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WELCOME  
to federal service! 

— 

In choosing to work for the United States 
Government, you are joining millions of other
professionals who have committed themselves to

serving the American public. 

“We, as public servants, safeguard the 
integrity of our nation’s Government.” 

Working for the federal Government is more
than just a job—it is a singular responsibility. We
affirm this responsibility in the solemn oath we
take to “well and faithfully discharge the duties
of our offices.” We fulfill this responsibility in
the day-to-day performance of those duties. And
in fulfilling this responsibility, we safeguard the

integrity of our nation’s Government. 

This handbook is your introduction to the ethical
and legal requirements of your Government
service. Please review it thoughtfully, as the
concepts explained here underlie the culture of our
workplace and require your personal commitment. 
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 Public s er v ice  must  b e  more  

t han  doing  a  j ob  e f f i c ient ly  
and  honest ly.  It  must  b e  a  
comple te  de dicat ion  to  t he  
p e ople  and  to  t he  nat ion .

-  Margaret  Chase  Smith 
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OUR PRINCIPLES  
& STANDARDS OF  

ETHICAL C ONDUCT  

We are  committed to  
upholding the  highest

pr inciples  and standards 
of  e thica l  conduct  in  

a l l  that  we do.  We apply
these  pr inciples  and 

standards  in  the  course  
of  our  dai ly  work,  and
by faithfu l ly  obser ving
them,  we safeguard the
honor of  publ ic  ser vice

and the  reputat ion of
the  execut ive  branch.  

Through them,  we hold
ourselves  and each other

accountable  for  the  
integr ity  of  our  ser vice
to  our  countr y  and to

our  fe l low cit izens .  
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- ETHICS ­

OUR C OMMITMENT  

The {Depar tment/Agenc y}  is  committed to  upholding the
highest  e thica l  s tandards  for  a l l  of  i t s  employees .  To do that ,
we have  support  systems in  place  to  help  you determine what

is  e thica l ly  appropr iate  or  lega l ly  required of  you.  

AGENCY ETHICS PRO GRAM 

Always  remember  that  you are  not  a lone.  [The Depar tment/
Agenc y]  has  support  systems in  place  to  ass ist  you.  

Each agenc y is  required by law to  have  an ethics  program that
includes :  

•   a  counsel ing program for  agenc y employees  on a l l  e thics
and standards  of  conduct  matters ,

•   an ethics  educat ion program,  and

•  an ef fec t ive  f inancia l  disclosure  system for  of f ic ia ls  in
posit ions  at  greater  r isk  for  conf l ic ts  of  interest .

[Placeholder  for  agenc y program descr ipt ion and l ink to  ethics
of f ice  informat ion here. ]  
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-  ETHICS ­

 YOUR C OMMITMENT  

 As a  publ ic  ser vant ,  your  commitment  to  ethica l  ser v ice  is
 vita l  to  per forming your  work and support ing the  agenc y’s
 mission with honesty,  integr ity,  impart ia l ity,  and in  the  spir it
 of  ser vice  to  others .  

 Fulf i l l ing the  expectat ion of  ethica l  ser v ice
 requires  

 Awareness :  becoming fami l iar  with  the  pr inciples ,
 rules ,  and laws that  def ine  what  is  and isn’t  appropr iate
 conduct .  

 Engagement :  cult ivat ing habits  of  asking quest ions
 and seeking advice.  

 Accountabi l ity :  act ing in  ways  that  ref lec t  the
 expectat ions  of  publ ic  ser vice  and holding ourselves  and each
 other  accountable .  
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“Ethical  conduct”  involves   
just  that—conduct .   It  i s   

a  measure  of  how wel l  you 
make deci sions  and per form

your duties  in  accordance 
with  public  ser v ice  

pr inciples  and standards .   
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We are  guided in  our  conduct  by  a  set  of  pr inciples ,  and 

a  speci f ic  and enforceable  set  of  s tandards  and laws.    

AWA RENESS  
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- ETHICS ­

AWARENESS  

Ethical ly  informed conduct  requires  you to 
have  at  least  a  basic  understanding of  the  
applicable  pr inciples ,  standards ,  and laws.  

When carr ying out  our  dai ly  dut ies ,  we regular ly  face  s ituat ions
that  involve  ethica l  quest ions .  From decis ions  as  bas ic  as  how
we use  our  t ime,  to  those  as  complex as  how to  a l locate  mi l l ions
of  dol lars ,  the  publ ic’s  percept ion of  the  integr ity  of  the  work
we do,  both indiv idual ly  and col lec t ively,  i s  at  s take.  

S omet imes  gut  inst incts  and good intent ions  may help  us  know
the r ight  thing to  do.  But  good inst incts  and intent ions  are  not
enough when the  integr ity  of  our  work could be  quest ioned.  

C onsequent ly,  we have  a  set  of  pr inciples  and a  speci f ic  and
enforceable  set  of  s tandards  and laws to  help  guide  our  conduct .  
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    - ETHICS ­

General  Principles   
of  Ethical  Conduct  

Standards  of  
Ethical  Conduct   

Cr iminal  Conf lic t   
of  Interest   Laws  
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GENER AL PRINCIPLES OF  
ETHICAL C ONDUCT 

THE GENER AL PRINCIPLES  
OF ETHICAL C ONDUCT  

BROADLY REQUIRE US TO  
RESPECT THE RULE OF L AW,   

NOT  TO  MISUSE  OUR  PUBLIC  
POSITIONS FOR OUR OWN  

OR OTHERS’  PRIVATE GAIN,   
AND TO BE RESPONSIBLE IN  
THE USE OF OUR TIME AND  

RESOURCES.    
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GENER AL PRINCIPLES OF ETHICAL C ONDUCT 

There  are  fourteen Genera l  Pr inciples  of  Ethica l  C onduct . 
These  Genera l  Pr inciples  essent ia l ly  require  loya lty  to  law, 
se l f less  ser vice,  and responsible  stewardship.  

LOYALT Y TO L AW 

We each have  taken a  solemn oath—to support 
and defend the  C onst itut ion.  In  a l l  things ,  we 
uphold the  C onst itut ion and the  oath we take. 
We fu l f i l l  this  oath by respect ing the  ru le  of 
law—by adher ing to  a l l  lega l  author it ies  in  the 
work we per form and as  c it izens .   

We a lso  ensure  that  others  fol low the  law—by 
disclos ing waste ,  f raud,  abuse  or  corrupt ion 
when we see  it ,  and by support ing disclosures 
by  others .  We hold each other  and ourselves 
accountable ,  knowing that  t ransparenc y and 
honesty  are  the  surest  ways  to  avoid conf l ic ts 
and promote  publ ic  conf idence in  Government .  

SELFLESS SERVICE 
Publ ic  ser vice  is  a  profess ion—for  some,  a 
ca l l ing—that  involves  a  duty  to  something 
larger  than ourselves .  We must  a lways  ac t , 
and appear  to  ac t ,  with  our  nat ion’s  interests 
before  our  own.  We not  only  put  for th an 
honest  e f for t  in  our  work,  but  we do not  seek  
personal  advantage  for  ourselves  or  others . 
We hold ourselves  to  the  highest  standards , 
knowing that  even the  quest ion of  impropr iety 
is  somet imes  enough to  undermine good work.  

RESPONSIBLE STEWARDSHIP 
Monies ,  proper ty,  informat ion and other 
governmenta l  resources  are  entrusted to  us . 
They do not  belong to  us  personal ly.   We  
honor  our  commitment  to  the  American publ ic 
by  us ing these  resources  wisely  and only  to 
accomplish the  work of  the  United States 
Government .  
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THE STANDARDS OF  
ETHICAL C ONDUCT 

THE STANDARDS OF  
ETHICAL C ONDUCT  
ARE SPECIFIC AND  

ENFORCEABLE  
RULES THAT ENSURE  
C ONSISTENCY AND  

FAIRNESS IN THE WAY  
WE DEAL WITH SIMIL AR  
ETHICAL ISSUES ACROSS  

THE EXECUTIVE BR ANCH.    
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STANDARDS OF ETHICAL C ONDUCT 

The Standards  of  Ethica l  C  onduct ,  which are  introduced 
below,  contain speci f ic  requirements  and address  s ituat ions  
where  executive  branch employees  are  l ike ly  to  encounter  
ethical  di lemmas.  

Use of  G overnment  Posit ion.  As  an employee,  you cannot  use  your 
posit ion with the  Government  for  your  own personal  gain or  for  the 
benef it  of  others .   

C onf l ic t ing Financia l  Interests .   You are  prohibited f rom working 
on Government  matters  in  which you,  your  spouse  or  minor  chi ld,  or 
cer tain  others  have  a  f inancia l  interest .  

Impar tia l ity.  In  genera l ,  you should not  ac t  on a  Government  matter 
i f  a  reasonable  person who knew the  c ircumstances  of  the  s ituat ion 
could leg it imately  quest ion your  impart ia l ity.  

S eeking Other  Employment .  If  you are  seeking other  employment   
–  e ither  a  future  posit ion or  par t- t ime work per formed in  your  of f-
duty  hours  –  you may not  work on par t icular  matters  that  would af fec t
the  prospect ive  employer’s  f inancia l  interest .  

Outside  Activ it ies .  You may not  engage in  outs ide  employment  or 
other  ac t iv ity  i f  i t  conf l ic ts  with  your  of f ic ia l  dut ies  or  v iolates  a  law 
or  regulat ion.  

Gifts  f rom Outside  S ources .  Genera l ly,  you may not  accept  g i f ts 
that  are  g iven because  of  your  of f ic ia l  posit ion or  that  come f rom 
cer tain  “prohibited”  sources .  

Gifts  B etween Employees .  Genera l ly,  you cannot  g ive  a  g i f t  to  your 
of f ic ia l  super ior.  Also,  you genera l ly  cannot  accept  a  g i f t  f rom another 
employee  who earns  less  pay.  
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CRIMINAL C ONFLICT OF  
INTEREST L AWS 

THE CRIMINAL CONFLICT  
OF INTEREST LAWS ARE  
AN ADDITIONAL SET OF  

LAWS THAT ADDRESS OUR  
CONDUCT AS EMPLOYEES  

OF THE EXECUTIVE  
BRANCH. THESE LAWS  

ARE PARTICULARLY  
IMPORTANT BECAUSE  

THEY CARRY CRIMINAL  
PENALTIES.  
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CRIMINAL C ONFLICT OF INTEREST L AWS 

Each of  the  cr iminal  conf l ic t  of  interest  laws,  which 
are  introduced below,  prohibi ts  speci f ic  types  of  conduct .  

Confl ict ing Financial  Interests  (18 U.S.C .  208) .  You are 
prohibi ted from working on Government  matters  in  which you ,  your 
spouse  or  minor  chi ld ,  or  certa in  others  have  a  f inancia l  interest .
(Note :  This  prohibi t ion is  a lso  discussed in  the  Standards  of  Ethica l  
Conduct . )  

Supplementation of  Salar  y  (18 U.S.C .  209) .  You may not  be  
paid  by someone other  than the  United States  for  doing your  
Government  dut ies .  

Bribery  (18 U.S.C .  201) .  You are  prohibi ted from 
accept ing gratui t ies  or  br ibes  to  inf  luence  your  Government  
act ions .  

Representing Others  in  Claims and Other  Matters  
Affect ing the  Government  (18 U.S.C .  205) .  You are  general ly  
prohibi ted from certa in  involvement  in  c la ims against  the  United 
States ,  or  from represent ing another  before  the  Government  in  
matters  in  which the  United States  i s  a  party  or  has  a  direct  and 
substant ia l  interest .  

Receiving C ompensation in  Matters  Affect ing the 
Government  (18 U.S.C.  203).   Y o u  a r e  p r o h i b i t e d  f r o m  
r e c e i v i n g  c o m p e n s a t i o n  f o r  r e p r e s e n t a t i o n a l  a c t i v i t i e s  i n v o l v i n g  
c e r t a i n  m a t t e r s  i n  w h i c h  t h e  U n i t e d  S t a t e s  i s  a  p a r t y  o r  h a s  a  
d i r e c t  a n d  s u b s t a n t i a l  i n t e r e s t .

Restrict ions  on Former Employees  (18 U.S.C.  207).   A f t e r  
y o u  l e a v e  G o v e r n m e n t  s e r v i c e  ( o r  l e a v e  c e r t a i n  h i g h - l e v e l  
p o s i t i o n s ) ,  y o u  m a y  b e  s u b j e c t  t o  l i m i t a t i o n s  o n  y o u r  p o s t  
e m p l o y m e n t  a c t i v i t i e s .

ETHICAL -  18  - SERVICE



ETHICAL 19  SERVICE    -     -     



          ETHICAL  -  20   - SERVICE

  2ENGAGEMENT 

Bui lding awareness  of  the  ethics  pr inciples , 
ru les  and laws so  you can spot  ac tua l  or  potent ia l 

e thica l  i ssues  is  an ongoing process .   



           

In  fact ,  when you seek  adv ice    
f rom an agency  ethics  of f ic ial    

about  the  pr inciples ,  the    
standards ,  or  any agency    
supplemental  regulations ,    
you cannot  be  di sc iplined   

for  rely ing  upon that   
adv ice ,  prov ided you ful ly    

di sclosed al l  of  the  relevant    
information.   

ETHICAL - 21  - SERVICE 



          

 
 
 

 
 

 
 

 
 
 

 

 

    - ETHICS ­

ENGAGEMENT  

Bu i l d i ng  aw are n e s s  o f  t h e  e t h i c s  pr i n c ip l e s ,  r u l e s  an d
l aw s  s o  y ou  c an  s p ot  a c tu a l  or  p ot e nt i a l  e t h i c a l  i s s u e s
i s  an  ong oi ng  pro c e s s .  It  re qu i re s  t h at  y ou  c u l t i v at e
h abi t s  o f  a s k i ng  qu e s t i on s  an d  s e e k i ng  a d v i c e .  

I f  y o u  f i n d  y o u r s e l f  i n  a  s i t u a t i o n  a n d  d o n’t  k n o w  w h e t h e r
t h e r e  i s  a  p r o b l e m  o r  a r e  u n s u r e  w h at  t o  d o,  t a l k  i t  o u t  w i t h
s o m e o n e .  C o n s u l t  y o u r  s u p e r v i s o r  o r  a n  a g e n c y  e t h i c s  o f f i ­
c i a l .   E t h i c s  o f f i c i a l s  a r e  t h e r e  t o  a n s w e r  y o u r  q u e s t i o n s  a n d
a s s i s t  y o u .  

[ Inser t  DAEO informat ion here. ]  

Given that  an ethics  v iolat ion harms the  reputat ion of  the  
Government ,  disrupts  the  agenc y’s  work,  and has  personal
repercuss ions  for  you,  i t  i s  in  ever yone’s  interest  that  you ask
quest ions  and seek advice  before  ac t ing .  

You should never  feel  a lone in  making decis ions  about  what  is
ethica l ly  appropr iate  or  lega l ly  required of  you.  
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Accountabi l ity  is  the  cornerstone of  honest  ser vice.  

AC C OUNTABILIT Y 



           

 
 

 
 

 
 
 
 

 
 
 

 

It ' s  impor tant  to  be  aware   
that  fai lure  to  fol low 

the  Standards  of  Ethical 
Conduct ,  or  any agency  

supplemental  regulations ,  
could  lead to  repr imand,  
suspension,  demotion,  or  
even removal ,  depending 

on the  c ircumstances .  
Similarly,  v iolations  of  
the  conf lic t  of  interest  

laws  may carr y  cr iminal  
penalties  and/or  f ines .  
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    - ETHICS ­

AC C OUNTABILIT Y  

A n  e t h i c a l  w or kp l a c e  i s  on e  w h e re  e t h i c a l  c on du c t
i s  e n c ou r a g e d  an d  s upp or t e d .  It  i s  a l s o  on e  w h e re  
c on c e r n s  c an  b e  r a i s e d  w i t h out  fe ar  o f  re t a l i at i on .  I f  
y ou  o b s e r v e  w a s t e ,  f r au d ,  abu s e  or  o t h e r  m i s c on du c t ,
t h e re  are  av e nu e s  for  re p or t i ng  i t .  

The agenc y ethics  of f ice  is  a lways  a  resource   
for  discuss ing what  you have  obser ved.   

L ikewise,  you can repor t  your  concerns  to  the  
agenc y Of f ice  of  Inspector  Genera l  or  to  the   
Of f ice  of  Specia l  C ounsel .   

When we each act  with  integr ity,  and expect  the  same of  others ,
we not  only  per form with excel lence  but  we engender  t rust .  
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