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AVOIDING CONFLICTS OF INTEREST
Executive Branch Personnel Public Financial
Disclosure Reporting System (SF 278)
Transmittal Memorandum: New Entrant to Career Position

Date 

MEMORANDUM
TO:                 [Employee Name ]
                       [Title]

FROM:            [Name]
                        [Title]

SUBJECT:       SF 278 Public Financial Disclosure Report 


Title I of the Ethics in Government Act, as amended by the Ethics Reform Act of 1989, requires individuals who are appointed to certain designated positions in the Executive Branch of the Government to file an SF 278 Public Financial Disclosure Report within thirty (30) days of entering the position. Covered employees are also required to file an annual report each year on May 15, as well as a report within 30 days of terminating government service. Because you were assigned to the position of (title) on (date) , you are required to file the attached Public Financial Disclosure Report form on or before (date) , with your Deputy Ethics Counselor. To be considered timely filed, the form must be received by your Deputy Ethics Counselor on or prior to the deadline.

If you already filed an SF 278 while you were in another position, please obtain a copy of your previous completed report and forward it to your Deputy Ethics Counselor.

Revisions to the financial disclosure law added new categories of value or amount that are not shown on the SF 278. If you have any entry checked in a column labeled "over $1,000,000" on Schedules A or C, you must annotate that entry, either by footnote or other notation directly on the form or on a separate attachment, to specify the following:

In the case of ASSETS (Block B of Schedule A) or LIABILITIES (Part I of Schedule C), whether the value or amount is 

· between $1,000,001 and $5,000,000; 

· between $5,000,001 and $25,000,000; 

· between $25,000,001 and $50,000,000; or 

· over $50,000,000. 

In the case of INCOME (Block C of Schedule A), whether the value or amount is

· between $1,000,001 and $5,000,000; or 

· over $5,000,000. 

EXCEPTION: For assets, income or liabilities of your spouse or dependent children, you are only required to specify these additional categories of value or amount if the assets, income or liabilities are held jointly with you.

Please carefully read the instructions accompanying the form. To further assist you in avoiding common errors and omissions, attached are two pages of "Helpful Hints for SF 278 Filers and Reviewers." In addition, you should review the points listed below: 

1. Please report all required information on the first page, including your reporting status, your signature, the date, and both your room number and your telephone number. If no positions were held with the Federal Government during the preceding 12 months, mark "none" in the designated space. Report the EOD (Entered on Duty) date into a covered position (i.e., a position requiring you to file an SF 278) in the "Date of Appointment" box. Note also that the EOD date does not necessarily equate with your service computation date, as the latter may have been adjusted to reflect prior service.


2. If you have nothing to report with respect to a specific schedule, please check the "none" box. Schedule B does not apply to new entrants; therefore, you may leave Schedule B blank. 


3. When filling out Schedule A, four entries normally must be made on the same line for each asset identified: (1) an adequate description; (2) the category of value of the asset; (3) the type of income generated by the asset; and (4) the category of amount of income. REMEMBER: Income sources must be listed as well, except for income from Federal Government employment. You must list your salary (as well as the source, though not the amount, of your spouse's salary) on Schedule A for the prior calendar year and the current year up to the filing date (if no spousal employment is reported, it is helpful to give a brief explanation in the margin; e.g., "spouse is unemployed" or "spouse is Federal employee").


4. Do not forget to include the income and assets of your spouse as well as the assets of any dependent children.


5. You must specify on Schedule A the underlying assets in any reportable IRA or Cash Management Account which you maintain, including the complete name of an investment fund, and indicate whether the account is self-directed or independently managed. You may attach a computer print-out specifying the individual holdings in the portfolio.


6. When listing stock holdings and other investments, indicate the company's full name and briefly describe the nature of the business, where that is not otherwise obvious. For mutual funds concentrated in a particular geographic area or economic sector, indicate the area or industry in which the fund is primarily invested. If the mutual fund or other similar investment meets the definition of Excepted Investment Fund given on page 1 of the form instructions, remember to check the column for "Excepted Investment Fund" under "Type" on Schedule A.


7. Remember to complete the "Agreements or Arrangements" section on Schedule C and list any continuing ties you may have with your prior employer, such as a leave of absence, continued participation in a pension plan, etc. If known, indicate whether your pension plan is classified as a defined contribution plan or defined benefit plan, whether it is independently managed, and whether the plan is invested in the stock of your prior employer. The employee benefits brochure or handbook of your prior employer is usually a source for this information.


8. Remember that as a new entrant the reporting period for Schedule D is comprised of the two previous calendar years and the current year up to the filing date.


9. If you are a member (paid or volunteer) of a Board, Commission or Committee of any profit or non-profit organization, you must submit a request for approval of outside activity (HHS Form 520) to your supervisor and include this information under "Positions Held Outside U.S. Government" on Schedule D.


10. Compensated outside positions listed in Schedule D, Part I, must also be reflected in Schedule A as an income source if over $200 was received during the reporting period applicable to that portion of the form.


11. Retain a copy of the completed report form.

It is important that you comply fully with the reporting requirements. Section 104(a) of the Ethics in Government Act provides that any individual who knowingly or willfully falsifies or fails to report the required information may be assessed a civil penalty up to $10,000. Pursuant to 5 CFR § 2634.605(b)(3), you will be contacted for additional information if the reviewing official determines that the filed report fails to provide adequate information for a meaningful conflicts analysis. Your effort in providing detailed and complete responses at the outset will lessen the necessity for repeated follow-up contacts.

Please return the completed form in an envelope marked "Confidential" to your Deputy Ethics Counselor at:

_______________________________
_______________________________
_______________________________

You are advised that pursuant to 5 U.S.C. App. 4, § 104(d), anyone who files a Public Financial Disclosure Report more than thirty (30) days after its filing due date will be assessed a $200 late fee by the Ethics Division of the Office of General Counsel. You may contact ___________, your Deputy Ethics Counselor at _______, for a copy of the Late Fee Assessment Procedures.

If you require an extension of the filing date, you must request an extension no later than thirty (30) days after the filing due date. Requests for extensions must be made by contacting your Deputy Ethics Counselor. 

The Paperwork Reduction Act and Office of Management and Budget (OMB) regulations require that we notify you that an agency may not conduct or sponsor, and no person is required to respond to, a collection of information unless it displays a currently valid OMB control number (that number is displayed in the upper right-hand corner of the first page of the SF 278). The Office of Government Ethics has advised us that OMB renewed its approval of the SF 278 through 1999 and the control number is currently valid.

In addition, you should note that all persons required to complete this form are also required to complete annual ethics training. If you have any questions or need further information, do not hesitate to contact your Deputy Ethics Counselor at _____________. 

Attachment
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