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Reporting Requirement: Exempt - Financial Disclosure Report 
Worksheet for Determining Those Positions Required to File Confidential Financial Disclosure Reports 

Step One: Billet 

1. □ Is the service member the Commanding Officer OR Executive Officer
□

IF YES TO EITHER
of a Marine Corps installation. base. or air station? QUESTION 

OR 

□ Is the employee the Head or Deputy Head of a Marine Corps activity The employee must file per 
(e.g. MCCS)? Joint Ethics Regulation Section 

7-300 

Step Two: Pay Grade 

2.
□ □ 

IF YES TO EITHER 
Is the employee's position classified at or below the GS-15 level? QUESTION, GO TO 

STEP THREE 
OR

D Does the service member have the rank of 0-7 or below? 

Step Three: Type of Work Done 

3. D Does the employee or service member's work involve at least one of
□

IFYES GOTO 
the following: STEP FOUR

• Contracting or procurements worth more than $2.500 per occasion or more 
than $20,000 cumulatively per year?

• Administering, awarding, monitoring, or making determinations regarding
grants. subsidies, licenses or other federal benefits?

• Regulating, auditing, or inspecting non-federal entities (NFE's)? Note: An 
NFE is any business. non-profit organization. or state and local government. 

• Performing any other activity that would have a direct and substantial effect 
on the financial interest of an NFE? 

4. □ 
Is the employee or service member serving in any other position

□ 
IFYES GOTO 

where there is a potential for conflict of interest. appearance of STEP FOUR 
favoritism or loss of impartiality? 
Examples include: 

• Investigating or prosecuting violations of criminal or civil law.
• Representing the United States in litigation or other proceedings.
• Scientific or social science research, where such research will have a
direct and substantial effect on the financial interests of an NFE. 

5. □ Is the employee or service member authorized to make purchases
□ 

IFYES GOTO 
worth more than $150,000 per year? STEP FOUR 

OR 

□ Does the employee or service member certify or approve purchases
made by others that cumulatively exceed $150,000 per year?

Step Four: Level of Responsibility 

6. □ Does the employee or service member carry out one of the
□ 

IF YES TO 
the functions identified in Step Three by exercising EITHER QUESTION, 

significant judgment in any of the following ways: GO TO QUESTION 7 
• Making decisions? (Example: Having final say on who is awarded a grant 

or contract). 
• Approving or disapproving? (Example: Having authority to decide if an

NFE will be given a license)
• Making recommendations?

• Conducting investigations? 

• Rendering advice or opinions?

OR 

□ Does the employee actively supervise a subordinate who has any of
the job functions listed above? 
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□
IF NOTO BOTH 

QUESTIONS GO TO 
STEP TWO 

□
IF NO TO EITHER
QUESTION, STOP!

The employee may be 
required to file an OGE-278 

Form. Contact Civil 
Law for guidance. 

□
IF NO, GOTO
QUESTION 4 

□ 
IF NO, GO TO 
QUESTION 5 

□ 
IF NO STOP! 

If the answer was "no" 
for question 3, 4 and 5, then the 

employee does NOT 
need to file. 

□ 
IF NOTO BOTH 

QUESTIONS, .sIQf.! 
If the employee does 
not exercise this kind 
of judgment, then he 

or she does NOT need to file. 

ADOBE 9.0 
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7. □ Does the employee or service member carry out one of the
the functions identified in Step Three by: 

• Simplifying providing information? (Example: A GS-11 engineer provides 
input as to whether a bid for a contract will satisfy the Base's requirements, 
but does not make the final decision and is not otherwise involved in the
contracting process. There is no need for the employee to file). 

OR 
• Working on administrative or peripheral matters? 

(Example: An administrative assistant prepares the documents used to
solicit bids for a contract and performs other office support duties, such as 
maintaining a database or replying to enquiries. There is no need for the 
employee to file.) 

8. Do the employee's actions or decisions receive substantial supervisory
review? (Example: A GS-13 employee conducts the initial agency review of
license applications submitted by NFE's. Although this involves significant
judgment, the employee's recommendations are reviewed by a supervisor who
ultimately decides whether to grant the license. This employee does not need
to file.) 
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□ 
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IF YES TO EITHER 
□ 

IF NOTO BOTH 
QUESTION, .s.I.QEI QUESTIONS, GO 

If the employee's duties TO QUESTION 8 
are of this nature, then 

he or she does NOT 
need to file. 

IF YES, SIQel 
□ 

IF NO, THEN 
D This employee does NOT THE EMPLOYEE IS 

need to file. REQUIRED TO FILE. 
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