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RD | nstruction 2045- EE
PART 2045 - GENERAL

Subpart EE - Executive Branch Confidential Financial Disclosure Report
(OGE Form 450)

§ 2045. 1501 Ceneral.

This Instruction provides procedures for using the Executive Branch
Confidential Financial D sclosure Report (OGE Form 450).

§ 2045. 1502 Filing Requirenents.

Subpart | of Part 2634 of Title 5, Code of Federal Regulations (CFR)
states that the OGE Form 450 nmust be conpl eted by executive branch enpl oyees
who hol d positions which have been determ ned to involve duties requiring
personal and substantial participation through decision making or exercise
significant judgment in: contracting or procurenent; admnistering or
noni toring grants, subsidies, licenses, or other benefits; regulating or
audi ti ng non-Federal entities; or performng other activities having a direct
and substantial econonic effect on non-Federal entities.

(a) Positions requiring the OGE Form 450. See Exhibit A of this
I nstruction.

(b) New entrant filing requirenents. Enpl oyees appointed to a
designated position are required to file an OGE Form 450 within 30 days
of appoi nt ment.

(c) Annual filing requirenents. Enployees in designated positions mnust
file incunbent reports no later than October 31 annually.

Not e: An annual report is not required froman enpl oyee who does not
work nore than 60 days during the reporting period. For example, a
covered enpl oyee who joins Rural Devel opment on August 20, nust file a
new entrant OGE Form 450 within 30 days of appointment, but not an
annual OGE Form 450 for the annual filing cycle. The sane principle
applies to enpl oyees who transfer froma non-covered position to a
covered position.

(d) Reporting periods. For new entrants, the reporting period covers
the 12 months preceding the date of filing. For annual filers, the
reporting period is the 12 nonths precedi ng Septenber 30.

Di stribution: WAL Per sonnel
Cener al
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§ 2045. 1502 (Con.)

(e)

(f)

(9)

(h)

Availability of the OGE Form 450.

(1) Stock copies of the OGE Form 450 are only avail abl e
electronically. The OGE Form 450 may be obtained at the USDA s
Ofice of Ethics website,

http://ww. usda- et hi cs. net/fornms/index. htm

Di stri bution of the OGE Form 450.

(1) The OGE Form 450 rmust be distributed to new entrant filers no
l[ater than the first day of appointment and no | ater than October
5" to annual filers.

(2) The State Ethics Advisor notifies State enpl oyees, the
Headquarters Personnel Services Branch staff notifies Nationa

O fice enployees, and the St. Louis Field Services Branch Ethics
Advi sor notifies the St. Louis enpl oyees of the OGE Form 450 filing
requi renent.

(3) The OGE Form 450 may be distributed either electronically, or
in hard copy.

Executi on of the OGE Form 450.

(1) Enpl oyees completing the form by hand rmust use blue or black
ink. Al formfillable electronic versions nust be signed in blue
or bl ack ink.

(2) If there is nothing to report for a section, the filer mnust
check the "None" box.

(3) The filer nust certify the report by signing and dating in the
"Si gnature of Enpl oyee" block, which is located on the cover page of
t he OCGE Form 450.

(4) The enpl oyee should retain a conpleted copy of the OGE Form 450
for future reference.

Transni ssi on of the OGE Form 450.

(1) The original OGE Form 450 nust be placed in a doubl e seal ed
envel ope. The inner envel ope nust be nmarked: "For Oficial Use
Only," and indicate the enpl oyee's narne.

(2) The outer envel ope must be clearly marked: "TO BE OPENED BY
ADDRESSEE ONLY Cont ai ns OGE Form 450," and addressed to the:
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§ 2045.1502(h)(2) (Con.)

(i) State Ethics Advisor for State enpl oyees;

(ii) Ethics Advisor for Policy for National Ofice enpl oyees;
or

(iii) St. Louis Field Services Branch Ethics Advisor for St.
Loui s enpl oyees.

§ 2045. 1503 Review and Certification of the OGE Form 450.

(a)

Oficials responsible for the review of the OGE Form 450. The

following officials are authorized to review and certify the OGE Form

450:

(b)

(c)

(1) State Ethics Advisors for State enpl oyees;

(2) Ethics Advisor for Policy for National Ofice enpl oyees; and
t he

(3) St. Louis Field Services Branch Ethics Advisor for St. Louis
enpl oyees and for State Ethics Advisors who do not have a designated
co-Ethics Advisor in their State to review their form

Initial review

(1) The officials indicated in paragraph (a) of this section mnust

i ndicate the date of receipt in the "Date Received by Agency" bl ock
at the top left-hand corner of the first page of the OGE Form 450 or
date stanmp on the reverse.

(2) Al correspondence concerning outstandi ng questions nust be
docunented on the OGE Form 450 or as a menorandumto the file.

(3) For additional guidance, refer to the OGE Form 450: A Review
Gui de at www. usoge. gov.

(4) |If necessary, the State Ethics Advisors may request assistance
fromthe St. Louis Field Services Branch Ethics Advisor. The St.
Louis Field Services Branch Ethics Advisor may request assistance
fromthe Ethics Advisor for Policy, National Ofice.

Request and approval of extensions for filing the OGE Form 450.

Oficials listed in paragraph (a) of this section may grant an extension

(not

to exceed 90 days) for filing the OGE Form 450. Requests for

extensions must be in witing and received prior to the due date.

(03- 03- 04)
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§ 2045. 1503 (Con.)

(d) Oficials responsible for final certification. Upon final review,
the officials listed in paragraph (a) of this section nmust certify the
OGE Form 450 by signing and dating the formin the "Agency’ s Final
Reviewing Oficial and Title" bl ock.

§ 2045.1504 Uilization of the Confidential Certificate of No New |Interests
(OGE Optional Form 450-A).

(a) The OGE Optional Form 450-A may be used by an incunbent filer in
lieu of the OGE Form 450 if the filer can certify that he/she, his/her
spouse or dependent children have not acquired new reportable interests
and that the filer has not had a significant change in duties or change
of position description assignnent.

(b) This formmay be used for a maxi mum of three consecutive years.
However, each presidential election year all enployees in designated
positions nust file the OGE Form 450.

(c) Enployees completing the OGE Optional Form 450-A by hand nust use
blue or black ink. Al formfillable electronic versions nmust be signed
in blue or black ink.

(d) The officials identified in section 2045.1503 (a) of this
instruction nmust indicate the date of receipt and place his/her initial,
upon final review, in the [ower right-hand corner of the OGE Opti onal
Form 450- A,

(e) The availability, distribution, transm ssion, custody, control,
quarterly reporting and transm ssion of the OGE Optional Form 450-A is
identical to the OGE Form 450 process as outlined in this instruction.

§ 2045. 1505 Custody of the OGE Form 450.

(a) Oficials listed in 8§ 2045.1503 (a) are responsi ble for the custody
and safe keeping of the OGE Form 450.

(b) Al OGE Forns 450 rmust be maintained in a | ocked file cabinet
separate fromthe O ficial Personnel Folder.

§ 2045. 1506 Control and record system of the OGE Form 450.

The National Ofice, all State Ofices and the St. Louis O fice nust
abi de by the General Records Schedul e as found at
http://wwv. archi ves. gov/records_managenent/ardor/grs25.htm, for all ethics
records.
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§ 2045. 1507 Quarterly reporting requirenents.

(a) Al State Ethics Advisors nust subnmit a status report outlining the
recei pt and review of OGE Form 450s and OGE Optional Form 450-As to the
St. Louis Field Services Branch on the 15'" of December, March and June
or at any tine prior to those dates if all of the fornms are received and
certified for their State. The St. Louis Services Branch nmust forward
the conbined report to the Ethics Advisor for Policy, National Ofice by
the 20'" of December, March and June.

(b) The Ethics Advisor for Policy, National Ofice, mnmust subnmit a
report outlining the receipt and review of all OGE Form 450s and OGE
Optional Form 450-As to the USDA's Office of Ethics by Decenmber 30'"
March 31%', and June 30'", or at any tine prior to those dates if all of
the forms fromthe National O fice, State Ofices and St. Louis Ofice
are col lected and revi ewed.

88§ 2045. 1508 - 2045.1550 [Reserved]
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Positions Requiring the OGE Form 450

National Ofice and St. Louis

Al'l Special CGovernment Enpl oyees
Rur al Housing Service

(1) Directors.

(2) Deputy Directors.

(3) Supervisors/ Managers, GS-14.

(4) Al Loan Program Enpl oyees, GS-13 and above.

(5) Enployees with contracting officer authority.

(6) Any enployee who is officially acting in one of the above mentioned
positions for nore than 60 days.

Rural Uilities Service

(1) Program Managers (Directors), GS-15.

(2) Program Managers (Deputy Directors), GS-14.

(3) Supervisors/ Managers, GS-14 and 15.

(4) Enmployees with contracting officer authority.

(5) Enployees with responsibility for comrunicating with manufacturers and
recomendi ng approval of equipmrent.

(6) Water and Environmental Programs Loan Specialists, GS-12 and above.
(7) Any enployee who is officially acting in one of the above mentioned
positions for nore than 60 days.

Rur al Busi ness- Cooperative Service

(1) Assistant Deputy Admnistrators.

(2) Directors.

(3) Branch Chiefs.

(4) Supervisors/ Managers.

(5) Al Loan Program Enpl oyees (with exceptions as determ ned by the work of
the position), GS-9 and above.

(6) Enployees with contracting officer authority.

(7) Enpl oyees who manage, admi nister or nonitor grants or subsidies.

(8) Any enployee who is officially acting in one of the above menti oned
positions for nore than 60 days.
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O fice of Community Devel opnment

(1) Assistant Deputy Admi nistrator.

(2) Directors.

(3) Supervisors/ Managers.

(4) Rural Devel opnent Specialists, GS-13 and above.

(5) Enpl oyees who have contracting officer authority.

(6) Any enployee who is officially acting in one of the above mentioned
positions for nore than 60 days.

Oper ati ons and Managenent

(1) Assistant Administrator for Procurement and Adm nistrative Services
Director, Procurement Managenent Division
Branch Chiefs
Contract Specialists and Procurement Anal ysts
Pur chasi ng Agent s.
Director, Support Services Division
Chief, Property & Space Managenent Branch
Chi ef, General Services Branch
Pur chasi ng Agent s.
(2) Ofice of the Chief Financial Oficer
Division Directors
Branch Chiefs
Super vi sor s/ Managers, GS-14 and above.
(3) Assistant Administrator for Human Resources
Director and Deputy Director, Human Resources Training Division
Saf ety and Cccupati onal Heal t h Manager
(4) Enpl oyees who have contracting officer authority
(5) Enpl oyees who manage, administer or nonitor grants or subsidies
(i ncludi ng cooperative agreenents).
(6) Any enployee who is officially acting in one of the above menti oned
positions for nore than 60 days.

NOTE: The Ethics Advisor for Policy in the National Ofice has the authority
to identify additional positions that require an OGE Form 450 if he/she feels
the position nmeets the reporting requirenents as defined by the Ofice of
Government Ethics at 5 CFR § 2634. 904.
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State O fices

(1) Al enployees at GS/ Gvt 13 and above.

(2) Al State, Area and Local Ofice Specialists, who are involved with | oan
grant and guarantee prograns.

(3) Admnistrative ProgramDirector, GS-12 and above.

(4) Contract Program Managers, Contract Specialists, Procurement and Snal |
Pur chase Specialists, Purchasing Agents, and Procurenent C erks/Assistants.
(5) GCivil Engineer, GS-11 and above.

(6) Architect, GS-11 and above.

(7) Appraiser, GS-11 and above.

(8) Any enployee who is officially acting in one of the above mentioned
positions for nore than 60 days.

NOTE: The State Ethics Advisor has the authority to identify additiona
positions that require an OGE Form 450 if he/she believes the position neets

the reporting requirements as defined by the Ofice of Governnent Ethics at
5 CFR § 2634.904.
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