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FDM certifying authorities, 450 Certifier role for OGE 450s and DAEO and SLC roles for SF 278s, and their appointed ECs (Ethics 
Counselors) may record an extension until the disclosure report is certified or “complete” in FDM.  The Agency DAEO or DDAEO 
determines whether the SLC has the authority to grant the extension and record in FDM.  SLCs should contact the Deputy DAEO for 
guidance.

Managing Extensions

Recording an Extension 
Extensions may be recorded after a disclosure is Assigned or 

once the Filer has started a Draft report.   

Recording an Extension When Assigning a 
Report

To record an extension when assigning a report:

Go to the 1.	 Admin | Filers tab.  

Select the Org Unit from the 2.	 Next Level Down drop-down list.

Click 3.	 View beside the appropriate Filer(s) name. 

Click 4.	 View beside the appropriate Report.

Note:	 For more information about assigning a report in FDM, 
please see QRC Assigning a Report to File.

Recording an Extension on an Assigned Not 
Started, Draft or Under Review Report Report

To record an extension:

Go to the 1.	 My Reviews | Review Reports page, select All in 
the Action drop-down.

Type the Filer’s name in the Last Name and/or First Name 2.	
fields and click Search.

Click 3.	 View beside the appropriate report. 

Select 4.	 Review Status.  

View/Edit Due Date & Extensions
In the Due Date & Extensions section on the Review Status 5.	
page, click View/Edit Due Date & Extensions.  

Click 6.	 Record Extension.

Adding Extension Information
Type the extension limit, select the appropriate extension 7.	
option Agency or National Emergency/Combat Zone and 
select an Extension Reason.

Agency and National Emergency/Combat Zone Extensions

When entering Agency Extensions, you must select a Reason 
for Extension from the drop-down menu.

The available Agency Extension Reasons are as follows: 
Long Period of Travel--
Significant Illness--
Extremely Pressing Assignments--
Convenience of Filing Combined Reports--

Other (requires an explanation)--  

On an OGE 450, when entering a National Emergency/Combat 
Zone extension, the Filer’s assigned report appears on the My 
Reviews | Manage Exceptions list screen.  

https://fdm.army.mil/documents/FDM_QRC_Assigning_a_Report_to_File.pdf
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Click 8.	 Save and then click Save again.  

Note:	 For more information on the Manage Exceptions function in 
FDM, please see QRC Reviewing an OGE 450.

Editing an Extension
To edit an extension already recorded in FDM:

Go to the 1.	 My Reviews | Reports List page, select All in the 
Action drop-down.

Note:	 If the report has a National Emergency/Combat Zone 
extension, go to the Review Reports | Manage 
Exceptions page.

Type the Filer’s name in the Last Name and/or First Name 2.	
fields and click Search.

Click 3.	 View beside the appropriate report. 

Select 4.	 Review Status.  

Click 5.	 View Edit Due Date & Extensions. 

Click 6.	 Edit beside the extension.

Make the necessary changes and then click 7.	 Save and then 
click Save again.   

Deleting an Extension
To delete an extension already recorded in FDM:

On either the 1.	 Review Reports| Reports List page or the 
Review Reports | Manage Exceptions page click View 
beside the appropriate report. 

Select 2.	 Review Status.  

Click 3.	 View Edit Due Date & Extensions. 

Click 4.	 Delete and then click OK to the message confirming 
that you wish to delete this extension.  

Click 5.	 Save.  

Determining if an 
Extension has Been 
Recorded

A Filer or Reviewer can determine if an extension has been 
granted for a financial disclosure report by selecting Review Status 
or View/Print for a financial disclosure report.  

Review Status
On the Reports List page, select 1.	 View or Edit beside the 
appropriate final disclosure report.  

Click 2.	 Review Status.  

Click 3.	 View Edit Due Date & Extensions. 

View/Print
On the Reports List page, select 1.	 View or Edit beside the 
appropriate final disclosure report.

Click 2.	 View Print beside the appropriate financial disclosure 
report.

For OGE 450 reports, scroll to the Review Status Section of 3.	
your report to view the extension information.  For SF 278 
reports, scroll to the bottom of your report cover page to 
view the extension information.

https://fdm.army.mil/documents/QRC_Reviewing_an_OGE450.pdf
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