REMIND FILERS

On the Remind Filers page, options are available to track Filers who have not started their reports, who have started their
reports but have not e-signed, and for Filers who have passed the due date. Org unit POCs, Supervisors and 450 Certifiers may use
this tool to have FDM e-mail a reminder to file to the selected OGE 450 Filers.

Annual OGE 450 Filers

Everyone who is required to file an OGE 450 report and has been registered in FDM will automatically be assigned an Annual

OGE 450 Report on December 31. Once the OGE 450 Reports have been automatically assigned to all current Filers in FDM, the POC
can then notify the Filers in their Org Units of their requirement to file.

The following reminder options are available:
¢ Initially notify OGE 450 Annual Filers of their report assignment.

Note: The Initial Notification option is for those Filers “automatically” assigned an OGE 450 Annual report in FDM and it is the
currently assigned reporting year. For example, if your Agency auto assigned in December 2008 your OGE 450 Filers the task
of Filing a 2009 OGE 450 Annual report, you could notify them using the Remind Filers page in January 2009. Most OGE 450
Filers who are registered as an OGE 450 Filer will automatically be assigned to file an OGE 450 Annual report on December
31 of the current year. OGE 450 Filers appointed to a position that requires a New Entrant report on/after 2 November are not

required to file an Annual OGE 450 for the CY in the year appointed. Annual Filers must have been in the covered position for
over 60 days during the reporting period.

¢ Remind Filers to begin the filing process.
¢ Remind Filers to submit their reports.

¢ Remind Filers to submit their overdue/late report.

To send a reminder notification to Filers:
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Financial Disclosure Management
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Remind Filers

Confirm Reminder to All OGE 450 Filers who have Not Started their Reports

Send an e~

From:
Subject:

Message:

Add your
optional text
here:

Closing:

mail to 3 Filers

m_jefferson_30@us.army.mil

FDM Reminder - Please start your [Reportyear] [Reporting Status] OGE 450 Report , due [Current
Due Date]

Dear [Filer Firstname Middle Lastname]
It is time to file your [Report YearJ[Reporting Status] OGE 450 Report in FDM.

Log in to FDM - URL: https://158.9.48.244.

Click the My Reports tab.

Click the Reports Not Started tab.

Click the Start this Report button beside the report.

FDM will guide you in entering your information.

When your report is complete, click the e-Sign button to sign and submit your report.
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Please consult your legal advisor if you have questions about this requirement to file a Financial
Disclosure Report, or need an extension. Also, consult your legal adviseor if you do not think you
should file such a report.

For further assistance, contact the FDM Service Center at 732-532-5666. Additonal information can
be found on the Help & Support page at: https://www.fdm.army.mi/helpSupport/helpSupport.htm.
E-mail: mailto:MONM-SECFDMSpt@conus.army.mil

Regards,
M X. Jefferson_30

Send a summarized e-mail to 1 POCs

From:
Subject:
Message:

m_jefferson_20@us.army.mil

FDM - Your Filers have been reminded to start their assigned OGE 450 Reports

Dear [POC Firstname Middle Lastname] :

FDM reminded Filer(s) in the Org Unit(s) you support ta start their assigned OGE 450 Reports in

FDM. The Filers and their respective Supervisors, grouped by your assigned Organizations, are
listed below. Log into FDM - URL: https://158.9.48.244 at any time to track their filing progress.

Create E-mail Message and Send

You can customize the message by adding your own text to
the Add Your Optional Text Here box. You can also send a copy
of this message to any associated POCs and Supervisors from
this page.

Note: Be careful when pasting text copied from an MS Word
document, as the text may not appear as you intended if

special characters are used.

7. When your message is complete, click Send.

You return to the Remind Filers screen and a summary of the
e-mails you sent is displayed.
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