MEMORANDUM NOTIFYING PR INITIATOR TO FILE OGE 450 - SAMPLE

INSTRUCTIONS

· This sample memorandum is required to be used in accordance with Volpe Order H4200.1 to notify persons you’ve identified as required to submit an OGE 450, but who have not done so as, indicated on the Chief Counsel’s listing of report non- filers available on the AMD Subsite under form DTS85F.26.  

· Forward the original notice to the non-filer in question and provide an information copy of the notice to the employee’s supervisors, the Chief Counsel’s Office (DTS-14) and your cognizant Contracts Branch Chief.   

· Upon confirmation of filing by DTS-14, annotate the date confirmation is received on the file copy of the notice and retain this notice in the file.

· REMINDER:  The procurement process will stop until confirmation of receipt of the report is provided by DTS-14.  Any objections regarding the delay in processing of the procurement due to the lack of OGE 450 filing should be referred to the Chief Counsel.  

· Delete these instructions and the Memo Title prior to finalizing Memo.
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US DEPARTMENT



MEMORANDUM

OF TRANSPORTATION

Research and 

Special Programs

Administration

Date:  

Subject: ACTION:  Confidential Financial Disclosure Report Filing;


  Procurement Request (PR) No.:  _____________________

From:



Contracting Officer

To:


Volpe Center Order H4200.1 requires the Acquisition Management Division to confirm that each employee who participates in a procurement action has filed a confidential financial disclosure report, OGE-450, with the Chief Counsel’s Office.   Review of the Chief Counsel’s listing of employees who have not filed OGE-450s indicates that you have not filed.  Accordingly, as indicated in Volpe Center Order H4200.1, no further action can be taken on this procurement. 

In order to resume processing of the subject procurement request, you are requested to immediately file your confidential financial report, OGE-450, with the Volpe Center’s Chief Counsel’s Office.  Upon receipt of this report, the Chief Counsel’s Office will provide confirmation to the Acquisition Management Division that the report has been filed.

Please contact the Chief Counsel’s Office (ext. 2727) for further information and/or copies of the applicable form.

cc: 

DTS-14/Chief Counsel

DTS-XX/Name of Employee’s Supervisor

DTS-85X/Contracts Branch Chief

bcc:  

Official File

DTS-85X/Reading File
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