ATZJ-SJA-AL 25 August 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Annual Confidential Financial Disclosure Filing and Ethics Training

1. Certain Fort Jackson military and civilian personnel must, by regulation, file a
Confidential Financial Disclosure Report (Office of Government Ethics (OGE)
Form 450), and complete annual ethics training. Covered employees should
complete their OGE Form 450s and return them to this office not later than 31
October. Covered employees must also complete annual ethics training. You
should return your filers’ list to this office not later than 15 September. Please
return your updated lists to Office of the Staff Judge Advocate, ATTN: ATZJ-
SJA-AL (LTC Logue), or e-mail to: loguek@jackson.army.mil.

2. We are trying some administrative changes to our program this year. We will
attempt to communicate directly with filers via email, rather than asking you to
coordinate communications for us. We are continuing a change from last yearr,
which was to consolidate both the OGE Form 450 filing and annual ethics
training in one time period and with one reporting requirement. We will also
again provide all the necessary materials for both filing the OGE Form 450 and
completing the annual training through our website,
http://www.jackson.army.mil/SJA/Default.ntm. We believe that the internet
method has reduced the time your employees must spend to complete the
requirements, and we will post information and instructions there. Fillable forms
and training materials will be available on 1 October. We have sent preliminary
information to last year’s filers, and will make any necessary adjustments when
we receive your updated lists.

3. Although we have made maximum use of the internet, the OGE Form 450
must be printed out, since it requires the filer's supervisor’s signature. You
should inform your supervisors that both they and their employees are
responsible for reviewing the forms and ensuring that they are complete and
administratively accurate. Your personnel may find the enclosed information
paper, subject: Guidance for Completing the OGE 450, helpful.

4. The enclosed information paper, subject: Identifying Confidential Financial
Disclosure Report Filers and Standards for Completion and Review, explains
how to determine who must file the OGE Form 450. Please examine the
standards carefully to ensure not only that all required persons complete the
form, but also to eliminate unnecessary reporting. Note the threshold filing
requirements for IMPAC holders/approving officials. Card users/approving
officials who can spend or approve less than $100,000 do NOT automatically
have to file. Although | have enclosed last year’s filers’ list, please use it only as
a guide, and list only filers meeting current standards. If you have any questions,
please call Ms. Gargrave or LTC Logue at 4-6525.
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5. Our goal is to make this annual process easier and improve its effectiveness.
The annual requirements exist to help you and your employees avoid conflicts of
interest. We have prepared a training package that we feel is relevant to most of
our employees. Please be aware that we must report to TRADOC, by name, any
person who does not file his form on time, and must continue to report the status
of late reports until they are completed. We must also certify that all our
identified employees have completed training. Employees may “self certify” by
email or memo that they have completed the training. After the reporting period,
we anticipate conducting a random audit to identify problems, and learn where
we need to provide more assistance. If you or your employees have any
questions, please check the information papers on our website, or contact Ms.
Gargrave or LTC Logue.
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