  We request that PoCs transmit their office’s 450s to the Office of Counsel by the close of business November 5, 2004. 
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Please ensure wide dissemination of this information to those employees who are required to file and to your PoCs.  Questions concerning this memorandum may be directed to the undersigned at 737-7179. 

THOMAS A. DOUGHERTY

Senior Counsel, Ethics and EC/EDI

Office of Counsel

