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Via Email 

UNITED STAT ES OFFICE OF 

GOVER NM ENT ET HI CS 

* 
October 7, 2015 

Tracking No: FY 16/001 

The U.S. Office of Government Ethics (OGE) is granting your Freedom of Information 
Act (FOIA) request, which was received by the OGE FOIA Office on October 1, 20 I 5. In your 
request, you asked for "a copy of the listing of OGE agency policies. Example of an OGE 
agency policy: telework policy." We are enclosing five pages responsive to your request, the 
table of contents for both the Human Resources and the Administrative manuals. These records 
are being provided to you without charge. 

The OGE official responsible for this FOIA determination is the undersigned. If you 
consider this response to be a denial of your request, you may administratively appeal this 
determination in accordance with the FOIA, as codified at 5 U.S.C. § 552(a)(6)(A), and OGE's 
FOIA regulations, at 5 C.F.R. § 2604.304, to the General Counsel, U.S. Office of Government 
Ethics, 1201 New York Avenue, N.W., Suite 500, Washington, DC 20005-3917. Any such 
appeal must be in writing and must be sent within 30 days of the date you receive this response 
letter. If you do appeal, you should include copies of your request and this response, together 
with a statement of why you believe this initial determination is in error. Also, if you appeal, 
you should clearly indicate on the envelope and in the letter that it is a "Freedom oflnformation 
Act Appeal." 
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OGE IA Officer 

1201 New York Avenu e, NW, Sui te 500 I Was hin g t o n, DC 2000 5 
www.oge.g ov 
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Human Resources Manual 
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Human Resources Manual 

• General Information 
o Chapter 250 - Human Capital Management in the U.S. Office of 

Government Ethics 
• Employment 

o Chapter 330 - Recrnitment. Selection and Placement 
o Chapter 335 - Promotion and Internal Placement (Subchapter 1) 
o Chapter 335 - Upward Mobility (Subchapter 2) 
o Chapter 335 - Rotational Assignment Program (Subchapter 3) 
o Chapter 340 - Other Than Full-Time Career Employment (Part-Time 

& Intermittent) 
o Chapter 35 1 - Reduction In Force (RIF) 

• Employee Performance and Utilization 
o Chapter 410 - Training 
o Chapter 430 - Performance Appraisal System for General Schedule 

Employees 
o Chapter 451 - r ncentiye Awards 

• Position, Classification, Pay, and Allowances 
o Chapter 531 - Pay Under General Schedule 
o Chapter 537 - Repayment of Student Loans 

• Attendance and Leave 
o Chapter 610 - Hours of Duty 
o Chapter 630 - Absence and Leave 
o Chapter 650 - Time & Attendance 

• Personnel Relations and Services (General) 
o Chapter 75 1/752 - Disciplinary and Adverse Actions 
o Chapter 771 - Administrative Grievance System 
o Chapter 792 - Health and Counseling Programs 
o Chapter 810 - Workers' Compensation Program 

• General and Miscellaneous 
o Chapter 920 - Senior Executive Service 

• Subchapter I. SES Performance Appraisal System 
• Subchapter 2. SES Recruitment Program 

o Chapter I 020 - Telecommuting 
• Telework: A Management Priority 

A Guide for Managers. Supervisors. and Telework Coordinators 
(Taken from www.telework.gov) 

• Equal Employment Opportunity 
o EEO Complaint Procedures 

I Jome - OGE Divisions - OGE Mission - List ofDAEOs - Staff Dirceto1y - fo1ms 
1 luman Resources - EEO-Administratio n - Infonnat ion Tcchno logv - IT Security 

Useful Li nks - OGE Web Site 
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ADMINISTRATIVE MANUAL 

CHAPTER I. EMERGENCY PLANNING - Table of Contents 

SUBCHAPTER I. 
APPENDIX A. 

SUBCHAPTER 2. 
APPENDIX B. 

SUBCHAPTER 3. 
SUBCHAPTER 4. 

APPENDIX A. 
APPENDIX B. 

Continuity of Operations Plan (COOP) 
Continuity of Operations Plan (COO Pl for a Pandemic 
Occupant Emergency Plan (OEP) 
Designated Coordinators OGE 
Shelter-in-Place Plan (SIP) 
Power Outages 
OGE Checklist for Planned Power Outages 
OGE Checklist for Unplanned Power Outages 

• D.C. Emergency Evacuation/Event Routes and Important Telephone Numbers 
• Emergency Dismissal/Closing Policy 
• Emergency Notification System 

CHAPTER 2. FINANCIAL MANAGEMENT 
SUBCHAPTER I. Budget 
SUBCHAPTER 2. Administrative Control of Funds 
SUBCHAPTER 3. Guidelines for Using the Reception and Representation Fund 

APPENDIX A 
Authority to Use OGE's Reception and Representation CR&R) 
Fund - Sample Letter 

CHAPTER 3. GENERAL ADMINISTRATION MANAGEMENT 
SUBCHAPTER I. 

APPENDIX A 
SUBCHAPTER 2. 

SUBCHAPTER 3. 
APPENDIX A 

SUBCHAPTER 4. 
APPENDIX A 

SUBCHAPTER 5. 

SUBCHAPTER 6. 
SUBCHAPTER 7. 

Building Management 
120 1/ 1225 New York Avenue 
http:// 120 l newyorkave.info 
Lincoln Property Company 
Tenant Emergency Response Manual 
Smoking Policy 
Conference Rooms 

• Main Conference Room 
• Executive Conference Room 

Mai l Management 
Federal Express Mail Procedures 
Business Card Policy 
Ol'licial Business Cards 
Policy and Procedures on Payment of Expenses to Obtain 
Professional Credentials 
Gift Acceptance 
HSPD-12 Policy and Procedures 

C HAPTER 4. INTERNAL MANAG EMENT CONTROLS 
SUBCHAPTER I. Policy 
SUBCHAPTER 2. Requirements 
SUBCHAPTER 3. Definitions 
SUBCHAPTER 4. Authorities 
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SUBCHAPTER 5. 
APPENDIX A 
APPENDIX B 
APPENDIXC 

Welcome to Adobe GoUve 6 

Responsibilities 
Assessment Form 
Example of Annual Report 
Example of Director's Annual Assurance Statements 

CHAPTER 5. PRINTING 
SUBCHAPTER I. Purpose 

Policy 
Responsibility 
Authority 

SUBCHAPTER 2. 
SUBCHAPTER 3. 
SUBCHAPTER 4. 
SUBCHAPTER 5. 
SUBCHAPTER 6. 
SUBCHAPTER 7. 
SUBCHAPTER 8. 
SUBCHAPTER 9. 
SUBCHAPTER 10. 
SUBCHAPTER 11. 
SUBCHAPTER 12. 

APPENDIX A 
APPENDIX B 
APPENDIXC 

GPO Print Requests 
Quality Assurance 
Riders 
Sale of Documents 
Mailing of Print Jobs 
GPO Waivers 
In-House Reproductions 
Record Keeping 
Printing and Binding Requisition, SF I 
Notification of Intent to Publish, GPO Form 3868 
Notice of Quality Defects, GPO Form 1815 

CHAPTER 6. PROCUREMENT MANAGEMENT 
SUBCHAPTER I. OGE Acquisition Management Program 
SUBCHAPTER 2. Acquisition Planning 
SUBCHAPTER 3. Standards of Conduct 
SUBCHAPTER 4. 

SUBCHAPTER 5. 

SUBCHAPTER 6. 
SUBCHAPTER 7. 
SUBCHAPTER 8. 
SUBCHAPTER 9. 

SUBCHAPTER 10. 

Requests for Supplies, Services, and Equipment 
Acquisition of Commercial Products and Simplified 
Acquisition Procedures 
Sole-Source Justifications 
Multi-Year Contracting 
Formal Solicitation 
Procedures for Resolving Contract Disputes 
Government Purchase Card Program 

CHAPTER 7. PROPERTY MANAGEMENT 
SUBCHAPTER I. Purpose 
SUBCHAPTER 2. Authorities and References 
SUBCHAPTER 3. Policy 
SUBCHAPTER 4. Definitions 
SUBCHAPTER 5. Delegated Authority 
SUBCHAPTER 6. Record Keeping 
SUBCHAPTER 7. Physical Inventories 
SUBCHAPTER 8. Property Not Needed 
SUBCHAPTER 9. Equipment Maintenance and Repair 
SUBCHAPTER 10. Property Control 
SUBCHAPTER 1 I. Missing or Damaged Property 
SUBCHAPTER 12. Description of Property Management System 
SUBCHAPTER 13. Reporting Requirements 

APPENDIX A Equipment Loan Form - OGE Form 114 
APPENDIX B Property Pass - OGE Form I 14-A 
APPENDIX C Policy on Limited Personal Use of OGE Office Equipment 
APPENDIX D Damaced or Stolen Personal Property 
APPENDIX E Office Move Form - OGE Form 123 

214 
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CHAPTER 8. RECORDS MANAGEMENT 
SUBCHAPTER I. Internal Directives Management 
SUBCHAPTER 2. Records Disposition Authorities 
SUBCHAPTER 3. Copyright Policy 
SUBCHAPTER 4. 

APPENDIX A 
SUBCHAPTER 5. 

APPENDIX A 
SUBCHAPTER 6. 
SUBCHAPTER 7. 

APPENDIX A 

APPENDIXB 

APPENDIX C 
APPENDIX D 
APPENDIX E 

SUBCHAPTER 8. 

SUBCHAPTER 9. 

Forms Management 
List of OGE Forms 
Records Management Policy 
OGE Federal Records Briefing 
Reserved 
Privacy of Information 
Protection of Documents Containing Personal Information 
Related to Financial Disclosure 
Non-Disclosure of Non Public Information Agreement 
(Contractor Employee) 
Privacy Impact Accessment Guide and Template 
Breach of Personally Identifiable Information 
OGE Privacy Act Guide 
Electronic Communications Policy and Procedures 
OGE Directive 2014.2 
OGE FOIA Guide 

CHAPTER 9. TELECOMMUNICATIONS 
SUBCHAPTER I. 
SUBCHAPTER 2. 
SUBCHAPTER 3. 
SUBCHAPTER 4. 
SUBCHAPTER 5. 
SUBCHAPTER 6. 
SUBCHAPTER 7. 
SUBCHAPTER 8. 
SUBCHAPTER 9. 
SUBCHAPTER I 0. 
SUBCHAPTER 11. 
SUBCHAPTER 12 

APPENDIX A 
APPENDIX B 

CHAPTER 10. TRAVEL 
SUBCHAPTER I. 
SUBCHAPTER 2. 
SUBCHAPTER 3. 
SUBCHAPTER 4. 
SUBCHAPTER 5. 
SUBCHAPTER 6. 
SUBCHAPTER 7. 
SUBCHAPTER 8. 
SUBCHAPTER 9. 
SUBCHAPTER 10. 
SUBCHAPTER 11. 
SUBCHAPTER 12. 
SUBCHAPTER 13. 
SUBCHAPTER 14. 
SUBCHAPTER 15. 

Purpose 
Policy 
Responsibility 
Authority 
Definitions 
General Instructions for Telephone Use 
General Instructions for FTS Use 
Sprint FONCARDS 
Placing Personal Calls 
Calls Made While on Travel Status 
Call Detail Reports 
Collections 
Requests for Sprint FONCARD 
Employee Acknowledgement 

Purpose 
Policy 
Approving/Authorizing and Reviewing Officials 
Travel Authorizations and Vouchers 
Government Contractor-Issued Card Program 
Per Diem 
Authorization and Payment of Actual Expenses 
Travel Advances 
Personal Telephone Calls 
Use of Non-Contract Carrier 
In-Kind/Reimbursable Travel 
Local Travel 
Interviewee Travel 
Invitational Travel 
Metro Subsidy Program 

314 
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SUBCHAPTER 16. 
SUBCHAPTER 17. 
SUBCHAPTER 18. 

APPENDIX A 
APPENDIX B 
APPENDIX C 

APPENDIX D 

APPENDIX E 
APPENDIX F 

APPENDIX G 

APPENDIXH 
APPENDIX I 
APPENDIX J 
APPENDIX K 

Welcome to Adobe GoLive 6 

Official Passports 
Official Visas 
Relocation Expenses 
Travel Worksheet. OGE Form I 05 
Justification for Use ofNon-Contract Carrier, OGE Form 106 
Request for Actual Expenses for Lodging, OGE Form I 07 
Authorization to Accept In-Kind/Reimbursable Travel 
Expenses. OGE Form I 09 
Checklist for Foreign Travel 
f-'ederal Commuting Subsidy rorm. OGE rorm 111 
Table of Offenses and Disciplinary Actions for Delinquent and 
Unauthorized Use of the Government Travel Card 
GovTrip Guide to Preparing and Approving Travel Documents 
Summary of Automatic Travel Accident Insurance 
Summary of Common Carrier Baggage Insurance Coverage 
Metro Local Travel Logs 

CHAPTER 11. DESIGN SERVICES 

CHAPTER 12. VOLUNTEER and PRO BONO ACTIVITIES 

CHAPTER 13. SECTION 508 ACCESSIBILITY PROGRAM 

APPENDIX A 

APPENDIX B 

APPENDIX C 

ARC Travel Services 

American Express 

ARC Customer URL 

GovTrip 

Technical Standards Functional Performance Criteria 
Information. Documentation and Support 
Electronic and Information Technology CEIT) Procurement 
Checklist 
Instructions for Completing the OGE Form I 01-EIT and EIT 
Procurement Checklist 
Automated Information System (AIS) Development Checklist 
(OGE Form 128) 

TRAVEL CONT ACTS 

Helpdesk 304-480-8000 

Email 

8:30 - 6:30 EST 

After Hours 

Intl. Collect 

travel@bpd.treas.gov 

800-423-7458 

800-477-5727 

701-227-6800 

arc.publicdebt.treas.gov 

eTravel Loi::in 

llome - OGE Divisions - OGE Mission - List ofDt\EOs - Sta ff Directory - Fonns 
Humm1 Resources - EEO -Administration - lnfonnation Technology - IT Security 

Uscthl Links - OGE \Vch Site 
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