Welcome to Part 2: The Review process.  This is the second video in a series for supervisors who have been assigned the intermediate review of confidential financial disclosure reports.
In this video, we will look at the review process and discuss ways that you can help your agency’s ethics office identify and prevent potential conflicts of interest. 
So what is the review process?
Generally, it is a simple two-step process for identifying potential conflicts of interest.  We start with your knowledge of the employees you supervise.   You need to ask yourself, what kind of government matters might the employee filing this report be assigned?  Next, will this employees work overlap with the interests disclosed on the financial disclosure report?  For each entry on the form, the process is the same, what is the likely work?  Is there an overlap with the entry reported on the form?
So, what might we see on the confidential financial disclosure report?  We’re likely to see an employee’s investments, particularly in stocks or sector mutual funds.  We may see non-federal employment, either a previous employer for new employees, or concurrent employment for any filer, if the employee has a spouse, we’re likely to see a spouse’s employer, and the spouse’s assets and income.  We’ll also see any outside sources of business or earned income.  But, no matter what you see reported, your job remains essentially the same, is there an overlap between this entry and the employee’s likely duties as a government employee.    
An important note: if for some reason you can’t tell if something on the form might conflict with the duties of an employee, it is important to let the ethics office know.  They can help to research the reported entry and then work with you to decide if action is needed to prevent a potential conflict.  If you are ever in doubt, let the ethics office know.  
So now we have the basic idea, let’s look at a simple example.
We can start with the cover page.
If you are the first person to look at this report since it has been filed, you can help by taking a quick look at the cover page.  Make sure there is a name and email address, and that your agency has recorded the date it was filed.  You can also get a sense of what to expect on the report by reviewing the Yes/No blocks for each of the five parts on the form.  
In our case, we can also get a sense of the duties of our filer from the Cover Page.  We see that Ivy is the Deputy Information Security Officer at our agency.  Once we see the cover page is in good shape, we can move on to Part 1. Part 1 is where we will likely see the most entries, it is where filers report assets and income.
As a reminder, the animating question of our review is, “Is there a nexus between the duties of the filer and the holding on the report?” So, in the case of this filer, we will be looking for a nexus between IT security and the holdings disclosed on the report.  In the case of your own employees, you should use your knowledge of their duties when reviewing.  
Let’s take a look. Our first entry is the First Trust NASDAQ Cybersecurity ETF.  Straight out of the gate, it looks like we might have a nexus!  Our filer works in IT security and this fund appears to be focused on cyber security.     We would want to contact the ethics office immediately, to let them know of this potential conflict.  We may also ask Ivy to desist from duties that might affect this fund while the ethics office completes its analysis and identifies next steps.  
How about the next entry: Crowdstrike.  This appears to be a stock as our filer has included the ticker symbol.  We may know from our own experience that Crowdstrike is a large IT security company.  So, is there a nexus? It seems so!  The process is the same, tell the ethics office, ask Ivy to stop work on anything to do with Crowdstrike, while the ethics office determines next steps.  
Okay, last two entries on this Part.  
It looks like our filer has a spouse who works for Amazon and has some stock in Amazon.
What do we think, is there a potential nexus?  Well, we might think of the Amazon as a company that overnights household goods to your door, they are also a very large technology company providing cloud services to many companies and governments.  So, we have might have a potential nexus.  As this filer’s supervisor, you may know if Amazon is a bidder or contractor of our agency.  In any case, if there is any possibility of a nexus, let the ethics office know, ask Ivy to stop working on matters affecting Amazon, and allow the ethics office to figure out next steps.  
Well, Part 1 was exciting, lets take a look at Part 2: liabilities.  Part 2 is generally less exciting.  Our filer has nothing to report.  You will likely find this to be the case with the majority of filers.  Many common consumer loans are excluded from reporting requirements.  If you do see entries reported here, or anywhere else on the form, the process is the same, if there is a nexus, let the ethics office know, if you can’t tell, let them know that as well.  
Onward to Part 3.  Here we are still looking for overlap between duties and reported entries, though with a small variance.  On this form, it looks like Ivy is on the board of directors of a stage theater company.  
We have two questions here: first, if our agency has a prior approval requirement, did the employee receive and then second, is there an overlap between the employee’s duties and the outside activity?
Here, the answer to question 2 seems to be “no.” We may know that Ivy sought and received approval, if we are involved in that process.  If not, we might note that this is an open question for the ethics office.  
That concludes the review of items reported by our employee but let us take a quick look at the remainder of the form.  In Part 4 we see reported agreements and arrangements.  These are typically employment-related, perhaps an agreement for future employment for an employee moving on from federal service, or continuing benefits from previous employers like pension or other retirement benefit plans.  The process is the same, is there a link between the duties of the employee and those things on the form.  If there is, let the ethics office know ASAP.
Finally, Part 5, this is where certain gifts must be reported.  If everything is working properly, the ethics office has probably provided advice on gifts reported on this part.  In any case, you can assist with the review.  Again, if there is a nexus between the giver of a gift and your agency or the employee’s duties, it is a good idea to flag that for the ethics office as well.
So that’s it!  A two step process:  use your knowledge of your employees’ duties, to help the ethics office determine if there is a nexus between those duties and any entries reported on the confidential report. 
Your contribution is vital for helping your agency avoid conflicts of interest and the resulting negative outcomes.  Thank you for your help!

  
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
