GENERAL INSTRUCTIONS FOR SF278 ANNUAL FILERS

General Comments

· Note that you must use the SF 278 (rev. 03/2000).  Prior editions are obsolete.

· Please type or print your responses.  By accessing the form through the SAF/GCA hot link to the Office of Government Ethics electronic SF 278, you may insert your responses by opening the form in Excel on your computer. Complete Schedules A, B, C, and Part I of D. Mark Part II of Schedule D “Not Applicable.”

· Please do not leave any section blank.  If you do not check the “None” box, or note “Not Applicable” where appropriate someone will have to contact you for clarification.

· Be sure to provide the required information for your spouse (S) and dependent child or children (DC).

· If you need additional space, you may photocopy any Schedule.

· The reporting period is the previous calendar year, just like your tax forms (i.e. the form you file in 2003 should cover financial information for 2002). The exceptions are Part II of Schedule C and Part I of Schedule D, which cover the previous calendar year and the current year up to the date you file your SF 278.

Cover Page

· Be sure to fill out the top section including your appointment date (date you were appointed to your current rank), your filing status (Incumbent), and the calendar year covered by the report. 

· You must sign and date page 1 and have your supervisor sign and date the “Signature of Other Reviewer” box. 

· Please provide a current business telephone number and address where we can contact you for additional or clarifying information, if necessary.

Schedule A - Assets and Income

a.  Assets and Income Sources

Report all assets that are owned by you, your spouse or dependent children for investment purposes that had a fair market value of more than $1,000 as of December 31.  Also report all sources of income that yielded more than $200 during the calendar year. Note that income received from the sale or transfer of assets should be listed on this schedule. Even if you no longer hold a particular asset, but received more than $200 from selling or transferring it during the calendar year, you will need to include those details on schedule A as well as schedule B. 

The reporting threshold for your spouse’s earned income is $1,000.  The name and address of your spouse’s employer and the type of work performed should be identified.  You need not report the exact amount of a spouse’s salary or any earned income of your children.

b.  Some Examples of Reportable Items

· Stocks

· Bonds

· Real property

· Art bought for investment purposes

· Debts owed to you except by relatives

· Annuities

· Futures contracts

· Farm income

· Mutual funds

· Individual assets in your IRA or brokerage accounts

· Income from a non-U.S. Government retirement system even though deferred for income tax purposes

· Trust assets

· Fees

· Salaries other than from the U.S. Government

· Commissions

· Honoraria

· Partnership income

· Checking and savings accounts

· Certificates of deposit

· Money market accounts

c.  What to Show on the Form

Describe the Asset or Source of Income in Block A

Check the value in Block B as of December 31 and check the type and amount of income in Block C. For financial institutions, real property, and partnerships, please include a full address. Where a partnership is reported, you should indicate if you are a limited or general partner and identify the nature of the business.

More Than One Type of Income
Some assets may generate more than one type of income (i.e., rent and capital gains for a rental property sold during the reporting period).  It is helpful if you report each type of income separately.  To do this, check the boxes for the types of income (i.e., rent and capital gains) and corresponding amounts for each type of income.  If capital gains are checked, you will also need to make an entry on Schedule B.

Complete Reporting and No Abbreviations
List the complete names of any stocks, bonds, or specific mutual funds. “USAA Mutual Funds” is not acceptable since USAA has nine mutual funds. Similarly, four different companies with the initials “AT&T” are defense contractors. So, please avoid abbreviations.

Rental Property

Report gross rental income before any deductions for depreciation/maintenance.  Mortgages over $10,000 on rental property must be reported on Schedule C, Liabilities.

“EIFs”
If you have a mutual fund, trust fund, limited partnership, pension, or deferred compensation plan, you must indicate whether it qualifies as an “Excepted 

Investment Fund” (EIF) between Blocks B and C.  See page 1 of the SF 278 instructions for further details on this issue. Basically, to qualify as an EIF the asset must be widely held, publicly traded or widely diversified, and be independently managed.  If you list a mutual fund and do not indicate it is an EIF, you must list separately each asset in the mutual fund.

“IRAs”

For an “Individual Retirement Account,” (IRA) indicate the value of each underlying asset, as well as the income derived even though deferred for tax purposes (“None or less than $201).  If the IRA is invested solely in a mutual fund such as the “Templeton World Fund, Inc.,” this would be sufficient Block A identification of the asset, since this fund is an EIF. If, however, the IRA has an individual or privately managed portfolio, detailed disclosure of each portfolio asset is required. 

Private Investment Pools and Accounts with Stockbrokers
Each individual asset in the pool or account must be reported as a full line entry on Schedule A.

Trusts
The individual holdings and incomes of any trust in which there is a vested beneficial interest must be reported, unless it is an “Excepted Trust” or “Qualified Trust.” See page 7 of the SF 278 instructions for further details. If you are trustee, you must list the individual assets of the trust.

Assets That Have Been Sold
If the asset accrued more than $200 during the reporting period, it must be listed on Schedule A as well as Schedule B if the sale exceeded $1,000. The asset value on Schedule A would be reported as “None” since this is the value at the end of the reporting period on December 31.

“Other” Income
If you are reporting income that is not from dividends, rent and royalties, interest, capital gains, EIF, Excepted/Qualified trusts, specify in the block marked “Other” the type of income received (i.e., “Partnership Income”) and report the “Actual Amount” of income in Block C of Schedule A.

Employee Benefits Plans
Each plan must be reported and, if it is not an EIF, each underlying asset must have a full line entry on Schedule A. The exception is with Thrift Savings Plans (TSPs), which do not have to be recorded on these forms. 

Schedule B - Transactions and Gifts, Reimbursements and Travel Expenses

a.  Part I - Transactions

If the value of the transaction exceeded $1,000, report any purchase, sale, or exchange by you, your spouse, or dependent children of any financial asset during the calendar year. (Be sure that assets accounted here are also accounted for on Schedule A, unless their value and the amount of income is less than the reporting threshold—$1,000 and $200, respectively). 

Please explain why any assets reported in your last annual report are not reported this year. For example, it is sufficient to say “ABC and XYZ stock are not reportable this year because income and value are below reporting limits.”

b.  Part II - Gifts, Reimbursements and Travel Expenses

The threshold for reporting gifts is $285 in the aggregate from any one source.  See page 8 of the SF 278 instructions for further details.

Schedule C - Liabilities and Agreements and Arrangements

a.  Part I - Liabilities Over $10,000 Owed at Any Time During the Calendar Year

You must include the name and address of the creditor, the type of liability, the date, term, interest rate, and the highest value of the liability during the calendar year. See page 9 of the SF 278 instructions for details and exceptions.

b.  Part II - Agreements or Arrangements

Describe all agreements or arrangements concerning future employment, leaves of absence, severance payments, continuing payments from a former employer, or continuing participation in employee pension, welfare, or benefit plans except those with the U.S. Government. Such assets must also be reported on Schedule A.

Schedule D - Positions Held Outside U.S. Government and Compensation in Excess of $5,000 Paid by One Source

a.  Part I - Positions Held Outside U.S. Government

Report positions held in any for-profit or non-profit organization at any time during the calendar year up to the date of filing. Be sure to include any partnership or trustee position. Include both paid and unpaid positions. If you receive more than $200 in compensation, you must report this income on Schedule A.

Positions with a religious, social, fraternal, or political entity and positions of a solely honorary nature do not have to be reported.

b.  Part II - Compensation in Excess of $5,000 Paid by One Source


Insert “Not Applicable” in line 1.
