                 HQS. HUMAN RESOURCES MANAGEMENT DIVISION

                                 STANDARD OPERATING PROCEDURE




Activity:  Filing Instructions for Standard Form 278 (Executive

                 Branch Personnel Public Financial Disclosure Report) for new

                 and departing Headquarters employees

Authority:  42 U.S.C. 2473(c) of the National Aeronautics and Space Act of 1958,

                    as amended; 5 U.S.C. App. §§ 101-107, Ethics in Government Act of 1978,

                    as amended

Responsible Branch:  Operations Branch

Purpose:  This instruction sets forth the NASA Headquarters policy, responsibilities,

                  and requirements for new appointees and employees who are separating from

                  NASA Headquarters to complete the SF-278 

Effective Date:  April 9, 2001

Applicability:  NASA Headquarters employees (except employees of the Office

                         of Inspector General) who are required to file the SF-278

INTRODUCTION:
Employees at the Senior Executive Service (SES) or equivalent levels, employees occupying positions classified as pay plans SL and ST, as well as those holding positions of a confidential or policy-making character, regardless of salary (i.e., Schedule C political appointees, with or without Senate confirmation), are required to file an initial SF-278 within 30 days of appointment; when these employees separate they must file an SF-278 within 30 days of their separation date.  This Standard Operating Procedure (SOP) covers these accession and separation filings.

An employee is considered to be at an equivalent level to an SES employee if his/her position is classified above the GS-15 level.

NOTE:  Executives are subject to a $200 late filing fee if their SF-278 is received more than 30 days after their report is due, or more than 30 days after the last day of any authorized extension period.

FILING PROCEDURES:

1. When new employees meeting the criteria in this SOP report for duty, they will be given an SF-278 by Code CP; this must be completed within 30 days.

2. When employees meeting the criteria in this SOP are separating, they will also be given an SF-278 by Code CP; this must be completed within 30 days.

3. In both cases, the completed forms are to be returned to Code CP.

4. Code CP will date stamp or write the date received in the block marked “Agency Use Only”.

5. Code CP will assure that all appropriate blocks are filled in before sending to Code G.

6. Code CP will forward the completed forms to Code G for review and approval, maintaining a log of which forms have been received and forwarded.  After this has been done, all questions concerning the completed forms will be referred to Code G or Code FPE for response, as appropriate.

7. After Code G has approved the forms, they are returned to Code FPE for filing.

NOTE:  Code CP will contact any employee or separated employee who has not filed by the deadline and attempt to obtain a completed SF-278 from them.  If this is not successful, Code CP will do the following:

a. In the case of new employees, contact the appropriate administrative

contact and, if necessary, the Official-in-Charge in an attempt to obtain

the completed form.

b. In the case of separating employees, send a certified letter to the individual.

If the above efforts fail, Code G will be notified so that they may initiate the fee collection process.

In those cases where Code G finds a discrepancy on the form or has any other concerns, Code G contacts the filer directly.

___________________________                             ____________________

Alfred Castillo                                                                           Date

Director, Headquarters Human

Resources Management Division

