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IN REPLY REFER TO: March 10,2009

MEMORANDUM

To:

From:

Filers of the Public Fina~cial Dis::losure Re~
port

MelindaJ.Loftin !l;f~/ ~
Director, DepartmentVEfhics OffiV j

Subject: Annual Request for the Public Financial Disclosure Report and
Related Interior Supplement

PLEASE READ THIS ENTIRE MEMORANDUM. IMPORTANT INFORMATION IS
INCLUDED ABOUT MEETING YOUR ANNUAL FINANCIAL DISCLOSURE
REQUIREMENTS.

The Ethics Reform Act of 1989 (Act) and regulations in 5 C.F.R. section 2634 require
certain employees to file an "Executive Branch Personnel Public Financial Disclosure
Report (SF-278)." Based upon your position, you are required to file the SF-278. Below,
we describe the due dates, frequent mistakes and highlight information that may facilitate
your filing. Also, a helpful hints sheet is attached to assist you in completing your form.

Filing Date: April 24, 2009. You may request an extension, but you must do
so before the filing date. Requests for extensions must be submitted in writing either by
e-mail or by submitting a memorandum. Please contact the Departmental Ethics Office
at (202) 208-7960. If you do not submit your form in a timely manner, you may be
subject to the $200 late filing fee in accordance with the Act.

Reporting Period: Please report all financial transactions that occurred during
calendar year 2008. Please do not report transactions that occurred after
December 31, 2008.

IfYou Are Leaving: If you plan to leave your current position before
May 15, 2009, and not transfer into another Federal position that requires financial
disclosure, you are required to submit a termination report. Your termination report is
due to this office not more than 30 days after you terminate your position and covers
calendar year 2008 through your last day of Federal service.

If you plan to terminate your current position on or within 90 days of May 15, 2009, you
may submit a combined annual/termination report. Your combined annual/termination
report should cover calendar year 2008 through your last day of Federal service.
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