GUIDANCE ON FILING FINANCIAL DISCLOSURE

WHO HAS TO FILE – Each year civilian employees classified at GS/GM-15 or below, and military personnel below the grade of O-7, who participate personally and substantially in taking an official action for contracting or procurement, either through decision-making or the exercising of significant judgment, are required to file a Confidential Financial Disclosure Report (OGE Form 450).  The time period for filing the OGE Form 450 or Form 450-A begins on October 1, and ends on October 31 each year.

Each Office and Directorate is responsible for determining which of its employees are required to file the OGE Form 450 and notifying those employees of their need to file.  Employees on extended sick leave or maternity leave need not file until they return to duty.

Military reservists on active duty for less than 30 consecutive days during a calendar year are not required to file unless they are specifically notified that they must file.
           If you are not sure if you have to file or how to complete the form, contact your supervisor or the legal office at X2-3284 (Dennis Kausek)

HOW TO FILE - All OGE 450s must be:

Completed per instructions, 

Signed by your supervisor, and,

Delivered to DSCC-G by October 31 each year.
WHAT TO FILE - This year employees who are required to file a Confidential Financial Disclosure Report may file either the OGE Form 450, or the OGE 450-A Optional Form.  The OGE Optional Form 450-A is a shorter form that may be used if you filed a 450 last year and have no new interests or changes to report.  Employees authorized to file a 450-A are encouraged to do so.  

WHERE TO GET FORMS - You can get forms in the following location: 

· Confidential Financial Disclosure Report Information Web page – the 450 and 450-A are available here, along with additional information.

· At the legal office, 7th floor, pod A, south side, ext: 2-3284. 
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