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AVOIDING CONFLICTS OF INTEREST
Executive Branch Personnel Confidential Financial
Disclosure Reporting System (OGE 450)
Sample Notification Memorandum to Reviewing Officials

MEMORANDUM
TO:                 [Name of Reviewing Official]
                       [Title]

FROM:            [Deputy Ethics Counselor
                        [Your IC]

SUBJECT:       Annual Distribution and Review of Confidential Financial Disclosure Reports (OGE 450)

I wish to remind all Reviewing Officials of the OGE 450 that the annual review process will soon begin pursuant to 5 CFR part 2634, Subpart I (1992), as amended 58 Fed. Reg. 63023 (November 30, 1993). The 19__ cycle for the OGE 450 process is as follows: 

· September 30: Complete distribution of the OGE 450s to all covered employees.


· October 31: OGE 450 filing deadline. All completed reports should be received.


· December 30: Complete review of the OGE 450s.


· December 30: Reviewing Officials submit status report to Deputy Ethics Counselor. 

You should send an OGE 450, along with an explanatory transmittal memorandum, to each covered employee for whom you are responsible no later than September 30. Employees must return their completed form to you no later than October 31. You must complete your review and certify each form by December 30, unless a particular statement reveals that further information is needed from the filer or there is a conflict of interest necessitating further action.

To ensure that all forms are filed and reviewed in a timely manner this year, I am requesting that you complete the attached Status Report Form by December 30, and return it to my office. In the event you fail to receive an OGE 450 from every covered employee under your responsibility, or, if you are unable to review and sign off on all statements, then you must continue to submit a status report each quarter until you complete your review. Please remember that you are responsible for ensuring that all covered employees return their completed forms to you.

If an employee leaves your organization, that employee's file should be closed and maintained for the required six years. When a reorganization occurs and an employee retains his or her filing status but transfers to a new organizational unit, the file must be forwarded to the new Reviewing Official. If an employee transfers to a covered position in another IC or agency, you must forward all OGE 450s for that employee to the new employing agency Deputy Ethics Counselor. In addition, please inform me in writing when such file transfers are completed.

You will find attached sample memoranda for employees required to file an OGE 450, the status report form, and a list of covered employees required to file with you.

If you have any questions about which employees you are responsible for reviewing, or if you need more copies of the form, you may contact [name of contact] at [contact's phone or e-mail]. Questions concerning reviewing the form for possible conflicts of interest may be directed to your me at [DEC's phone], the Office of General Counsel at NIH, or the HHS Office of General Counsel, Ethics Division, at NIH, at (301) 402-2576.

Thank you for your assistance in this important aspect of the Department's Ethics Program.


                                                                    __________________
                                                                    [DEC's name]
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