INSTRUCTIONS FOR REVIEWING OGE FORM 450

The following part-by-part guide may be helpful in your review of OGE Form 450s generally, to ensure that disclosures are complete enough to test for conflicts of interests.  As an initial matter, reviewers are not required to audit financial disclosure reports to determine whether disclosures are correct. They may ordinarily take disclosures at "face value," unless the filer's history demonstrates otherwise, or there is an obvious omission or ambiguity, or the reviewer has independent knowledge of matters outside the report. See 5 C.F.R. § 2634.605(b)(2). Reviewers may assume that the filer has read and understood the instructions accompanying OGE Form 450.

FILER INFORMATION

� Check all blocks for completeness.

� Note whether the filer is a Special Government Employee (SGE), such as a reservist. This will affect when reports must be filed, whether Part V applies, and the degree to which the regulations and statutes on conflict of interest will apply.

� Note whether the filer is a new entrant or an incumbent (annual) filer. This will affect whether Part V applies. If a new entrant, ensure that the date of appointment is indicated, in order to determine whether the report was filed on time. For an annual filer, the reviewer may wish to have available for reference any previous disclosure reports, as discussed above.

� Ensure that the filer has signed and dated the report and that the employee’s name and code are legible.

PART I: ASSETS AND INCOME

� Look for either reported items or a check in the "None" box.

� Check asset descriptions for completeness, such as specific employer, nature and location of a private business or partnership, and specific names of mutual funds.

� Check to see that the type of income has been indicated.   Reviewers may reasonably assume that there might be no reportable income for certain types of assets, such as futures, tax shelters, or limited partnerships. They may also use discretion in determining whether or not to seek more information where the type of income has been omitted but is obvious (such as rent for real estate, or dividends for a stock or mutual fund).

� Note sources of income from outside employment. If they involve the filer (not the spouse), check to see if those sources have been further described in Part III, and determine whether any ongoing outside employment has been approved (where agency supplemental standards of conduct regulations require such approval).

� Have underlying assets of IRAs, 401(k)s (or similar personal retirement accounts), and trusts been disclosed?

� For rental property, is a location shown? Also, check to see if a corresponding mortgage is reported in Part II.
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� Consider whether any of the assets or income sources raise a potential conflict with the filer’s official duties, under the standards of conduct or conflict of interest statutes. Seek further information from the filer and take remedial action, as appropriate, after consulting with the Office of Counsel.

PART II: LIABILITIES

� Look for either reported items or a check in the "None" box.

� Is the name and location (city and state) for all creditors indicated?

� Is the type of liability (debt) shown, such as promissory note, mortgage, or loan?

� For mortgages, are there corresponding rental properties reported in Part I?

� Are any liabilities owed to an entity that raises a potential conflict with the filer's duties, under the standards of conduct or conflict of interest statutes? Seek further information from the filer and consult with the Office of Counsel as appropriate.

PART III: OUTSIDE POSITIONS

� Look for either reported items or a check in the "None" box.

� Are name and location (city and state) for the organization indicated?

� Is the organization’s purpose or function stated?

� Has the filer indicated the specific position held or nature of activity with the organization?

� Has the activity been approved, if the agency's supplemental standards of conduct regulations require such approval?

� For positions that would ordinarily produce reportable earned income, such as an employee, consultant or director, check to see that an entry is shown in Part I.

Note: For membership on boards of directors for non-profits or professional associations, it is ordinarily reasonable to assume that there will be no earned income to report in Part I.

� Do the filer's positions raise a potential conflict with official duties, under the standards of conduct or conflict of interest statutes? Seek further information from the filer as appropriate.

PART IV: AGREEMENTS AND ARRANGEMENTS

� Look for either reported items or a check in the "None" box.

� Are the basic elements of the agreement or arrangement stated, such as employment terms, effective dates, etc.?

� Are the parties identified, with location (city and state)?

� Is a date (month and year) for the agreement or arrangement shown?

� If the agreement or arrangement is for a pension or for other payments due from a former or current employer, is that asset or source of income reported in Part I?

Note: If a filer does not show a pension in this Part IV that was already fully reported in Part I as an asset or source of income, the omission here may not be critical, unless its nature is unclear from Part I. Reviewers should use their discretion.
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� Is the agreement or arrangement with an entity that raises a potential conflict with the filer's duties, under the standards of conduct or conflict of interest statutes? If so, seek further information from the filer and consult with the Office of Counsel, as appropriate.

PART V: GIFTS AND TRAVEL REIMBURSEMENTS

� For those who must complete this part (annual filers, other than SGEs), look for either reported items or a check in the "None" box.

� Is the source of the gift or reimbursement stated (name of donor, with city and state)?

� Has the gift or reimbursement been described, including an itinerary for travel-related items?

� Is the date of receipt (month and year) indicated?

� Is the gift or travel reimbursement from an entity that raises a potential conflict, or from a "prohibited source" as defined in 5 C.F.R. § 2635.203(d). If so, seek further information and determine whether a gift from a "prohibited source" was acceptable under the exceptions at 5 C.F.R. § 2635.204.
Please complete your review as soon as possible, but no later than November 30, 2000.  Please ensure the confidentiality of the information contained on your employees’ 450s by storing them in a secured cabinet.  Do not send 450s through the inter-office mail.  Please have them hand-carried to the Office of Counsel, attention: Thomas Dougherty, DSCP-GE, Building 36-3, Workstation 3429.

If you have any questions concerning an OGE Form 450 that you are reviewing, please call Thomas Dougherty, Senior Counsel for Ethics and EC/EDI at x7179. 

Prepared by: Thomas Dougherty, September 5, 2000

