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1. PURPGSE AND SCOPE. To inplenment a confidential financial
di scl osure system

Ef fective Cctober 5, 1992, Title 5, Code of Federal Regul ations,
Section 2634.904, established the revised confidential financial
di scl osure reporting systemfor executive branch departnents and
agencies. This systemrequires Departnent of Justice (DQJ)

enpl oyees occupying certain sensitive positions at GM G515 and
below to report, annually, their financial interests and outside
busi ness activities to the DQJ to ensure agai nst any actual or
potential conflicts of interest. The confidential systemwl]I
conpl enent the current system of public financial disclosure that
applies to higher-Ilevel governnent officials.

2. PROGRAM OBJECTI VES. The expected results of this program are:

a. A Financial D sclosure Report will be conpleted and
subm tted by every specified Bureau staff nenber.

b. A certification that Financial Disclosure Reports have
been collected and reviewed w il be nmade by October 31 each year.

3. DI RECTI VES AFFECTED

a. Directive Rescinded

PS 1400. 03 Mandat ory Confidential Financial D sclosure
(02/ 01/ 94)

b. Directives Referenced

PS 3000.02 Human Resour ce Managenent Manual (11/01/93)
PS 3420.08 St andar ds of Enpl oyee Conduct (03/07/96)

DQJ 1735.1 Procedures for Conmplying with the Uniform
Standards and Ot her Ethics Requirenents
(09/17/92)
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4. STANDARDS REFERENCED. None.

5. APPLI CATION TO BUREAU EMPLOYEES. On Cctober 2, 1992, the
Bureau submtted to the Assistant Attorney CGeneral for

Adm nistration its designation of covered enpl oyees. Enployees
at GM GS-15 or below in institutions, Training Centers, Regiona
Ofices and Central O fice whose positions require personal and
substantial participation through decision or the exercise of
significant judgment in the follow ng positions are covered:

a. Contracting and Procurenent

(1) Al Bureau Contracting Oficers (including UNI COR
Contracting O ficers and Purchasi ng Agents),

(2) Al Bureau Contracting Oficer's Techni cal
Representatives (including Contract Oversight
Specialists, Comunity Corrections Managers, and UN COR
Contracting Oficer's Technical Representatives), and

(3) Conmmercial Law Branch attorneys.

b. Adnministering or Mnitoring Grants, Subsidies, Licenses, or
O her Federally Conferred Financial O Operational Benefits

National Institute of Corrections (NNC) G ant Mnitors and
Techni cal Assistance Program Speci al i sts.

C. Positions Involved in Activities in Wich the Final
Deci sion or Action WIIl Have a Direct and Substantial Econonic
Effect on the Interests of any Non-Federal Entity

Enpl oyee Devel opnent Managers,

UNI COR Admi ni strator of the Education D vision,

UNI COR Managers for Custoner Service,

UNI COR Orbudsnan,

UNI COR Factory Managers,

UNI COR Program Managers,

UNI COR Assi stant Program Managers,

Associ ate Wardens for Industries and Educati on and
Superintendents of |ndustries,

Denti st s,

Medi cal Doctors (including Psychiatrists and nenbers
of the Public Health Service),

Psychol ogi st s,

Heal th Service Adm nistrators,

Community Corrections Adm nistrators,

Food Service Adm ni strators,
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5) Facility Managers,

6) Supervisors of Educati on,
7) Controllers, and

8) Conptrollers.

NN
e

d. Positions Required to Report Because the Bureau Concl udes
the Enpl oyee's Duties and Responsibilities Could |Involve a Real
or Apparent Conflict of |nterest

(1) N C Deputy Director

(2) NC Dvision Chiefs,

(3) Non-SES Wardens,

(4) Non-SES Deputy Regional Directors,
(5) Non-SES Deputy Assistant Directors,
(6) Deputy Ceneral Counsel

(7) Associate Ceneral Counsels,

(8) Legal Administrative Oficer

(9) Regional Counsels,

(10) Staff Training Acadeny Director, and

(11) Managenent and Specialty Training Center Director.
6. PARTIAL YEAR IN POSITION AND I NI TI AL REPORT

= An individual who holds such a position and who perfornms the
duties of that position for a period in excess of 60 days
during the 12 nonth period endi ng Septenber 30, including
nore than 60 days in an acting capacity, nust file a
confidential report on or before October 31 i mediately
followi ng that period (see bel ow).

m For new entrants, a confidential report must be filed not
| ater than 30 days after assuming a new position as
descri bed above.

m However, no report is required if the individual has, wthin
30 days prior to assumng his or her position, |eft another
position and has previously satisfied the reporting
requi renents applicable to that former position.

7. REPORT FORM FILING AND MAI NTENANCE. The O fice of
Government Ethics has prescribed the use of Standard Form 450.
The fornms shall be issued to the Wardens, Regional Directors,
Assistant Directors, and the NIC Director for dissemnation to
their respective covered enpl oyees. Processing of the fornms (as
i ndi cated bel ow) nust be conpleted by Cctober 31.

Each enpl oyee designated in Section 5 above nust conplete an

SF 450. Each Bureau facility shall stock a sufficient nunber of
such forns. |If additional forns are needed, they may be obtai ned
through the Bureau's Ethics Oficer, Ofice of General Counsel.
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The SF 450 is a two-page report with the follow ng sections:

m Part | covers Assets and | ncone;

m Part Il, Liabilities;

m Part Ill, Qutside Positions;

m Part 1V, Agreenents and Arrangenents; and
m Part V, Gfts and Travel Rei nbursenents.

There is no requirenent for reporting the anobunts or val ues of
any item

The conpl eted reports shall be retained at the enployee's work
site in a secure |ocation. |Individual enployee personnel files
are not appropriate for this purpose.

8. REVI EW AND RETENTI ON OF REPORTS

a. Institutions. The direct supervisor of each covered
enpl oyee is responsible for reviewing the report of his or her
respective enployee(s). This ensures the reviewer has know edge
of the filer's work assignnents to determ ne what m ght pose a
conflict. The reviewer nust sign each report reviewed in the
bl ock marked "Signature of Supervisor/OQher Internediate
Reviewer." The signature of the reviewer's supervisor is not
required.

Each Warden is responsible for collecting all reports of his or
her respective enployees. Once the Warden has coll ected al
reports, he/she nust submt a certification to the Bureau's
Et hics O ficer containing:

(1) a statement that all reports have been revi ewed and

col | ect ed;
(2) alist of the nane, title, and grade of all covered
enpl oyees;

(3) the date the review was conpl eted on each report;

(4) the total nunmber of filers; and

(5) the name, status and anticipated review date of any
m ssi ng enpl oyees.

The certifications shall be retained in the Central Ofice for
audi t purposes.

b. Regional Ofices. Regional Directors shall reviewthe
reports of all covered non-SES Wardens in their respective
regions. After the Regional Director's review and signature, the
report is to be returned to the institution fromwhich it
originated. Regional Directors also reviewthe reports of al
covered enpl oyees in their respective regional office.
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Each Regional Director nust submt certifications consisting of
the information |isted above on all non-SES Wardens and enpl oyees
reviewed to the Bureau's Ethics Oficer, for retention in the
Central Ofice.

The Deputy Ceneral Counsel shall review the reports of al
covered Regional Counsels. These reports will be retained in the
Central O fice in a secure |ocation.

c. Central Ofice. The direct supervisor of each covered
enpl oyee is responsible for review ng and signing the report of
his or her respective enployee(s). The Assistant Directors are
responsi ble for collecting all reports of his or her respective
enpl oyees and providing a certification, consisting of the
information indicated above, to the Bureau's Ethics Oficer.

d. NC  The direct supervisor of each covered enployee is
respon3|ble for review ng and signing the report of his or her
respective enployee(s). The Director of NNCis responsible for
collecting the reports of all covered NI C enployees in both the
Longnont, Col orado and Washi ngton, D.C. offices. The NIC
Director is also responsible for providing a certification,
consi sting of the information indicated above, to the Bureau's
Et hics O ficer.

9. EXCLUSI ON FROM THE REPORTI NG REQUI REMENTS. Any enpl oyee who
believes his or her position has been inproperly determ ned to be
one which requires the subm ssion of a confidential disclosure
report may seek a review of the designation by submtting a
request, in witing, to the Assistant Attorney General for

Adm nistration within 30 days after receiving the notification to
file. The determ nation of the Assistant Attorney Ceneral is
final.

10. CONFIDENTIALITY. Pursuant to Section 107(a) of the Ethics
in Governnent Act of 1978, as nodified by the Ethics Reform Act
of 1989, these reports are specifically characterized as
"confidential,"” and are required to be withheld fromthe public.
Section 107(a) |l eaves no discretion on this issue with agencies.
These reports and the information they contain are exenpt from
being released to the public under the Freedom of Information
Act, 5 U S.C § 552(b)(3)(A) and (B)(b)(4), and (b)(6).

Agency personnel may not publicly release the reports or the

i nformati on which these reports contain, except pursuant to an
order issued by a Federal court, or as otherw se provided under
appl i cabl e provisions of the Privacy Act (5 U S.C. § 552a).

Access to the informati on contained on these reports is limted
to staff persons who require that information to conplete
of ficial duties.
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11. PENALTIES. Penalties and renedial action may be taken in
the event that a reporting individual fails to file a
confidential financial disclosure report, falsifies information,
or files late. An individual may be prosecuted under crim nal
statutes.

The Attorney Ceneral may bring a civil action, and civil

penal ties may be assessed up to $10,000. Additionally, personnel
or other renedial action in accordance wi th applicable |aw or
regul ati on may be brought against the individual.

Refer to the Program Statenent on the Standards of Enpl oyee
Conduct for further information.

12. ASSI STANCE. Questions regarding the conpletion or review of
these reports should be made to the Bureau's Ethics O ficer, at
(202) 514-6165.

\ s\
Kat hl een M Hawk
Di rector



