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DEPARTMENT OF THE INTERIOR ETHICS PROGRAM STRUCTURE

The Office of Government Ethics (OGE) was established by the Ethics in Government Act of 1978.  OGE in partnership with executive branch agencies and departments fosters high ethical standards for employees and strengthens the public's confidence that the Government's business is conducted with impartiality and integrity.  OGE creates and interprets ethics regulations, as well as providing training to agency ethics counselors and reviewing the financial disclosure reports of Presidentially Appointed Senate Confirmed (PAS) employees.

The head of each Executive Branch Agency is the ethics official for that agency.  Generally each agency head has delegated this responsibility to the Designated Agency Ethics Official (DAEO).  The DAEO is responsible for managing the agency’s ethics program as well as serving as the ethics liaison to the Inspector General’s Office of the agency as well as the Agency’s liaison and representative to OGE.  OGE retains the right to review individual agency ethics programs; however, on ethics matters pertaining to the agency, the DAEO is the final authority.  The DAEO may request OGE assistance in the interpretation of regulations or statutes.

The DAEO at the Department of the Interior is the Director of the Departmental Ethics Office (DEO).  The DEO serves as a guidance and counseling office for employees of the Office of the Secretary, Office of the Solicitor and all political appointees throughout DOI.  Additionally, the DEO has oversight over the bureau ethics programs and reviews all SF-278 public financial disclosure reports.  The DEO advises the bureau ethics counselors on changes to statutes and regulations, and provides interpretation of statutes and regulations.  The DEO also produces training materials and bulletins for the bureaus to use, including written materials; computer based training modules; live training; satellite broadcasts; and video presentations.

The DAEO has delegated to each bureau head, the responsibility to manage that agency’s ethics program and serve as each bureau’s Ethics Counselor.  The bureau heads have, in turn, appointed individuals known as Assistant Ethics Counselors (AECs) to manage the day-to-day activities of the ethics program.  AECs essentially run the bureau ethics programs and have been delegated all authority to do so by the bureau head, except for the ability to authorize waivers under 18 U.S.C. 208(b)(1).  The authority to authorize 18 U.S.C. 208(b)(1) waivers has been delegated to the bureau ethics counselors (bureau head) and cannot be further delegated.

Within each bureau, a number of associate ethics counselors have been delegated the authority to provide ethics counseling and guidance; provide ethics training; review financial disclosure reports; etc.  Each bureau varies on the number and duties of the associate ethics counselors.  Associate ethics counselors serve as the front line of the ethics program.  If an associate ethics counselor cannot provide an answer to an employee, the associate ethics counselor should contact the AEC.  In turn, if an AEC needs guidance or assistance, they should contact the Departmental Ethics Office.  At no time should an ethics counselor directly contact OGE.  

An employee with an ethics question should contact their relevant ethics counselor.  Designated ethics counselors have been delegated by the DAEO, the authority to interpret and provide advice on the Federal ethics regulations and statutes.  If an employee seeks guidance from a designated ethics counselor, discloses all relevant information related to the situation and follows the advice of an ethics counselor, no administrative actions will taken against the employee for violating an ethics regulation.  This “safe harbor” does not apply to violations of the US Code (18 USC 201-209) and can only be provided by a designated ethics counselor. 

2009 SCHEDULE OF IMPORTANT ETHICS DATES

	January 

Bureaus must complete an annual training plan per 5 CFR § 2638.706, for the current calendar year. This plan will be submitted to the DEO.

	     1
	DUE TO DEO:  Annual Bureau Ethics Program Questionnaire responses.

	     1
	Today marks the beginning of the Public and Confidential Financial Disclosure reporting periods.  (5 CFR § 2634.908(a))

	     15
	Memorandum to all OGE 450 filers notifying them to begin filing.

	February
	

	     1
	DUE TO OGE TODAY:  The 2008 Agency Ethics Program Questionnaire is due to OGE today.  (5 CFR § 2638.602(a))

	     15
	DUE TO AGENCY ETHICS OFFICALS TODAY:  All annual Confidential Financial Disclosure reports are due to agency ethics officials today unless the filer has been granted an extension.  Remember to document the extension.  (5 CFR § 2634.903(a) & 2634.903(d)) 

	March
	

	     10
	Memorandum to all SF 278 filers notifying them to begin filing.

	     31
	The October 1 - March 31 period for reporting payments of travel accepted from non-federal sources ends today.  Agencies should begin to prepare their 1353 travel reports.  (31 U.S.C. 1353)


	April
	

	     1
	According to DEO policy, all SF 278s due to Ethics Counselors unless otherwise granted an extension.

	     16
	Unless further information is required, annual Confidential Financial Disclosure reports should be certified. (5 CFR § 2634.605(a) and 2634.605(f))

	May
	

	     1
	DUE TO DEO:  Bureau reports of the 1353 travel report for payments of travel accepted from non-federal sources is due today.  The 1353 travel report should cover the period of October 1, 2008 - March 31 2009. (31 U.S.C. 1353)

	     1
	DUE TO OGE TODAY:  An updated list of Presidential appointees confirmed by the Senate (PAS), Designated Agency Ethics Officials (DAEO), and other persons whose Public Financial Disclosure reports are 

required to be forwarded to OGE for review and certification. 

(5 CFR § 2638.601)

	     15
	DUE TO AGENCY ETHICS OFFICALS TODAY:  All annual Public Financial Disclosure reports are due today, unless the filer has been granted an extension. All extensions should be documented.  (5 CFR § 2634.201(a))

	     29
	DUE TO OGE TODAY:  A list of extensions granted, and the length thereof, to PAS, DAEO, and other persons whose Public Financial Disclosure reports are required to be forwarded to OGE for review and 

certification.

	     31
	DUE TO OGE TODAY:  The 1353 travel report for payments of travel accepted from non-federal sources is due today.  The 1353 travel report should cover the period of October 1, 2008 - March 31 2009. (31 U.S.C. 1353)

	June 
	

	Agencies should continue to forward to OGE any extensions granted to PAS, DAEO, and other filers whose reports are required to be reviewed and certified by OGE.

	     16
	Reminder: The late filing fee now applies to annual Public Financial Disclosure filers who did not submit their reports to agency ethics officials, unless the filer has been granted an extension.  Remember, checks should be made payable to the U.S. Treasury. (5 CFR § 2634.704).

	     29
	DUE TO AGENCY ETHICS OFFICALS TODAY:  All annual Public Financial Disclosure reports granted first 45-day extensions.  (5 CFR § 2634.201(f))

	     29
	DUE TO AGENCY ETHICS OFFICALS TODAY:  Today is the last day for filers to request an additional 45-day extension to the Public Financial Disclosure deadline.  All extensions should be documented.

(5 CFR § 2634.201(f))

	July
	

	Remember, covered employees are required to receive annual ethics training before the end of the calendar year.

	1  
	DUE TO OGE TODAY: Agencies must submit a letter stating whether components currently designated should remain designated for purposes of 18 USC § 207(c).  Agencies need not reply if their department or agency currently has no designated components and they do not wish to request the designation of any component. (5 CFR § 2641.302(e)(2))

	     14
	Reminder: Unless further information is required, agencies’ annual Public Financial Disclosure reports should be certified by today.  

(5 CFR § 2634.605)

	     30
	Reminder:  The late filing fee now applies to annual Public Financial Disclosure filers who were granted first 45-day filing extensions but have not submitted their reports to agency ethics officials, unless they have been granted an additional extension.  Remember, checks should be made payable to the U.S. Treasury. (5 CFR § 2634.704)

	August
	

	     3
	DUE TO OGE TODAY:  The Public Financial Disclosure reports of PAS, DAEO, and other persons whose Public Financial Disclosure reports are required to be forwarded to OGE for review and certification are due today unless an extension has been granted.

	     13
	DUE TO AGENCY ETHICS OFFICALS TODAY:  All annual Public Financial Disclosure reports granted second 45-day extensions are due today.  
(5 CFR § 2634.201(f))


	September
	

	     15
	DUE TO OGE TODAY:  The Public Financial Disclosure reports of PAS, DAEO, and other persons whose Public Financial Disclosure reports are required to be forwarded to OGE for review and certification who were granted first 45-day extensions are due today.

	     15
	Reminder: The late filing fee now applies to annual Public Financial Disclosure filers who were granted second 45-day filing extensions but have not submitted their reports to agency ethics officials.  Remember, checks should be made payable to the U.S. Treasury. (5 CFR § 2634.704)

	     30
	The April 1 – September 30 period for reporting payments of travel accepted from non-federal sources ends today.  Agencies should begin to prepare their 1353 travel report.  (31 U.S.C. 1353)

	October
	

	     31
	DUE TO OGE TODAY:  The Public Financial Disclosure reports of PAS, DAEO, and other persons whose Public Financial Disclosure reports are required to be forwarded to OGE for review and certification who were granted second 45-day extensions are due today.

	November
	

	     1
	Reminder: Only 61 days remain in the Public Financial Disclosure calendar year.  Remember that employees need to serve in a position for 61 days or more to file.  (5 CFR § 2634.204)

	     1
	DUE TO DEO:  Bureau reports of the 1353 travel report for payments of travel accepted from non-federal sources is due today.  The 1353 travel report should cover the period of April 1, 2009 - September 30, 2009. 

(31 U.S.C. 1353)

	     30
	DUE TO OGE TODAY:  Agencies must submit an annual update of current agency separate component designations for 18 U.S.C. § 207(c). Agencies need not reply if their department or agency currently has no designated components and they do not wish to request the designation of any component.  (5 CFR § 2641.201(e)(3)(ii))

	     30
	DUE TO OGE TODAY:  The 1353 travel report for payments of travel accepted from non-federal sources is due today.  The 1353 travel report should cover the period of April 1, 2008 - September 30, 2008. 

(31 U.S.C. 1353)

	December 
	

	     1
	DUE TO AGENCY ETHICS OFFICE:  List of designated 450 filing positions.

	     31
	Reminder: Today marks the end of the Public and Confidential Financial Disclosure reporting period except for the reporting period of Part II of Schedule C and Part I of Schedule D, which continue up to the date of filing.  (5 CFR § 2634.308(a))

	     31
	Reminder: Today marks the end of the Confidential Financial Disclosure reporting period.  (5 CFR § 2634.308(a))


ALSO, PLEASE REMEMBER TO:

· Remind filers that deadlines are dates by which the forms must arrive in the agency ethics official’s office, not dates by which forms must be postmarked. 

· Collect new entrant and termination reports within 30 days. 

· Join the OGE ListServe if you are not already a member. Contact tlweakle@oge.gov for more information.
Note:  Anything due to OGE will be submitted by the Departmental Ethics Office.

ETHICS TRAINING REQUIREMENTS

5 C.F.R. part 2638, subpart G
Within 90 days from the time an employee begins work for DOI, the employee must receive an initial ethics orientation.  The required elements for this orientation are outlined in 5 C.F.R. § 2638.703.

All public and confidential financial disclosure report filers must also receive annual ethics training.  (See 5 C.F.R. §§ 2638.704 and 2638.705.)  The required elements for annual training are outlined in 5 C.F.R. §§ 2638.704.

Other employees may be required, based on the nature of their duties, to complete annual ethics training under 5 C.F.R. § 2638.705(a)(6). 

The Interagency Ethics Council has compiled a list of online ethics training resources.  Remember, however, that a given resource is unlikely to satisfy all the required orientation or training elements.  For example, they will probably not contain information about DOI’s supplemental standards contained in 5 C.F.R. part 3501 and 43 C.F.R. part 20.

 ANNUAL TRAINING PLAN

Section 301 of Executive Order 12674 (as amended); 5 C.F.R. § 2638.706
Bureau ethics counselors must forward their annual training plans for the subsequent calendar year to the Departmental Ethics Office no later than December 31st of each year.  Below is a sample training plan, created by the Departmental Ethics Office to meet the training requirements of its clients—the Office of the Secretary, the Office of the Solicitor, and the National Business Center—for 2008.

*************************

(Sample)

2008 DOI Departmental Ethics Office Training Plan

I.
Ethics Orientation for New Employees
All new employees receive a copy of the required ethics documents as defined at 5 CFR § 2638.703, as part of their entry on duty (EOD) package.  Employees receive one hour to review the material either at that time, if they so desire, or by their supervisor at a later time.  The Ethics Office will also institute one hour live training sessions to be held periodically.

II.
Identification of Covered Positions
Estimate of the total number of covered positions are identified as follows:


Office of the Secretary (OS): 515


Office of the Solicitor (SOL): 240


National Business Center (NBC): 417

The Ethics Office manages a database which tracks all DOI PAS filers, as well as OS, SOL, and NBC public and confidential filers.

III.
Annual Agency Ethics Training
Distance Learning

The Ethics Office schedules 2-3 satellite broadcasts per year on various ethics topics.  These broadcasts are available for employees to view at a later time via videotape, DVD, and webcast.

Computer Based Training (CBT) Modules

We are in the process of updating our interactive computer based training modules.  The current modules focus on statutory and regulatory prohibitions, outside work, travel, negotiating for non-Federal employment, political activity, acceptance of gifts from outside sources, gifts between employees, misuse of position and equipment, appearance of a conflict of interest, and post employment.  We hope to add modules on new entrant training, ethics concerns when partnering with outside organizations, and serving on boards and commissions of outside organizations.

Live Classroom Sessions

The Ethics Office will provide a number of live classroom sessions throughout the year.  A number of these will be as part of the professional development curriculum offered through the DOI University.  Other live sessions outside of Washington, DC, will be scheduled on an as-available basis.  In addition, we will continue to offer one-on-one sessions as requested.
The Ethics Office also provides regularly scheduled training for Assistant and Associate Ethics Counselors.
An online ethics course is being designed for DOI Learn.

IV.   
Tracking


Employees who receive training may self-certify that they have received training via sign-in sheets for live training or online registration for CBTs.

V.
Qualified Trainers
Melinda Loftin, Designated Agency Ethics Official, Director, Ethics Office
Kim Hintz, Alternate Agency Ethics Official, Deputy Director, Ethics Office
Ed McDonnell, Deputy Designated Agency Ethics Official, Ethics Office
Matt Parsons, Ethics Attorney
Scott Currie, Ethics Attorney
Pam Miller, Ethics Specialist

ETHICS PROGRAM REVIEWS
The purpose of an ethics program review is twofold.  First, a review measures agency compliance with the minimal ethics requirements found in the various statutes, regulations, and policies.  Second, a review also measures the effectiveness of the program in terms of the systems, processes, procedures, etc., that an agency has established, beyond the minimal requirements, to prevent ethics violations from occurring.  The Office of Government Ethics periodically performs program reviews of Executive Branch Agencies’ ethics programs, both at the departmental and bureau level.  Additionally, the Departmental Ethics Office is currently developing policies and procedures to conduct program reviews of bureau ethics programs.

OGE’s Tips on Preparing for an Ethics Program Review 

OGE’s Checklist of Ethics Materials 

OGE’s Guidelines for Conducting Reviews of Ethics Programs at Executive Branch Agencies
OGE Agency Program Review Evaluation (Informational Copy)  

ETHICS CONTACT INFORMATION
Department of the Interior Ethics Office
1849 C Street, NW, MS 4251
Washington, DC  20240

Tel.:  202-208-7960

Fax:  202-208-5515

http://www.doi.gov/ethics/
Bureau of Indian Affairs
316 North 26th Street
Billings, MT  59101
Tel.:  406-247-7956
Fax:  406-247-7902
Bureau of Land Management (BLM)
1849 C Street, NW, 

Room 5633, MS 5613

Washington, DC  20240-0001

Tel.:  202-208-4695

Fax:  202-208-6687

http://web.blm.gov/internal/wo-700/wo710/ethicsContacts.html
Bureau of Reclamation
P.O. Box 25007

Human Resources, Mail Code 84-25500

Denver Federal Center, Building 67

Denver, CO  80225-0007

Tel.:  303-445-2678

Fax:  303-445-6349

Minerals Management Service
381 Elden Street, MS 2400

Herndon, VA  20170-4817

Tel.:  703-787-1417

Fax:  703-787-1046

Intranet website: http://pipeline.mms.gov
National Park Service
1201 Eye Street, NW, 

Rm. 1245, MS 2653

Washington, DC  20240

Tel.:  202- 354-1981

Fax:  202-371-5659

http://www.inside.nps.gov/waso/custommenu.cfm?Iv=3&prg=37&id=5788
Office of Inspector General
12030 Sunrise Valley Drive
Suite 350
Reston, VA 20191
Tel.:  703-487-5437
Fax:  703-487-5406
http://www.doioig.gov/
Office of Surface Mining Reclamation and Enforcement
Chief, Employee Development

ATTN: OSM-HR, Rm. 340

1951 Constitution Ave., NW

Washington, DC  20240

Tel :  202-208-2762
Fax:  202-219-3283
http://www.osmre.gov/
U.S. Fish and Wildlife Service

4501 N. Fairfax Drive, MS 2000
Arlington, VA  22203

Tel.:  703-358-2587
Fax:  703-358-2525
U.S. Geological Survey
12201 Sunrise Valley Drive, MS 603

Reston, VA  20192

Tel.:  703-648-7474, 7422, and 7439
Fax:  703-648-4132

E-mail: EthicsOffice@usgs.gov
http://www.internal.usgs.gov/ops/hro/ethics/index.html
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