Delete Integrity language after the first sentence and insert the following:

*****
A [Termination or Combination] OGE 278e Report was assigned to you based on information our office received indicating that you will be departing from DoD effective ___________, however, if that date changes or is incorrect, please notify our office immediately.  

You can pre-populate your report with data from any prior report filed in the system and may start at any time.  Your report should be submitted between one and two weeks PRIOR to your departure to ensure that SOCO can assist and/or obtain any clarifications/corrections from you before you leave.  This should relieve you from having to continue to work on your report and answer questions after you have departed.

CRITICAL NOTES:  Recent OGE guidance now permits you to submit as early as 15 days prior to your separation date, however, since the reporting period ends with your last day of federal service, in doing so, you acknowledge and agree that you will have a continuing duty to notify SOCO should your information change between submission and your separation date.

FILERS UNABLE TO SUBMIT PRIOR TO DEPARTURE:

1) We strongly recommend that you set a new OMB Max password during your last week.  Because passwords expire after 90 days and you will no longer have access to your current e-mail for re-set, this will ensure that you continue to have access to Integrity.

2) Please provide alternate contact information in the comments section of your report so that we may contact you if necessary after your departure for clarifications, corrections, or reminders to assist you in avoiding late filing fees and/or other penalties.   Extensions for good cause shown may be requested via e-mail to [Agency Ethics Office mailbox] no later than COB on the due date.

Under Federal law, reports must be submitted no later than 30 days following your actual termination date.  Please note that failure to timely submit your report may result in the imposition of a $200 late filing fee.  In the interest of full disclosure, we are advising all filers that under federal statute, willful failure to file or falsification of report data triggers mandatory referral to DOJ and carries civil penalties that may be more than $50,000.

Any questions or requests for assistance may be directed to [Agency Ethics Office] at [contact information]. 
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