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Running An 
Effective Ethics 
Program

UNCLASSIFIED



AGENDA

UNCLASSIFIED

• The Questionnaire

• Financial Disclosure Program

• Ethics Training

• Talking with HR

• The Do(s) and Don’t(s)

• Financial Disclosure Reviews

• 1353 Travel



The Questionnaire

UNCLASSIFIED

• Annual Report Card

• Report accurate data

• Use it to improve your program

• Look at prior years to determine what 
you need to track

• A few moments to record & track data 
throughout the year pays dividends at 
Questionnaire time



Financial Disclosure Program

UNCLASSIFIED

• Maintain up-to-date filer lists

• Communication with organization 

AOs/POCs is critical

• Train your filers & supervisors

• Know your enforcement options

• Enlist leadership support



Ethics Training

UNCLASSIFIED

• Tracking is everything

• Know who your covered employees are

• Track status of OGE 278 & OGE 450 filers

• Ensure your training is meeting OGE

requirements

• Consider different platforms / leverage learning 
management systems



Assistance from Leadership & HR

UNCLASSIFIED

• Personnel offices are required by 
regulation to assist you – make sure they 
know that.  (See JER 1-412)  This 
includes:
• Human Resources Offices
• Military Personnel Offices

• Administrative Officers – Component 
Heads are required to appoint these and 
Aos are required to assist you. (See JER 
1-404 & 1-414)



The Do(s) and Don’t(s)

UNCLASSIFIED

DO
• Be prepared

• Engage your  
leadership

• Have a plan to  
improve your  
program’s  
deficiencies

DON’T
• Procrastinate

• Diminish program  
shortfalls

• Ignore serious  
issues



We Want to Hear from You!

UNCLASSIFIED

• What are some of your agency’s best  

practices?

• Records - Paper or electronic?

• How do you track your filers?

• How do you track arriving and departing  

employees?

• What are your challenges?



Financial Disclosure
Reviews

UNCLASSIFIED



Tip and Tricks

UNCLASSIFIED

Identify New Entrant Filers
• Monthly HR Reports
• Entry on Duty (EOD) notifications
• In/out processing forms include ethics office
• Desk Side Appointments – personal touch!

• Teach them how – don’t do it for them
• Accurate Status of Filers

(IPA, HQE, Regular Employee, Detailees)
• Filing notification – FDM – and separate  email 

to filer; copy supervisor.
• Know the players!



Tip and Tricks

Preparing for Annual filing seasons

• The Annual Scrub!
• JER 7-301 – Action Officers (AOs) provide updated  

lists to component DAEO or designee
• September/October of each year

• Update Database/Spreadsheet
• Monthly Reminder to Key Players!

UNCLASSIFIED



Tip and Tricks

• Rollout the filing seasons
• 450 notification – January of each year
• 278 notification – March of each year

• Try to minimize overlap between seasons

• Keeping track – Key to Success!
• 60 days to certify from date of submission

• Properly use “end initial review” features
• Run Management Reports in filing system to 

track
• Supervisory review

(should occur within two weeks from submission)
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Tips and Tricks

UNCLASSIFIED

Conflict Analysis
• New Entrant reports

• In-depth overview/potential conflicts
• Former employer/retirement plans
• Spouse employer/retirement plans
• Holdings
• Outside positions
• Former employer/retirement plans

• Identify prohibited sources

• Annual reports
• Review for changes/potential conflicts



OGE 450 Initial Reviews
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Tips and Tricks

OGE 450 Initial Reviews
• New Entrant reports:

• Standard Questions
• Filers required to disclose assets/income  for selves 

and spouse/dependent child
• “Nothing to Report?” - Oversight or properly  

omitted?
• Does filer/spouse continue to hold retirement plans  

held by former employers (what are the underlying  
assets)

• Filers - What is the “Agreement” with former  
employer

• Does former employer continue to contribute  
to plan?

UNCLASSIFIED



Part I – Assets and Income

INCOMPLETE

UNCLASSIFIED



Part I – Assets and Income

COMPLETE

UNCLASSIFIED



Parts III & IV – Outside Positions & Agreements

• Former employer
• Trustee
• Retirement/pension plans with former  

employers

UNCLASSIFIED

Potentially INCOMPLETE



Parts III & IV – Outside Positions & Agreements

UNCLASSIFIED

COMPLETE

I

Part III: Outside Positions



Tips and Tricks

FDM - Tips

• CAC-enabled program
• Uses Global address for authentication

• Filer’s e-mail in that server may be an 
old one – verify it’s them and select then 
have filer update profile to current 
email (filer will not get notices if they 
don’t update)

• May need them to send digitally  signed
email for you to identify correct e-mail

UNCLASSIFIED



OGE 278 Initial Reviews
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Tips and Tricks

OGE 278 New Entrant
Initial Reviews

• Standard Inquiries
• Outside positions
• Agreements/Arrangements
• Assets/Income
• Liabilities
• Compensation
• Transactions (N/A on New Entrant; however,  

educate filer on requirements)
• Inquiries specific to filer’s NE report

UNCLASSIFIED



Parts 1-4: Filer’s Information

INCOMPLETE

UNCLASSIFIED



Parts 1 & 2: Outside Position & Employment
Assets & Income

COMPLETE

UNCLASSIFIED



Parts 3 & 4: Filer’s Agreements & Compensation

3. Filer's Employment Agreements and Arrangements

COMPLETE

UNCLASSIFIED



Parts 5, 6 & 8: Spouse, Other Assets, Liabilities

INCOMPLETE

UNCLASSIFIED



Parts 5 & 6: Spouse Employment & Other Assets

COMPLETE

UNCLASSIFIED



Part 8 - Liabilities

8. Liabilities

UNCLASSIFIED

COMPLETE



Tips and Tricks

OGE 278 Initial Reviews
• What to expect as future annual filer

» Due Date – May 15th eachyear
» Lack of notice no excuse

» Reporting transactions
» Wasn’t required as New Entrant Filer

» OGE 278-T requirement
» Applies immediately on EOD
» Add New Entrant to monthly reminder

» Termination report requirements
» Ensure future employment

arrangements reported
UNCLASSIFIED



Semi-Annual Reporting 31 U.S.C. § 1353

UNCLASSIFIED

• Travelers MUST request in advance of 
travel;  except in rare circumstances

• MUST submit post-travel report within seven 
(7)  days.

• These reports are consolidated, semi-
annually,  and submitted to OGE in 
November and May.

• Use the SF 326 or the OGE Form 1353 to 
track  payments during the six-month
period.



If you have questions regarding  
the material in this presentation,  
please contact the DoD Standards  
of Conduct Office:

•Comm: (703) 695-3422
•E-mail: osd.soco@mail.mil 
(Subject: Managing Effective  
Ethics Program)

UNCLASSIFIED

QUESTIONS?

mailto:osd.soco@mail.mil
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