
Electronically Filing Your Public Financial Disclosure Report 

OGE Form 278 (formerly called SF 278) 
Introduction: Our agency is now using FDM, https://www.fdm.army.mil, to securely electronically file the OGE 278, Public Financial Disclosure Report.  The Office of Government Ethics (OGE) recognized FDM as an agency model practice in 2009.  FDM is similar to TurboTax and has on screen questions (a report wizard) to guide you.
Login: click this link, https://www.fdm.army.mil, then click on “Login to FDM” on the FDM home page.  Click Ok on the use notice popup.  On the next screen (on the right side) choose to login with your CAC/PIN (DoD users) or User Name/Password.  Login assistance: https://www.fdm.army.mil/documents/QRC_Logging_In_to_FDM.pdf. 

Contact Info:  The first time you login FDM lands you on a partially completed “Contact Info” screen.  Review and update the information, then click Save.  Update this information whenever you need to record a change, e.g., you have a different email address that you want FDM to use to notify you.  FDM will show you this screen the first time you login annually.
Start your 278: FDM may automatically move you to the My Reports tab after login.  If not, click on the My Reports tab.  If you have an Assigned, not started report you will see a screen like this showing the report to start on the My Reports | Reports Not Started tab:
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Click “Start this Report” to open the assigned report.  If you don’t need to file the assigned report or you do not see any assigned report click on the Reports List tab to move to a listing of prior reports and click: “Add New Report” to start a report.  Consult your Ethics Counselor if you are unsure which type report to file. The My Reports | Reports List tab displays any/all reports you have started or filed in FDM and their status (e.g., Draft, Under Review, Complete).

The Incumbent (annual) report covers the previous calendar year.  For example, the 2011 Incumbent covers calendar year 2010, 1 January 2010 – 31 December 2010.  It is due in mid-May (unless you have an extension or are in a Combat Zone on the due date).
DoD Filers: FDM will show your current supervisor in the Getting Started portion of your report.  Please ensure the listed supervisor is correct. If not, follow the onscreen instructions.  If you changed organizations or a new Supervisor arrived use the email to request a change before you eSign your report. (Non-DoD Filers: your agency may have an Ethics Official in the Supervisor role.  Contact your Ethics Counselor for more information or assistance.)

Note: if you have other FDM roles (e.g., Supervisor) you may land on the My Reviews tab instead of the My Reports tab.  Click the My Reports tab to move there and start your report.

Preview/View/Print your report: inside your report, click the View/Print tab, click View/Print to see your report.  You may print a copy at any time on the View/Print tab.

Resources:

· Watch a short narrated demonstration on filing an OGE 278 in FDM: https://www.fdm.army.mil/documents/FDM_278_Filing_for_Website/Filing_a_SF_278_Main_Menu.html
· Start an OGE 278: https://www.fdm.army.mil/documents/QRC_Filing_A_SF278.pdf 
· See "how to report" examples – OGE 278: https://www.fdm.army.mil/PM_Reference_Docs/FDM278Examples.doc
· eSign OGE 278 – middle of page 3, https://www.fdm.army.mil/documents/QRC_Filing_A_SF278.pdf
· Amend OGE 278 – bottom of page 4, https://www.fdm.army.mil/documents/QRC_Filing_A_SF278.pdf
· FDM Security & Privacy information: https://www.fdm.army.mil/documents/privacy.htm. 

Common Errors to Avoid (from the Office of Government Ethics) (see the "how to report" examples link above):

· Incorrect reporting of Individual Retirement Accounts (IRAs).  Report the underlying assets held within the IRA (in FDM use the underlying assets feature).
· Incomplete reporting of college prepaid tuition and savings plans (529 plans). For prepaid tuition plans report the plan name and sponsor, the value, and income value. For prepaid savings plans, report the underlying investment choices as separate items (in FDM use the underlying assets feature).
· Inadequate annuities reporting.  Report the name of the insurance company issuing the annuity, the type (e.g., fixed or variable) and any investment choices if in a variably account.
· Incorrect reporting of outside positions.  
Get Help

· FDM access or assistance: FDM Help Desk (732) 532-5566, DSN 992-5566; available 8:00 AM to 5:00 PM Eastern Time, Monday – Friday. Email: MONM-SECFDMSpt@conus.army.mil. 
· Find my Ethics Counselor – login to FDM, https://www.fdm.army.mil, and click on the My Reports tab.  Click View for your most recent report.  Click on the Review Status tab to see the assigned “SLC” for that report.  Click the name shown to open a popup window with that Ethics Counselor’s email address.
Report Suggestions/Cautions
Consult your Ethics Official, if you have questions, need assistance, or an extension.  
Timely filing by the due date (or extended due date if you obtain an extension) avoids a $200 late filing fee.  

Contact your Ethics Official for an extension if you cannot file by the due date (Incumbent reports: 15 May unless it is a Saturday, Sunday or holiday; New Entrant report: 30 days after starting the position, your appointment date).

· Do not list account, personal address, or social security numbers since your OGE 278 is available for public inspection (5 C.F.R. § 2634.603).

· Name assets and income sources completely (i.e., with enough detail for us to properly review your report for potential conflicts of interest).  The name should specifically identify the reported item.  Examples-Complete Entries:

Crestar Bank, Arlington, VA (checking/savings)

Georgetown U. School of Medicine (salary)
Verizon Stock

Mississippi State Municipal Bond

Condo, Roanoke, VA (Rental property)

Vanguard High-Yield Fund (held in an IRA)

Fidelity Index 500 Fund

· Report the underlying assets in IRAs, 401(k), and similar accounts.  For example, “Prudential IRA” is insufficient; the individual reportable mutual fund, stocks, and/or bonds, etc., in these accounts must be reported separately.  Do not list just the name of a brokerage account, cash management account, IRA, 401(k), or similar accounts.  

· Report the assets contained in variable annuities.

· Remember to list all positions that you hold or held within the last year. If you list an outside paid position as a source of income you must generally also report it as a Position.  

· Income Type.  Check Excepted Investment Fund (EIF) for widely held investment funds (e.g., mutual funds) over which you have no actual or potential control over the financial interests held by the fund and the funds are either (1) widely diversified; or (2) publicly traded.  If an asset qualifies as an EIF you do not report the underlying assets or category of income (i.e., dividend, interest, capital gain), but do report income amounts.  

· Income Amount.  You must report an income amount for any holding that you report.  You must report income accrued during the reporting period, even if it was reinvested.  If you accrued no income, check the “None (less than $201)” radio button.

Reportable assets include:
	· Stocks/futures/options
	· Investment life insurance

	· Bonds
	· Investment real estate

	· Mutual funds
	· Trades or businesses

	· Tax shelters
	· Partnership interests

	· Pensions/annuities
	· Collectibles held for investment

	· Trust holdings
	


Reportable income includes:
	· Spouse’s earned income if over $1000
	· Rents Royalties

	· Dividends
	· Commissions

	· Interest
	· Fees 

	· Capital gains
	· Retirement benefits

	· Distributions from partnerships
	· Honorarium (over $200)


Previous FDM users with reports in FDM may “prepopulate” the next report (e.g., an Incumbent (covering the prior calendar year)).  FDM’s report wizard will present that option after you start your report on the My Reports tab.  The report wizard guides you through the report section by section.  The report wizard navigation bar has these section headings for an Incumbent 278:
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Wrap Up

This is where you eSign your 278.  Before doing so FDM will show you any flags.  Thereafter, review the annual post government employment notification and certification and select who (i.e., your Supervisor/rater and/or legal advisor) FDM should notify when you eSign your 278.
What &What Not to Report – OGE 278
This chart describes what to report and items not to report in an OGE 278, Public Financial Disclosure Report.  Contact your Ethics Official if you have questions about what to report.

See the FDM 278 Examples, https://www.fdm.army.mil/documents/FDM278Examples.doc, for examples of how to report items in FDM.

Note:  The OGE 278 is a publicly releasable document.  Do not include account numbers, names of spouse, children, relatives, street addresses, or home/cell telephone numbers.
Assets

	Report for Yourself, Spouse, and Dependent Child:
	Do Not Report: 

	 Assets held for investment with a value greater than $1,000 at the end of the reporting period OR assets held for investment which produced more than $200 in income during the reporting period, including but not limited to: 

· Stocks, bonds, trust holdings, partnership interests, life insurance (other than term), investment real estate, or a privately-held trade or business 
· Mutual funds  (report the full name of the fund, not just the general family fund name) 
· Holdings in retirement plans, such as 401(k)s or IRAs (list each holding) 
· Holdings of investment life insurance 
· Holdings of variable annuities
· Defined benefit pension plans provided by a former employer (include the name of the employer) 

· Commercial crops, livestock

· Accounts or other funds receivable 

· Collectible items held for resale or investment
	· Federal Government retirement benefits 

· Thrift Savings Plan 

· Term life insurance 

· Your personal residence unless you rent it out 

· Money owed to you, your spouse, or dependent child by a spouse, parent, sibling, or child 
· Deposits aggregating $5,000 or less in a single financial institution in money market accounts, certificates of deposit, savings accounts, checking accounts or other deposits 
· Income arising from the dissolution of the filer’s marriage or permanent separation such as alimony or child support


	Also Report: 

• For yourself report the actual amount of: 

(1) all sources of salary, fees, commissions, and other earned income greater than $200, 

(2) honoraria greater than $200, and 

(3) other non-investment income such as scholarships, prizes, and gambling income greater than $200 

• For your spouse: 

(1) all sources of salary, fees, commissions, and other earned income greater than $1,000, and 

(2) honoraria greater than $200 
	Do Not Report:
· Dependent child’s earned income or other non-investment income
· Veterans’ benefits
· Federal Government salary or you or your spouse

· Spouse’s Federal Government retirement benfits

· Social Security benefits 


Transactions (Incumbent & Termination Filers only)

	Report for Yourself, Spouse, and Dependent Child:
	Do Not Report a transaction involving: 

	Any purchase, sale, or exchange of any real property, stocks, bonds, commodity futures, mutual funds, and other securities when the amount involved in the transaction exceeded $1,000. (Combine automatic, recurring (re)investments in a single reported transaction.  Only those transactions that individually exceed $1,000 need to be included.) 
	· your personal residence (unless rented out)
· a money market or personal savings account 
· a holding of a Qualified blind, diversified, or excepted trust 

· US Treasury bills, notes, and bonds
· before your Federal Government employment

· solely by and between you, your spouse, and/or dependent child(ren) 


Gifts, Reimbursements, and Travel Expenses (Incumbent & Termination Filers only)
	Report for Yourself, Spouse, and Dependent Child: 
	Do Not Report: 

	• Travel-related reimbursements (items such as lodging, transportation, and food) totaling more than $335* from any one source during the reporting period; include where you traveled, the purpose, and date(s) of the trip 

• Any other gifts totaling more than $335* from any one source during the reporting period 
*If you received more than one gift from one source: 

1. Determine the value of each item you received from that source 

2. Ignore each item valued at $134 or less 

3. Add the value of those items valued at more than $134; if the total is more than $335, then you must list those items on this form 
	· Anything for which you paid fair market value

· Anything received from relatives (i.e., your father, mother, son, daughter, brother, sister, uncle, aunt, great uncle, great aunt, first cousin, nephew, niece, husband, wife, grandfather, grandmother, grandson, granddaughter, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half brother, half sister, your spouse's grandfather or grandmother, or your fiance or fiancée); 
· Anything received from the U.S. Government, D.C., state, or local governments
· Bequests and other forms of inheritance 
· Gifts and travel reimbursements given to your agency in connection with your official travel 
· Gift items in the nature of communications to your office, such as subscriptions to newspapers and periodicals 

· Suitable mementos of a function honoring you

· Gifts of hospitality (food, lodging, entertainment) at the donor’s residence or personal premises 
· Anything received by your spouse or dependent child totally independent of their relationship to you 


Liabilities

	Report for Yourself, Spouse, and Dependent Child: 
	Do Not Report: 

	A liability over $10,000 owed at any time during the reporting period. Report the highest amount owed on any liability held during the reporting period, not just at the end of the period.
Examples: rental property mortgage, student loans, investment loans, and lines of credit

	· a personal liability owed to a spouse or dependent child, or to a parent, brother, sister, or child of you, your spouse or dependent child 

· a mortgage or home equity loan secured by real property which is the personal residence (or a second residence not used for producing income) of you or your spouse 

· a loan secured by a personal motor vehicle, household furniture, or appliances, where the loan does not exceed the purchase price of the item 

· a revolving charge account where the outstanding liability did not exceed $10,000 as of the close of the reporting period 

· any liability of your spouse or dependent child which represents the sole financial interest or responsibility of the spouse or child, and about which you have no knowledge, and which is not derived from your income, assets, or activities, and concerning which you neither derive nor expect to derive any financial or economic benefit.


Agreements or Arrangements
	Report Your Agreements or Arrangements for: 
	Do Not Report: 

	· Continuing participation in an employee pension or benefit plan (e.g., pension, 401(k), deferred compensation) maintained by a former employer

· A leave of absence 

· Future employment, including date you accepted employment offer 

· Continuation of payment by a former employer (including severance payments) 

Note: Report any negotiations for future employment from the point you and a potential non-Federal employer have agreed to your future employment by that employer whether or not you have settled all of the terms, such as salary, title, benefits, and date employment is to begin.
	· Any agreement or arrangement related to your employment by the Federal Government 
· Spouse’s and dependent child’s agreements or arrangements 


Positions Held Outside U.S. Government

	Report for Yourself: 
	Do Not Report: 

	All positions outside the U.S. Government held at any time during the reporting period, whether or not you were compensated and whether or not you currently hold that position. Positions include an officer, director, employee, trustee, general partner, proprietor, representative, executor, or consultant of any of the following: 

-Corporation, company, firm, partnership, trust, or other business enterprise 

-Non-profit or volunteer organization 

-Educational institution 
--Labor organization

--Any organization other than the US Government
	• Any position with a 

- Religious entity 

- Social entity 

- Fraternal entity

- Political entity 

• Any position that you hold as part of your official duties 
• Any position solely of an honorary nature

• Any position held by your spouse or dependent child 


Compensation in Excess of $5,000 Paid by One Source (New Entrant Filers only)

	Report for Yourself: 
	Do Not Report: 

	Sources of compensation in excess of $5,000 and the nature of the duties you provided. This includes not only the source of your salary or other fees, but the disclosure of clients for whom you personally provided more than $5,000 in services even though the clients' payments were made to your employer, firm or other business affiliation. 

Note: When a source paid you directly, you should have a corresponding entry on non-Investment Income if the payment was within the reporting period. Report in this part only when a client paid your business affiliation more than $5,000 for your services.


	· information to the extent that it is considered confidential as a result of a privileged relationship established by law, or 
·  information about persons for whom services were provided by a business affiliation of which you were a member, partner or employee unless you were directly involved in the provision of the services. The name of a client of a law firm is not generally considered confidential. 
· No report is required regarding compensation paid to your spouse or a dependent child.


Contact your Ethics Official if you have questions about what to report.
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