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Best Practices FDM 450 Certifier (450 Certifier EC & Assistant) 
	FDM 450 Important Dates 2012
Here’s an overview of the annual OGE 450 filing season important dates.  (New Entrant reports are due 30 days after the appointment date (the date the Filer starts the position or the date the Supervisor requires the Filer file a report for the first time in that position.)) View other important dates on OGE’s website, http://www.oge.gov/Program-Management/Dates-and-Deadlines/Dates-and-Deadlines/. [Underlined text indicates a hyperlink with additional information.]

	1 Jan
	Start of annual filing season for OGE 450; Notify Filers to eFile; Supervisor & Legal official reviews begin after Filer eSigns (submits)

	
	

	15 Feb
	Due date for OGE 450 Annuals unless the Filer received an extension. Document the extension in FDM (per 5 CFR § 2634.903(a) & 2634.903(d))

	
	

	12 Mar
	FDM Release/upgrade (tentative date)  FDM will be unavailable for the upgrade.

	16 Mar
	30-day extensions on Annual OGE 450s expire (30 days from 15 Feb due date)

	31 Mar
	45-day extensions on Annual OGE 450s expire (45 days from 15 Feb due date)

	
	

	15 Apr
	60 days after Annuals due date; all annual OGE 450s should be certified (except those requiring additional information) within 60 days of receipt.


Scan the list of recommended Actions and the When column to see if you should take any of these actions earlier than the other best practices listed.  See the 450 Certifier Frequent Task How To Guide, https://www.fdm.army.mil/PM_Reference_Docs/450CertifierFDMTasks.doc, for how the 450 Certifier (or EC) may do the most frequent actions.
Send comments or suggestions to the FDM Webmaster.

	Administering FDM 450
Keeping FDM 450 current with the right Filers and Supervisors takes some monitoring.  You can accomplish most maintenance in November & December before the start of the Annual filing season in January.  Also, check during the traditional summer PCS season (or when users depart, successors arrive). You may also empower a support network (e.g., your 450 Certifier EC, 450 Certifier Assistant(s), org unit POC(s)) to help you.  Here are several best practices and suggested timing for administering FDM.


	Action
	When
	Where in FDM
	Reference/Comment
	Which FDM Role(s)?

	See my FDM 450 Filer(s) so I know I have the right Filers to support
	As needed; NLT 27 Dec for annual Filers
	Admin | Filers tab
	Check Show My Filers, click Retrieve Filers to display your list.  If you do not see all your 450 Filers you support you may Add a Filer.  Select Next Level Down to add the Filer in the org unit for the correct Supervisor.  Remember to assign the report if adding a Filer in FDM after 1 January.

If you are a 450 Certifier EC, change to that role to see those 450 Filers for the 450 Certifier you are supporting.
	450 Certifier

& EC

Assistant

POC

Supervisor

	Add/register FDM 450 Filers
	As needed; NLT 27 Dec for annual Filers so FDM can auto assign the Annual
	Admin | Filers tab 
	A short video tutorial, Managing FDM Filers, and a Quick Reference Card (QRC), QRC My Filers, explain the Filer registration process.  Remember when registering OGE 450 Filers after 1 January be sure to “assign” the report (either New Entrant or Annual) that you want the Filer to prepare.  The FDM Learning Center has a QRC on Assigning Reports.
	450 Certifier

& EC

Assistant

POC

Supervisor

	Change a Supervisor
	As needed, e.g., when a new Supervisor arrives replacing the former
	Admin | Org Units tab
	1. Search for the org unit name or click the down arrow until the org unit displays

2. Click “Edit” to open the Org Unit Edit screen.

3. Click “Change” or “Assign” for each role you want to change.

Note: FDM uses org unit hierarchy – roles are acting at subordinate levels until another user is assigned in that role. No need to assign to a role if the “acting” user is who you want assigned.
FDM User Guide, p 30
	450 Certifier

& EC

Assistant

POC

Supervisor

	
	
	
	
	

	FDM 450 reset 
	Upon first FDM 450 use; annually in November & December
	Admin | Filers tab; elsewhere as necessary
	Scan the 450 Certifier Readiness Checklist, https://www.fdm.army.mil/PM_Reference_Docs/450CertifierReadinessChecklist.doc.  Legal officials/org unit POCs review Filers/Supervisors in FDM 450 to ensure FDM accurately reflects Filers/Supervisors for start of next filing season.  

See the 450 Certifier Frequent Task How To Guide, https://www.fdm.army.mil/PM_Reference_Docs/450CertifierFDMTasks.doc, for how the 450 Certifier (or EC) may do the most frequent actions.

	450 Certifier

& EC

Assistant

POC


	Report Processing
The Joint Ethics Regulation 7-306c(7) and OGE rule 5 CFR § 2634.605, mandate review of reports within 60 days of receipt.  FDM includes an “End Initial Review” action button to record your review on those reports that you will not complete within 60 days after the Filer submits.  The 450 Certifier, 450 Certifier EC & 450 Certifier Assistant may “End Initial Review” on a report’s Review Status screen to record a review for the OGE 60-day review rule.  You may see the Filer’s report on the My Reviews | Review Reports tab – Org Unit View Mode, even before the Supervisor eSigns to record your review.  Here are several best practices and suggested timing to help you.

	Action
	When
	Where in FDM
	Reference/Comment
	Which FDM Role(s)?

	Remind Filers to eFile
	Early Jan; repeat thereafter until all your Filers eSign reports
	My Reviews | Remind Filers tab
	Repeat weekly until all Filers eSign their report.  There are 4 possible notices:  the annual initial notice to eFile; the notice to start for those who haven’t started; the notice to eSign for those who created a Draft report, but didn’t eSign; and the notice for those who do not file by the report due date. You have the option to include the Supervisor on these notices.

· Consider including a link to the FDM 450 Filer Quick Start, https://www.fdm.army.mil/documents/450FilerQuickStart.doc.

· Read more about the Remind Filers feature, https://www.fdm.army.mil/documents/QRC_Remind_Filers.pdf. 
	450 Certifier

& EC

Assistant

POC

Supervisor

	Record any granted extension
	As you approve the extension
	My Reviews | Review Reports tab, Org Unit View Mode (to see Assigned, Not Started reports and View the report)
	Record extensions on the Review Status screen inside a report by clicking on the “View/Edit Due Date & Extensions” action button on the right side of the Review Status screen. 

Check your agency delegation/appointment as an Ethics Counselor to see if you may grant an extension.  See Extensions, https://www.fdm.army.mil/PM_Reference_Docs/Extensions.pdf, for general information on extensions.  The FDM 450 Certifier

& EC roles may record an extension in FDM until the 450 is completed.  See the Quick Reference:  QRC Managing Extensions. Extension requests are processed outside FDM, but may be added as an attachment (Attachment tab in a Report).  
	450 Certifier

& EC



	Remind Supervisors to eReview
	Mid-Jan; thereafter as needed until all reports eSigned
	My Reviews | Remind Supervisors tab
	Repeat weekly until all your Supervisors have eSigned reports awaiting their review.  You might include the Supervisor Quick Start link, https://www.fdm.army.mil/documents/SupervisorReviewQuickStart.doc, in the notice you send.  Note: FDM 450 emails the Supervisor when the Filer eSigns.  You may need to remind Supervisors to review reports.  Encourage them to review within a week or two.
	450 Certifier

& EC

Assistant

POC



	Review Reports
	Weekly starting mid-Jan (or as soon as Filers eFile reports)
	My Reviews | Review Reports tab
	On the My Reviews | Review Reports tab.  

· Use the Org Unit View Mode to see reports even before Supervisors have eSigned.  (You can “End Initial Review” to help expedite report processing.)
· View the Compare tab to see changes the Filer made in the compared report.

· Use a review checklist to help organize your review.  See a sample in the FDM 450 SOP.   
	450 Certifier

& EC

Assistant

	Who files?
	Annually; also when reviewing reports
	
	As you review OGE 450s consider whether the Filer’s position needs to report.  If not, recommend the Supervisor remove the Filer’s role on the Admin | Filers tab.  Consider a “Stop-Go” table like that in the FDM 450 SOP (customized for Army).
	450 Certifier

& EC

Assistant

	Advise Filer
	
	
	Send the Filer an advisory or cautionary memo or email informing the Filer about your review.  Consider adding your notice and the Filer’s response as an attachment with the Filer’s report in FDM on the Attachment tab.  See a sample template in the FDM 450 SOP.
	450 Certifier & EC



	Check your FDM 450 Success Score
	Monthly
	Management Reports | Review Metrics
	FDM includes a Success Score to show you how you are doing against your agency’s average score.  Read about the Success Score, https://www.fdm.army.mil/documents/QRC_Review_Progress_Summary.pdf.  The higher the Success Score the more reports reviewed or completed within the 60-day standard. (1,000 is the highest possible score indicating action on all reports within 60 days of the Filer's eSign.) 
	450 Certifier & EC

	Monitor report processing
	Monthly, starting 1 February
	Management Reports | Disclosure tab, Option 2
	On the Management Reports | Disclosure tab click Option 2 to see reports Under Review and in Draft.  Use the Remind Filers feature to remind the Filers who have Drafts and have not submitted.


	FDM DAEOs, SLCs, 450 Certifiers & ECs, Assistants

	Check “Assigned, Not Started” reports
	Monthly, starting 1 March until no more “Assigned, Not Started” show
	Management Reports | Disclosure tab, Option 3
	On the Management Reports | Disclosure tab click Option 3, Filers without Disclosures.  Look at those listed with an Assigned report.  Verify it is still required.  If it is, use the Remind Filers feature (page 3 above) to remind the Filers.
See the FDM 450 Certifier Frequent Task How To Guide for how to remove the Assigned, Not Started Report and/or the (departed) Filer.

Note:  Filers w/o an assigned report remain in FDM 450 for future reports.  They will be assigned an Annual FDM 450 for next year if they still have the 450 Filer role in December this year.
	450 Certifier

& EC

Assistant

POC

Supervisor


	Ethics Training
FDM has an optional Ethics Training (ET) tab to help you manage ET for your FDM-registered Filers.  A narrated tutorial, https://www.fdm.army.mil/documents/FDM_ETHICS_TRAINING_FOR_WEBSITE/Ethics_Training_TOC.html, and a Quick Reference, https://www.fdm.army.mil/documents/QRC_Manage_Ethics_Training.pdf, explain how to use this optional feature.

	Action
	When
	Where in FDM
	Reference/Comment
	Which FDM Role(s)?

	Notify Filers of ET
	Annually (perhaps concurrent with the filing season)
	Ethics Training tab
	On the FDM Ethics Training | Not Trained tab, select “My Filers” to notify all your Filers.  Include a link to your online training or notice of your face-to-face training schedule. 
	450 Certifier & EC, Assistant

	Record ET in the year completed
	Varies
	Ethics Training | Not Trained tab
	On the FDM Ethics Training | Not Trained tab, click the check box next to each trained Filer’s name and click the Record Ethics Training action button.  Complete the onscreen information and click Save.
	450 Certifier & EC, Assistant

	View/Print Trained Filers
	NLT 27 Dec annually
	Ethics Training | Trained tab,
	BEFORE 1 JAN annually:  If you want a record of who you trained and didn’t:  On the Ethics Training | Not Trained tab, view the list of those not trained (print or copy and save to a file for future reference).  On the Ethics Training | Trained tab, view the list of those trained (print or copy and save to a file for future reference).  FDM resets the Trained tab at the beginning of the year and no historical view is currently available.
	450 Certifier & EC, Assistant
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