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Financial Disclosure Report
Procedures for the U. S. Postal
Service
The purpose of this instruction is to provide guidance for avoiding con-
flicts of interest and for filing Standard Form (SF) 278, Executive Branch
Personnel Public Financial Disclosure Report, and Office of Govern-
ment Ethics Form (OGE) 450, Executive Branch Personnel Confidential
Financial Disclosure Report, used in implementation of the financial
disclosure report system within the U.S. Postal Service.

Background

Conflicting Financial Interests
Federal criminal law 18 U.S.C. § 208(a) prohibits employees from know-
ingly participating in any particular matter that will have a direct and
predictable effect on their own financial interests, or those of certain
family members, business associates, and organizations. If an em-
ployee has a financial interest in a business, organization, or corpora-
tion, and part of his or her Postal Service duties involve business actions
regarding that entity, a conflict of interest could occur. It is the personal
responsibility of each employee to comply with this statute and all appli-
cable standards of ethical conduct.

What Steps Must Be Taken
Employees must disqualify themselves from any official matters in which
they have a financial interest and take whatever steps are necessary to
ensure that they do not participate in the matter. These steps could
involve recusal from participation or obtaining a waiver or certificate of
divestiture so that the employee can participate in the matter. Em-
ployees should notify their supervisors of their recusals.

Employees may request waivers of the prohibition, in advance of partici-
pation, from the designated agency ethics official, or designee, or from
another postal ethics official to whom authority to issue such a waiver
has been delegated. If a waiver is obtained, or the disqualifying asset is
sold or otherwise divested, participation in the matter will no longer be
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prohibited. An employee who is unsure about participating in any official
matter should consult an agency ethics advisor prior to taking any action
in a particular matter.

Public Disclosure
Title I of the Ethics in Government Act of 1978, as amended, requires
that high-level employees “publicly” disclose their personal financial
interests to ensure confidence in the integrity of the Federal Government
by demonstrating that they are carrying out their duties without compro-
mising the public trust. Title I also authorizes the Office of Government
Ethics (OGE) to establish a system of confidential (“nonpublic”) financial
disclosure reporting for less senior personnel in certain designated posi-
tions to facilitate internal agency conflict-of-interest review.

Title I of the Act and implementing regulations of OGE in 5 Code of
Federal Regulations (CFR) 2634 establish uniform procedures and re-
quirements for financial disclosure for federal and postal employees in
certain designated (“covered”) positions. The law includes the following
requirements:

1. Employees must complete financial disclosure forms annually
and within 30 days of appointment to, or separation (for certain
public filers) from, a covered position.

2. Each form must be reviewed by a designated official for possible
conflicts of interest.

Completing SF 278 for Public
Financial Disclosure

How Employees Know Whether They Must
File

Requirements of the Act

Inclusions

Postal employees serving in or terminating any of the following positions
are required by the Act to submit a public financial disclosure report,
SF 278:

1. Postmaster general.

2. Deputy postmaster general.

3. Designated agency ethics official (senior vice president and
general counsel).

4. Administrative law judge.
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5. Any other position for which the basic rate of pay is equal to, or
greater than, 120 percent of the rate of basic pay for the first step
of GS-15.

Exclusions

In general, any employee or group of employees who would otherwise
be required to file an SF 278 may be excluded by rule from the filing
requirement when the director of OGE, in his sole discretion, determines
that such exclusion would not adversely affect the integrity of the govern-
ment or the public’s confidence in the integrity of the government.

Identifying Covered Employees

No later than 30 days before the annual filing date (i.e., May 15), Corpo-
rate Personnel Operations compiles a list of all employees who are
required to file SF 278 and provides a copy to the reviewing official in the
office of the General Counsel. This list includes the name, title, grade
and salary, and organizational and geographic location of each affected
employee.

On an on-going basis, Corporate Personnel Operations compiles and
provides to the reviewing official information regarding new appointees
or promotions to covered positions as well as information on employees
previously in such positions whose employment has been terminated or
who have been reassigned.

Notifying Covered Employees

Annual Disclosure Forms

Corporate Personnel Operations notifies affected employees of the
annual (May 15) filing requirement well in advance of the due date to
allow employees sufficient time to complete the form and to seek assis-
tance, if needed. The notification to employees includes:

1. A copy of the SF 278.

2. Filing instructions including the due date, the office to which the
completed forms should be submitted, and the name of the
reviewing official.

3. Appropriate information about how to obtain assistance from the
office of the General Counsel in completing the form.

Newly Covered and Terminating Employees

Corporate Personnel Operations informs newly covered and terminat-
ing employees of the financial disclosure filing in conjunction with other
personnel procedures such as entrance orientation or processing of
personnel actions. Corporate Personnel Operations works closely with
the office of the General Counsel to ensure that newly covered and
terminating employees complete SF 278.
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How Employees Must File

Filing the Form

Employees serving in or terminating covered positions complete the SF
278 and file it with Corporate Personnel Operations within the applicable
time limit.

Corporate Personnel Operations transmits the original form to the re-
viewing official in the office of the General Counsel, indicating the date
of receipt.

Meeting the Deadlines

Time requirements for filing are as follows:

If the employee is ... Then he or she files an SF 278...

A new appointee  to a covered
position (including an individual
reappointed as a special
government employee (SGE)),

No later than 30 days  after assuming
the position, unless he or she had
another covered position within the 30
days before appointment.

An incumbent  occupying a
covered position who performed
the duties of that position for more
than 60 days (including in an
“acting” capacity) during the prior
12-month period ending on
December 31,

On or before May 15 each year.

An individual terminating
employment from a covered
position (by retirement,
reassignment or otherwise),

No later than 30 days after
termination, unless he or she assumes
another covered position within the
30-day period.

Requesting Extensions

An employee may request an extension of the filing deadline in writing
to the alternate designated agency ethics official (alternate DAEO) in the
office of the General Counsel.

The alternate DAEO may, for good cause shown, grant to an employee
or class of employees an extension of up to 45 days.

If a further extension is required, the employee may request the exten-
sion in writing, stating the specific reasons for the extension, to the
alternate DAEO. The alternate DAEO forwards the request with any
comments to the OGE director for approval of up to 45 days extension.
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Submitting a Late Filing Fee

In accordance with section 104(d) of the Act, an employee must remit
to the General Counsel a late fee of $200 payable to the U.S. Treasury
if he or she fails to submit the SF 278 as required within 30 days of the
later of:

1. The date such report is required to be filed.

2. The last day of any filing extension period.

If the employee fails to remit the $200 fee when filing a late report, the
fee is subject to Postal Service debt collection procedures.

An employee may submit a request for a waiver of the late filing fee in
writing with supporting documentation to the General Counsel desig-
nee, who reviews the request and forwards it to OGE with an opinion on
the merits. The director of OGE may waive the late filing fee if he or she
determines that the delay in filing the report was due to extraordinary
circumstances that made the delay reasonably necessary.

How Disclosure Forms Are Processed

Reviewing the Forms

The alternate DAEO or other authorized designees of the General Coun-
sel reviews the SF 278. In accordance with the requirements of the Act,
all forms must be reviewed:

1. Within 60 days of the deadline for their filing.

2. With the assistance of the guidelines set out in the OGE
publication, Public Financial Disclosure: A Reviewer’s Reference.

After reviewing the form, the reviewing official must complete one of the
following actions:

1. Sign and date the SF 278. (The reviewing official’s signature on
the report certifies that each item is satisfactorily completed and
in compliance with applicable laws and regulations.)

2. Notify the employee that additional information is required and
the time within which it is needed. (The employee must add the
information to the report, after which the reviewing official signs
and dates the report.)

3. As appropriate, notify the employee in writing that he or she may
not be in compliance with applicable laws and regulations, and
afford a reasonable opportunity for a written or oral response.

Requesting Remedial Actions

In the event that the reviewing official, after consideration of any re-
sponse, determines that the employee is not in compliance, the official
should request the employee to take appropriate remedial action, in
accordance with OGE regulations. Except in unusual circumstances,
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which must be fully documented to the satisfaction of the reviewing
official, remedial action must normally be completed within 3 months of
the date on which the employee receives notice of the request.

If the employee complies with the written request for remedial action, the
reviewing official indicates (in the comment section of the report) what
action has been taken, and signs and dates the report. If the employee
does not comply with the written request for remedial action, the review-
ing official must notify the postmaster general and the director of OGE
for appropriate action.

Maintaining Custody of and Archiving Forms

The reviewing official in the office of the General Counsel is responsible
for maintaining proper filing and archiving of each original public finan-
cial disclosure report. Note that no report should be filed in the em-
ployee’s personnel folder.

Reports are maintained for 6 years, after which time they are destroyed.

Requests to review or obtain a copy of an employee’s public financial
disclosure report should be submitted to the General Counsel in accor-
dance with the format prescribed. Each application for inspection must
provide the following information:

1. The requesting person’s name, occupation, and address.

2. The name and address of any other person or organization on
whose behalf the inspection or copy is requested.

3. A statement that the requester is aware of the prohibitions on
obtaining or using the information in violation of ethics
regulations, 5 CFR 2534.603(f).

What Penalties May Be Exacted

Referring Cases for Civil or Criminal Action

When there is reasonable cause to believe that an individual has willfully
failed to file an SF 278 or information required on such a report, or has
willfully falsified any of the information required to be reported, the post-
master general or DAEO, through the chief postal inspector, refers the
name of the individual, as appropriate, to the attorney general.

The attorney general may bring a civil action in any appropriate U.S.
district court against any individual who knowingly and willfully falsifies
or who knowingly and willfully fails to file or report any information re-
quired by filers of public disclosure reports. The court may assess
against the individual a civil penalty in any amount not to exceed
$10,000.

An individual may also be prosecuted under criminal statutes for supply-
ing false information on any financial disclosure report.
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Applying Administrative Remedies

The postmaster general may take appropriate personnel or other action
in accordance with applicable law or regulation against any individual for
failing to file an SF 278 report, for filing such report late, or for falsifying
or failing to report any required information. This may include adverse
actions such as suspension, removal, reduction in grade and pay, or
furlough.

Completing OGE 450 for Confidential
Financial Disclosure

How Employees Know Whether They Must
File

Requirements of the Act

Inclusions

Postal employees in positions for which the basic rate of pay is less than
120 percent of the minimum rate of basic pay for the first step of GS-15
are required to submit a confidential financial disclosure report, OGE
450, in the following circumstances:

1. If the Postal Service has designated the position as a covered
position. A position may be designated as a covered position
when it has been determined that the position requires that the
employee participate personally and substantially through
decision or the exercise of significant judgment in taking an action
regarding any of the following:

a. Contracting or procurement.

b. Administering or monitoring grants, subsidies, licenses, or
other federally conferred financial or operational benefits.

c. Regulating or auditing any nonfederal entity.

d. Other activities in which the final decision or action will have a
direct and substantial economic effect on the interests of any
nonfederal entity.

2. If their duties require them to file the report in order to avoid
involvement in any real or apparent conflict of interest.

3. If filing the report is necessary to carry out the purposes behind
any statute, Executive Order, rule, or regulation applicable to or
administered by that employee, e.g., investigating or prosecuting
violations of civil or criminal law.

A special government employee (SGE), including one serving on an
advisory committee, must file an OGE 450 unless he or she:

1. Is required to file a public financial disclosure report.
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2. Serves on an advisory committee only as a representative of an
industry or other outside entity.

3. Is already a federal employee.

Note:   This section does not apply to the Governors of the
Postal Service, who are covered by 39 CFR 10.41.

Exclusions

Any employee or group of employees, including an SGE, may be ex-
cluded from all or part of the confidential reporting requirements if it is
determined that:

1. The duties of a position make remote the possibility that the
employee will be involved in a real or apparent conflict of interest.

2. The duties of the position involve such a low level of responsibility
that the submission of an OGE 450 report is unnecessary
because of either:

a. The substantial degree of supervision and review over the
position.

b. The inconsequential effect of any potential conflict on the
integrity of the government.

c. The use of an alternative procedure approved in writing by
OGE is adequate to prevent possible conflicts of interest.

Identifying Covered Employees

Headquarters, Headquarters Field Units

Each vice president (VP) is responsible for identifying and designating
the positions subject to the OGE 450 filing requirements within his or her
functional organization. Each VP’s designated ethics representative
must maintain a list for the functional organization that includes the
name, title, grade and salary, and organizational and geographic loca-
tion of each affected employee. On an on-going basis, this list must be
updated to include information regarding new appointees to covered
positions as well as employees in such positions whose employment
has been terminated or who have otherwise been reassigned.

Field

Human Resources identifies and designates the positions in each field
area that are subject to the OGE 450 filing requirements. Human Re-
sources Information Systems (HRIS) maintains a master list that in-
cludes the name, title, grade and salary, and organizational and geo-
graphic location of each affected employee. On an on-going basis, this
list must be updated to include information regarding new appointees to
covered positions as well as employees in such positions whose em-
ployment has been terminated or who have otherwise been reassigned.
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No later than 30 days before the annual filing date (October 31), HRIS
must forward to the field counsels the lists of covered employees for their
respective states. HRIS must also send the master list to the Minneapo-
lis Information Systems Service Center (ISSC) and to the office of the
General Counsel.

Notifying Covered Employees

Annual Disclosure Forms

Each VP’s ethics representative at Headquarters notifies affected em-
ployees of the annual (October 31) filing requirement well in advance of
the due date to allow employees sufficient time to complete the form and
to seek assistance, if needed. Employees should have 30 days in which
to complete the form.

Human Resources, through the Minneapolis ISSC, notifies all affected
field employees. The notification to employees includes:

1. A copy of the OGE 450.

2. Filing instructions including the due date, the office to which the
completed forms should be submitted, and the name of the
reviewing official.

3. Appropriate information about how to obtain assistance in
completing the form.

Newly Covered Employees

Each VP’s ethics representative at Headquarters informs newly covered
employees of the financial disclosure filing requirements. In the field, this
responsibility should be accomplished in conjunction with other person-
nel procedures such as entrance orientation or processing of personnel
actions.

Supplying Blank Forms

The office of the General Counsel orders and maintains an adequate
supply of the OGE 450 and provides the forms to the appropriate offices
for distribution to filers.

How Employees Must File

Filing the Form

Each VP’s ethics representative at Headquarters informs affected em-
ployees where to submit their completed OGE 450s. Field employees
submit their completed forms to the field counsel for their state.
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Meeting the Deadlines

Time requirements for filing are as follows:

If the employee is ... Then he or she files an OGE 450...

A new appointee  to a covered
position (including an individual
reappointed as an SGE or an
SGE serving as an advisory
committee member),

No later than 30 days  after assuming
the position, unless he or she had
another covered position within the 30
days before appointment.

An incumbent  occupying a
covered position who performed
the duties of that position for more
than 60 days (including in an
“acting” capacity) during the prior
12-month period ending on
September 30,

On or before October 31  each year.

Requesting Extensions

A Headquarters employee may address a request for an extension of the
filing deadline to the designated reviewing official for each functional
organization (ethics representative). A field employee may address
such a request to the field counsel serving the filer’s state.

The Headquarters ethics representative or field counsel may, for good
cause shown, grant to an employee or class of employees an extension
or several extensions totaling not more than 90 days.

Pursuing Delinquencies

Thirty days after the due date (if an extension of time has not been
granted), the reviewing official must mail a late notice to any nonfiler. If
there has been no response within 2 weeks of the late notice, the review-
ing official should contact the VP or area VP, who forwards the matter
to the nonfiler’s supervisor for follow-up.

How Disclosure Forms Are Processed

Reviewing the Forms

The VP or designee reviews the OGE 450s of Headquarters employees,
and the field counsel serving the filer’s state reviews the forms of field
employees. In accordance with the requirements of the Act, all forms
must be reviewed:

1. Within 60 days of the deadline for their filing.

2. With the assistance of the guidelines set out in the OGE
publication, OGE 450 Review Guide.
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After reviewing the form, the reviewing official must complete one of the
following actions:

1. Sign and date the OGE 450. (The reviewing official’s signature on
the report certifies that each item is satisfactorily completed and
in compliance with applicable laws and regulations.)

2. Notify the employee that additional information is required and
the time within which it is needed. (The employee must add the
information to the report, after which the reviewing official signs
and dates the report.)

3. As appropriate, notify the employee in writing that he or she may
not be in compliance with applicable laws and regulations, and
afford a reasonable opportunity for a written or oral response.

Requesting Remedial Action

In the event that the reviewing official, after consideration of any re-
sponse, determines that the employee is not in compliance, the official
should request the employee to take appropriate remedial action, in
accordance with OGE regulations. Except in unusual circumstances,
which must be fully documented to the satisfaction of the reviewing
official, remedial action must normally be completed within 3 months of
the date on which the employee receives notice of the request.

Maintaining Custody of and Archiving Forms

The reviewing official is responsible for holding each original confidential
financial disclosure report in confidence in a secured location. Note that
no report should be filed in the employee’s personnel folder.

Reports are maintained for 6 years, after which time they are destroyed.

Requests for access to an employee’s confidential financial disclosure
report (e.g., by the Inspection Service) should be addressed in writing
to the alternate DAEO in the office of the General Counsel with an
explanation of why the request is warranted.

Submitting OGE 450 Summary Data Reports

On or before the 15th of January and each succeeding month, each
reviewing official must submit to the office of the General Counsel a
series of four monthly reports on the status of the filing and review of
reports until all actions are completed.

The activities reports should be completed on the forms provided to each
reviewing official by the office of the General Counsel and should include
the following information:

1. The number of OGE 450s required to be filed.

2. The number of forms received to date.

3. The number of extensions of time still in effect.

4. The number of forms certified.
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Copies of each report should be retained by the reviewing official and by
the office of the General Counsel for internal recording keeping and
OGE audit purposes.

What Penalties May Be Exacted

Referring Cases for Criminal Action

When there is reasonable cause to believe that an individual has willfully
falsified any information required to be reported on an OGE 450, the
postmaster general or DAEO, through the chief postal inspector refers
the name of the individual, as appropriate, to the attorney general.

An individual may be subject to prosecution under criminal statutes for
supplying false information on any financial disclosure report.

Applying Administrative Remedies

The postmaster general may take appropriate personnel or other action
in accordance with applicable law or regulation against any individual for
failing to file an OGE 450, for filing such report late, or for falsifying or
failing to report any required information. This may include adverse
actions such as suspension, removal, reduction in grade and pay, or
furlough.
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