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Why? 
(Purely rhetorical) 



Good recordkeeping helps you accomplish 
ethics program-related goals, promote 
more efficient ethics program operations, 
and aids in succession planning. 



You too can be a stock photo model! 



Avoid ending days feeling like this. 



Financial Disclosure 

Ethics Training 

Advice & Counsel 



Significance? 





How? 
How can we keep better records? 



Good. 



Not so 
good. 



This session won’t help. 



Get everything in one place. 

Master List 

Hard Copies 

Important Dates 





This could be…problematic. 



Get everything in one place: 

Master List 

Hard Copies 

Important Dates 



Not so 
good. 





Get everything in one place: 

Master List 

Hard Copies 

Important Dates 
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Notes 
 
Financial Disclosure: extensions, revised due dates, 
late-filing waivers, reporting issues 
Training, Other 

                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    



Get everything in one place... 

Consistently. 



Have a process: 

This should not be your process 



Have a (better)process: 

Collect Review Certify File 

• Electronic 
• Hard Copy 
• Reminders 
• Supervisor Check 
 

• Compare to Previous 
• Check Position Description 
• Check Ethics Agreement 
• Use Reference Material 
• Complete within 60 Days 
 

• Put it where it belongs 
• Not the corner of your desk 
• Update electronic files too. 
 



Use that process. Consistently. 

Notes Screenshot 
 

-- ADDED BY (initials) ON XX/XX/2014 -- 
 
Annual Covering CY20XX 
Transaction Report Signed XX/XX/XX 
POSITION 
AGENCY 
 
BACKGROUND 
 
-  
 
ETHICS AGREEMENT 
 
-  
- No conflicts identified based on ethics agreement. 
- Routing slip section on ethics agreements initialed and dated. 
 
COVER PAGE 
 
- Filed within 30 days of assuming position. 
- Filed by the annual filing deadline.  
- Filed within 30 days after leaving position.  
- Extension requests? 
- Reviewed and certified by agency within 60 days.  
 
SCHEDULE A 
 
-  
- Supplemental Regulation? 
 
SCHEDULE B 
 
Part I 
- (Do transactions after July 4, 2012 have a 278-T?) 
- (Are there outstanding 278-Ts, assessed late fees, or late fees waived for transactions not reported on 
a 278-T occurring after July 4, 2013?) 
 
Part II 
- Nothing reported.  Same as previous report.  “None” box checked. 
 
SCHEDULE C 
 
Part I 
- Personal mortgage has/has not been reported. 
 
Part II 
- Nothing reported.  Same as previous report.  “None” box checked. 
 



Improve the process. 
Ethics 

File 
Storage 

You 



Get everything together 

Be consistent 



Significance? 
(Still rhetorical) 





Morgan Stanley 
and the Case of 
the Really, Really 
Good Training 
Program 



How? 
(Revisited) 



Get everything together 

Be consistent 



Initial Ethics Orientation 



Initial Ethics 
Orientation 

Checklists 

Handouts 

Email 



Annual Ethics 
Training 



Annual Ethics 
Training 



Annual Ethics Training 
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Got everything.  Be consistent  

Save your training 

Save your tracking 

Update tracking! 



When not to update: 



When not to update: 



Get everything together 

Be consistent 



Significance? 







How? 



This actually worked. 

Get everything together 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&docid=aBTTZejvhvrUZM&tbnid=kBDbBVCt4DP6iM:&ved=0CAUQjRw&url=http://www.fkoff.com/store/item_7995437/pagetitle_Metal-Filing-Cabinets-Along-Wall-in-Office/index.html&ei=BvoEVODHCNH2yQSNvIK4BA&bvm=bv.74115972,d.eXY&psig=AFQjCNEufeu60gJnJ7Ydj0pdWnpveZU0HQ&ust=1409698668468832


Your email won’t work. 
Unless you never retire. 



What will work? 
Email, if you copy everyone 

An ethics email inbox 

A network folder 

Tracking software 



Be consistent 

Check your archived advice 

Update your archived advice 



Get everything together 

Be consistent 





The things you need to track… 

…are the things we review 
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