U.S. ARMY AVIATION CENTER OF EXCELLENCE AND FORT RUCKER 
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	DIRECTORATE
	PHONE NUMBER AND EMAIL
	DATE

	
	
	
	

	A GIFT IS ANY GRATUITY, FAVOR, DISCOUNT, ENTERTAINMENT, HOSPITALITY, LOAN, FORBEARANCE, OR OTHER ITEM HAVING MONETARY VALUE, INCLUDING SERVICES, TRAINING, TRANSPORTATION, LOCAL TRAVEL, LODGING, AND MEALS.  INDIRECT GIFTS ARE THOSE GIVEN TO AN EMPLOYEE’S PARENT, SIBLING, SPOUSE, CHILD, OR DEPENDENT RELATIVE BECAUSE OF THAT PERSON'S RELATIONSHIP TO THE EMPLOYEE. 

	NATURE AND DESCRIPTION 
 OF THE GIFT
BRIEFLY DESCRIBE THE GIFT.  
	

	SOURCE(S) OF THE GIFT
INDICATE ALL SOURCES PROVIDING OR SPONSORING THE GIFT.
	


	REASON FOR THE GIFT  
DESCRIBE THE REASON FOR RECEIVING THE GIFT (IF KNOWN).
	

	FAIR MARKET VALUE OF THE GIFT
INCLUDE THE SOURCE(S) USED TO CALCULATE VALUE.
	

	GIFT RECIPIENTS
LIST RECIPIENT(S), INCLUDING SPOUSES AS APPLICABLE.
	


GIFT REFERENCE GUIDE AND WORKSHEET
	***  THIS IS MEANT TO BE A REFERENCE GUIDE AND WORKSHEET, AND IS NOT A SUBSTITUTE FOR OBTAINING AN ETHICS OPINION WHERE APPLICABLE.  ***


	HOW TO USE THIS DOCUMENT

	STEP 1
	FIND RELEVANT “GIFT DESCRIPTION/BASIS” AND REVIEW THE “EXCEPTION/EXCLUSION” (E/E) COLUMN TO DETERMINE IF THE GIFT IS COVERED.  
	YES
	IF YES, KEEP THE GIFT AND REVIEW THE “NOTES” FOR IMPORTANT CONSIDERATIONS OR LIMITATIONS.  NO FURTHER ACTION REQUIRED UNLESS KEY QUESTIONS EXIST; IF SO, YOU MUST ANSWER THE QUESTIONS AND COMPLETE STEPS 2-3.

	
	
	NO
	IF NO:
1)  DETERMINE IF YOUR GIFT IS SIMILAR TO ONE OF THE “E/ES” AND REVIEW THAT CATEGORY’S NOTES FOR IMPORTANT CONSIDERATIONS OR LIMITATIONS.
2)  ANSWER THE KEY QUESTIONS CONTAINED IN THAT CATEGORY.  (THESE QUESTIONS ARE DESIGNED TO DETERMINE IF ANOTHER LEGAL BASIS MAY EXIST TO PERMIT ACCEPTING THE GIFT).  IF NONE OF THE E/ES ARE SIMILAR, CONTACT OSJA AT 334-255-3308 FOR GUIDANCE. 
3) COMPLETE STEPS 2-3.

	STEP 2
	OBTAIN YOUR SUPERVISOR’S RECOMMENDATION (AT THE END OF THIS WORKSHEET).

	STEP 3
	PROVIDE THE COMPLETED WORKSHEET TO THE USAACE OSJA ETHICS COUNSELOR, BUILDING 5700, ROOM 327.


  FOR ANY GIFT, ALWAYS CONSIDER:
1.  EVEN IF YOU ARE ALLOWED TO ACCEPT THE GIFT UNDER THE RULES, GIFTS SHOULD BE REFUSED IF ACCEPTANCE WOULD CREATE  
      THE APPEARANCE OF IMPROPRIETY; 
2.  EMPLOYEES MAY NEVER USE THEIR OFFICIAL POSITIONS TO SOLICIT OR COERCE GIFTS; AND 
                  3.  YOU CAN ALWAYS REFUSE TO ACCEPT A GIFT.
	DE MINIMIS AND RELATIONSHIPS BASED

	INEXPENSIVE
	VALUED AT LESS THAN $20
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  CASH MAY NOT BE ACCEPTED UNDER THIS EXCEPTION.
-  LIMITED TO $50 PER YEAR, PER SOURCE.

	MINOR ACHIEVEMENTS RECOGNITION
	IS OF LITTLE INTRINSIC VALUE INTENDED FOR PRESENTATION
 (GREETING CARDS, PLAQUES, CERTIFICATES, TROPHIES, ETC.)
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  NOT INTENDED FOR ITEMS OF GREAT VALUE SUCH AS CRYSTAL, GLASSWARE, ITEMS CONTAINING PRECIOUS METALS, WORKS OF ART, ETC.

	REFRESHMENTS
	REFRESHMENTS
 (COFFEE, DONUTS, SODA, ETC.)
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  COMMON AT CONFERENCES OR MEETINGS.
-  CANNOT BE PART OF OR CONSTITUTE A MEAL.

	
PERSONAL

	PROVIDED BASED ON PERSONAL RELATIONSHIP*
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  SHOULD NOT BE GIVEN AT AN OFFICIAL FUNCTION.

	OUTSIDE 
EMPLOYMENT
OR BUSINESS
	PROVIDED BASED ON OWN OR SPOUSE’S OUTSIDE BUSINESS OR EMPLOYMENT RELATIONSHIP/PROSPECTIVE EMPLOYMENT
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  GIFT CANNOT BE OFFERED OR ENHANCED BECAUSE OF YOUR OFFICIAL POSITION OR STATUS IF BASED ON OWN OR SPOUSE’S OUTSIDE EMPLOYMENT.

-  GIFT MAY BE ACCEPTED IF CUSTOMARILY PROVIDED IN CONNECTION WITH BONA FIDE PROSPECTIVE EMPLOYMENT DISCUSSIONS. 

	SOCIAL
INVITATION
	SOCIAL INVITATION FROM SOMEONE WHO IS NOT A PROHIBITED SOURCE* 
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  MUST INCLUDE SEVERAL ATTENDEES.
-  ATTENDEES MAY NOT BE CHARGED A FEE.
-  NO TRAVEL OR LODGING MAY BE PROVIDED UNDER THIS EXCEPTION.
-  THIS EXCEPTION IS SOLELY FOR GIFT PURPOSES, SEPARATE AND DISTINCT FROM THE ETHICAL ISSUES SURROUNDING ACCEPTING INVITATIONS FOR FUNDRAISERS, SPEAKER REQUESTS, ETC.

	GENERAL PUBLIC BASED

	






DISCOUNTS
	DISCOUNT AVAILABLE TO GENERAL PUBLIC; ALL MILITARY, OR ALL GOVERNMENT EMPLOYEES
	
KEEP
	· REVIEW REMAINING
E/ES FOR PERMISSIBLE BASIS
· ANSWER THE KEY
QUESTIONS IN THE NOTES SECTION IF YOUR GIFT IS SIMILAR TO THIS E/E
	KEY QUESTIONS (1-3):

1.  LIST WHO IS ELIGIBLE FOR THE DISCOUNT?


2.  IS THE OFFEROR A PROHIBITED SOURCE*?
      YES                               NO

3.  IS THE DISCOUNT PART OF GOODS OR SERVICES PAID FOR BY THE GOVERNMENT OR BASED ON A GOVERNMENT CONTRACT?      YES                        NO                           IF YES, PLEASE DESCRIBE:




	REWARDS
OR PRIZES
	REWARD OR PRIZE WON IN A CONTEST OPEN TO THE PUBLIC WITH NO ENTRY FEE (E.G., LOTTERY, RAFFLE)
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-   ENTRY MUST NOT BE PART OF YOUR OFFICIAL DUTIES.

	RECOGNITION AND MEETING BASED

	
AWARDS
	VALUED LESS THAN $200, AND PRESENTED FOR MERITORIOUS PUBLIC SERVICE, AND GIVEN BY AN ORGANIZATION WHICH DOES NOT HAVE INTERESTS  SUBSTANTIALLY AFFECTED BY YOUR DUTIES
	KEEP
	· REVIEW REMAINING
E/ES FOR PERMISSIBLE BASIS
· ANSWER THE KEY
QUESTIONS IN THE NOTES SECTION IF YOUR GIFT IS SIMILAR TO THIS E/E
	KEY QUESTIONS (1-3):

1.  IS THIS AWARD GIVEN ON A RECURRING 
BASIS?    YES        NO          IF YES, FOR HOW LONG HAS THIS AWARD BEEN GIVEN? 


2.  WHO ARE PAST RECIPIENTS?


3.  WHAT ARE THE WRITTEN CRITERIA TO 
 DETERMINE AWARDEE SELECTION?


-  IF IT’S A CASH AWARD, YOU MUST OBTAIN A WRITTEN LEGAL OPINION FROM THE ETHICS COUNSELOR BEFORE ACCEPTANCE.

	HONORARY DEGREE
	HONORARY DEGREE ISSUED BY AN INSTITUTION OF HIGHER EDUCATION*
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	KEY QUESTIONS (1-2):

1.  IS THIS INSTITUTION ONE OF HIGHER EDUCATION*?     YES         NO               

2.  DOES THIS INSTITUTION HAVE A MATTER PENDING BEFORE USAACE OR DOD?    
YES         NO               IF YES, PLEASE DESCRIBE: 





-  BEFORE ACCEPTANCE, THE ETHICS COUNSELOR MUST MAKE A WRITTEN LEGAL DETERMINATION THAT THE TIMING OF THE DEGREE   WOULD NOT CAUSE A REASONABLE PERSON TO QUESTION THE EMPLOYEE'S IMPARTIALITY IN A MATTER AFFECTING THE INSTITUTION.

	FREE ATTENDANCE (STATE, LOCAL, CIVIC ORGANIZATIONS)

	FREE ATTENDANCE* AT AN EVENT SPONSORED BY STATE OR LOCAL GOVERNMENTS OR NON-PROFIT, TAX-EXEMPT CIVIC ORGANIZATIONS (26 U.S.C. §501(C)(4) ONLY)
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	KEY QUESTIONS:

1. IS THIS ORGANIZATION TAX EXEMPT UNDER 26 U.S.C. §501(C)(4)?     YES             NO  

2.  IF THE SPOUSE IS INVITED, WILL OTHER SPOUSES BE IN ATTENDANCE?     YES             NO  

-  BEFORE ACCEPTANCE, THE ETHICS COUNSELOR MUST MAKE A LEGAL DETERMINATION THAT YOUR ATTENDANCE SERVES USAACE COMMUNITY RELATIONS INTERESTS.

	FREE ATTENDANCE 
(SPEAKER AT FUNDRAISER)
	FREE ATTENDANCE* WHEN GIVING AN OFFICIAL SPEECH* AT A NON-FEDERAL ENTITY (NFE)* FUNDRAISER

	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  THE SPEECH MUST BE CONSISTENT WITH JOINT ETHICS REGULATION PARA.  3-211 AND DOD DIRECTIVE 5410.18, PARAS.  4.1, 4.2, AND 4.4. 

-  THE SPEAKER CANNOT ENDORSE OR ACTIVELY PARTICIPATE IN THE FUNDRAISER, INCLUDING SOLICITING DONATIONS OR OTHER SUPPORT FOR THE NFE.  THE SPEAKER’S ATTENDANCE MAY NOT BE USED TO PROMOTE THE EVENT.

	
	KEY QUESTIONS (1-3):

1.  DOES THE CHIEF OF STAFF AFFIRM THIS FORUM IS APPROPRIATE FOR THE DISSEMINATION OF INFORMATION IN THE SPEECH? 




2.  DOES THE SUBJECT MATTER OF THE SPEECH FOCUS ON THE EMPLOYEE’S OFFICIAL DUTIES, USAACE, U.S. ARMY, OR DOD RESPONSIBILITIES, PROGRAMS, OPERATIONS, OR POLICIES?        YES                NO               IF YES, HOW?









3. DO YOU ANTICIPATE RECEIVING A GIFT FOR SPEAKING?        YES                NO               IF YES, WHAT IS ITS VALUE? 




	FREE ATTENDANCE (SPEAKER ASSIGNED BY USAACE OR FORT RUCKER)
	FREE ATTENDANCE* AT AN EVENT WHEN ASSIGNED IN YOUR OFFICIAL CAPACITY TO BE A SPEAKER, PANEL MEMBER, OR OFFICIAL USAACE, U.S. ARMY, OR DOD REPRESENTATIVE
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	KEY QUESTIONS (1-3):

1.  DO YOU ANTICIPATE RECEIVING A GIFT FOR SPEAKING?  YES    NO      IF YES, WHAT IS ITS VALUE?


2.  IS FREE ATTENDANCE PROVIDED FOR A DAY OTHER THAN THE DAY OF THE EVENT (E.G., FOR ALL DAYS OF THE EVENT)?      YES    NO      

3.  HOW MUCH IS THE COST OF ATTENDANCE?  (“GOVERNMENT RATE,” IF ANY, IS ACCEPTABLE).


-  THE EMPLOYEE MUST BE ATTENDING THE EVENT PURSUANT TO ASSIGNMENT BY, OR AT THE DIRECTION OF USAACE OR DOD.

	FREE ATTENDANCE
(WIDELY ATTENDED GATHERING)
	FREE ATTENDANCE* AT A LARGE GATHERING OF PEOPLE WITH DIVERSE VIEWS IF THE EVENT IS IN THE INTEREST OF DOD, THE U.S. ARMY, USAACE, OR FORT RUCKER.
	YES
	KEEP.

	
	
	NO
	· REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS.
· ANSWER THE KEY QUESTIONS BELOW IF YOUR GIFT IS SIMILAR TO 
THIS E/E.
· IF THE ANSWER TO QUESTION 1 BELOW IS “YES,” THE ETHICS 
COUNSELOR MUST MAKE A WRITTEN DETERMINATION ON DOD, THE U.S. ARMY, USAACE, OR FORT RUCKER INTEREST BEFORE ACCEPTANCE.

	
	KEY QUESTIONS (1-8):
1.  IS THE SPONSOR A PERSON OR ORGANIZATION WITH INTERESTS THAT MAY BE AFFECTED BY THE PERFORMANCE OR NON-PERFORMANCE OF YOUR OFFICIAL DUTIES, OR AN ORGANIZATION THE MAJORITY OF WHOSE MEMBERS HAVE SUCH INTERESTS?    YES          NO          
IF YES, EXPLAIN HOW YOUR PARTICIPATION OUTWEIGHS THE CONCERN THAT ACCEPTANCE MAY APPEAR TO INFLUENCE THE PERFORMANCE OF YOUR OFFICIAL DUTIES:






2.  HOW MANY, AND WHAT TYPE OF PEOPLE (E.G., VETERANS, CIVIC LEADERS, CORPORATE OFFICIALS) ARE ATTENDING THE EVENT?



3.  (A)  WILL DIVERSE INTERESTS OR VIEWPOINTS BE DISCUSSED?     YES             NO  
      (B)  WILL AN EXCHANGE OF IDEAS TAKE PLACE?     YES             NO  
      (C)  IF YES TO EITHER QUESTION, DESCRIBE HOW THIS WILL OCCUR (E.G., AT WHAT POINT DURING THE EVENT):




4.  IF YOUR SPOUSE OR A GUEST IS INVITED, WILL OTHER INVITEES BRING THEIR SPOUSES OR GUESTS?     YES             NO  

5.  DOES  YOUR ATTENDANCE FURTHER DOD, THE U.S. ARMY, USAACE, OR FORT RUCKER  PROGRAMS OR OPERATIONS?     
YES             NO               IF YES, HOW?






6.  (A)   WERE YOU INVITED BY SOMEONE OTHER THAN THE SPONSOR(S)?     YES             NO  
       (B)  IF YES, BY WHOM?
	

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]7.  IS THE SPONSOR A 26 U.S.C. §501 (C)(3) OR §501 (C)(4) TAX EXEMPT ORGANIZATION?     YES             NO  

8.  (A)  WILL THE EVENT TAKE PLACE DURING OR OUTSIDE OF DUTY HOURS (I.E., BETWEEN 0800-1700)?     YES             NO  
      (B)  IF DURING DUTY HOURS, WILL YOU BE ON LEAVE OR EXCUSED ABSENCE (E.G., PERMISSIVE TDY, PASS)?     YES             NO  
	

	FOREIGN GIFTS
	

	
DUTY IN A FOREIGN AREA
	FOOD AND ENTERTAINMENT PROVIDED WHILE ASSIGNED  TO DUTY IN OR ON OFFICIAL TRAVEL TO A FOREIGN AREA*
	KEEP
	· REVIEW REMAINING
E/ES FOR PERMISSIBLE BASIS
· ANSWER THE KEY
QUESTIONS IN THE NOTES SECTION IF YOUR GIFT IS SIMILAR TO THIS E/E

	KEY QUESTIONS (1-3):

1.  WHAT IS THE DOD PER DIEM RATE FOR THE AREA?

2.  WILL NON-U.S. PERSONNEL BE PRESENT? 


3.  HOW IS ATTENDANCE PART OF YOUR OFFICIAL DUTIES?



	FOREIGN GOVERNMENT
(5 U.S.C. § 7342)
	ITEMS VALUED AT LESS THAN $375 PROVIDED BY  A FOREIGN GOVERNMENT* TENDERED AS A SOUVENIR OR MARK OF COURTESY
	KEEP
	· REVIEW REMAINING
E/ES FOR PERMISSIBLE BASIS
· ANSWER THE KEY
QUESTIONS IN THE NOTES SECTION IF YOUR GIFT IS SIMILAR TO THIS E/E

	KEY QUESTIONS (1-2):

1. IF MORE THAN $375, WOULD REFUSAL CAUSE EMBARRASSMENT, BE OFFENSIVE, OR AFFECT FOREIGN RELATIONS?     YES             NO         IF YES, HOW?


2. IF THE GIFT IS TRAVEL, DOES IT TAKE PLACE ENTIRELY OUTSIDE THE U.S.?     YES             NO  

	NON-FEDERAL ENTITY TRAVEL AND RELATED EXPENSES 

	TRAVEL, LODGING, AND RELATED EXPENSES  PROVIDED BY A NON-FEDERAL ENTITY
(31 U.S.C. §1353)

	TRAVEL, LODGING, AND RELATED EXPENSES PROVIDED BY A NON-FEDERAL ENTITY* TO ATTEND A MEETING WHILE IN AN OFFICIAL CAPACITY (ON TRAVEL ORDERS) 
	YES
	KEEP
	-  BEFORE ACCEPTANCE OF THE TRAVEL, THE ETHICS COUNSELOR MUST MAKE A LEGAL DETERMINATION REGARDING CONFLICT OF INTEREST. 

-    THIS TRAVEL MUST BE APPROVED BY TRAVEL APPROVING AUTHORITY (USUALLY THE DIRECTORATE HEAD), IN WRITING, AND FORWARDED TO THE ETHICS COUNSELOR (CONTACT ETHICS COUNSELOR FOR FORMAT). 

-  NO CASH MAY BE ACCEPTED; MUST BE PAYMENT- IN-KIND (E.G., PLANE TICKETS).

	
	
	NO
	· REVIEW REMAINING
E/ES FOR PERMISSIBLE BASIS
· ANSWER THE KEY QUESTIONS
BELOW IF YOUR GIFT IS SIMILAR TO
THIS E/E
	

	
	KEY QUESTIONS (1-5):

1.  DOES THE MEETING RELATE TO YOUR OFFICIAL DUTIES?        YES             NO                   IF YES, HOW?   


2.  WHO ELSE IS ATTENDING?


3.  IF TRAVELING BY PLANE, WHAT IS YOUR SEATING CATEGORY (E.G., COACH, PREMIUM)?


4.  WHAT INTERACTION, IF ANY, HAS THE NFE HAD WITH THE U.S. GOVERNMENT, INCLUDING DOD, THE U.S. ARMY, USAACE, OR FORT RUCKER?


5.  IS THIS TRAVEL IN THE INTEREST OF THE GOVERNMENT?      YES             NO               IF YES, HOW? 




	TAX EXEMPT AND NON-PROFIT ORGANIZATIONS 

	GIFTS FROM  CHARITABLE AND VETERAN’S SERVICE TAX EXEMPT ORGANIZATIONS
	GIFTS FOR E-6 AND BELOW SERVICEMEMBERS FROM CHARITABLE AND VETERAN ORGANIZATIONS TAX EXEMPT UNDER INTERNAL REVENUE CODE SECTIONS 501(C)(3), (4), (19), OR (23)
	KEEP
	· REVIEW REMAINING
E/ES FOR PERMISSIBLE BASIS

	-  NOTE THAT THE ORGANIZATION MUST BE TAX EXEMPT UNDER 26 U.S.C. §§ 501(C)(3), (4), (19), OR (23).  BEING A NON-PROFIT IS NOT THE SAME OF HAVING OBTAINED OFFICIAL TAX EXEMPT STATUS. 

    -  SERVICEMEMBERS CANNOT EITHER SOLICIT GIFTS FROM THESE ORGANIZATIONS OR ACCEPT CASH GIFTS.

	[bookmark: _GoBack]EXPENSES PROVIDED BY NON-PROFITS 
(5 U.S.C. § 4111)

	EXPENSES PROVIDED PURSUANT TO TRAINING IN NON-GOVERNMENTAL FACILITIES, OR OTHER MEETINGS, SPONSORED BY A 26 U.S.C. § 501(C)(3) TAX EXEMPT ORGANIZATION
	KEEP
	REVIEW REMAINING
E/ES FOR PERMISSIBLE BASIS

	KEY QUESTIONS (1-3): 

1.  IS THE ORGANIZATION TAX EXEMPT UNDER 26 U.S.C. § 501(C)(3)?     YES             NO                   

[bookmark: IA66C65003F7511E0A27E82B5925BC295][bookmark: IA66ADE643F7511E0A27E82B5925BC295][bookmark: SP;33080000a1643]2.  IS THE CONTRIBUTION, AWARD, OR PAYMENT A REWARD FOR SERVICES TO THE TAX EXEMPT ORGANIZATION?     YES             NO                   

3.  WILL YOU BE ON OFFICIAL DUTY OR OPERATING IN AN OFFICIAL CAPACITY?     YES             NO      
IF YES, HOW OR WHY?         

ADDITIONAL CONSIDERATIONS:

-  BEFORE ACCEPTANCE, THE ETHICS COUNSELOR MUST MAKE A WRITTEN LEGAL DETERMINATION THAT (1) ACCEPTANCE OF THE CONTRIBUTION, AWARD, OR PAYMENT WOULD NOT REFLECT UNFAVORABLY ON THE DOD EMPLOYEE'S ABILITY TO PERFORM HIS OR HER  DUTIES IN A FAIR AND OBJECTIVE MANNER; AND (2) ACCEPTANCE WOULD NOT COMPROMISE THE INTEGRITY OF ANY FEDERAL GOVERNMENT ACTION.

-  FEDERAL EMPLOYEES MUST DEDUCT ANY EXPENSES PAID BY THE NON-PROFIT FROM THEIR TRAVEL VOUCHER, IF ANY.

- AN ORGANIZATION MAY BE A NON-PROFIT, BUT NOT TAX EXEMPT UNDER 26 U.S.C. § 501(C)(3).

	GIFTS BETWEEN EMPLOYEES

	




GIFTS FROM 
SUBORDINATES TO SUPERIORS 























GIFTS FROM 
SUBORDINATES TO SUPERIORS 

	UNSOLICITED GIFTS GIVEN ON AN OCCASIONAL BASIS
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  AN OCCASIONAL BASIS INCLUDES TRADITIONAL GIFT GIVING EVENTS SUCH AS BIRTHDAYS AND HOLIDAYS.

-  EXAMPLES INCLUDE ITEMS (NOT CASH) UNDER $10 PER OCCASION; FOOD AND REFRESHMENTS CONSUMED AT THE OFFICE; AND PERSONAL HOSPITALITY SUCH AS A MEAL AT ONE’S HOME. 

-  AN EMPLOYEE MAY SOLICIT VOLUNTARY CONTRIBUTIONS OF NOMINAL AMOUNTS ($10 OR LESS) FROM FELLOW FEDERAL EMPLOYEES (NO CONTRACTORS) FOR AN APPROPRIATE GIFT.  THE SOLICITOR SHOULD BE JUNIOR IN RANK OR GRADE TO REMOVE THE APPEARANCE OF UNLAWFUL PRESSURE.

	
	[bookmark: I42A39B503F8A11E0A27E82B5925BC295][bookmark: I42A262D53F8A11E0A27E82B5925BC295][bookmark: SP;c0ae00006c482]A GIFT GIVEN BETWEEN TWO EMPLOYEES WHO ARE NOT IN A SUBORDINATE-OFFICIAL SUPERIOR RELATIONSHIP AND WHO HAVE A PERSONAL RELATIONSHIP JUSTIFYING THE GIFT
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  THIS PROVISION APPLIES TO A GIFT FROM AN EMPLOYEE WHO RECEIVES LESS PAY THAN THE INDIVIDUAL TO WHOM THE GIFT IS GIVEN.

-  MUST BE A BONA FIDE PERSONAL RELATIONSHIP 
(E.G., EXISTING BEFORE FEDERAL SERVICE OR CAREER LONG RELATIONSHIP).

	
	A GIFT GIVEN TO A SUPERIOR BY A SUBORDINATE ON  SPECIAL INFREQUENT OCCASIONS
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  A SPECIAL INFREQUENT OCCASION IS:

      (A)  AN OCCASION OF PERSONAL SIGNIFICANCE SUCH AS MARRIAGE, ILLNESS, OR THE BIRTH OF A CHILD; OR

      (B)  AN OCCASION TERMINATING THE SUBORDINATE-SENIOR RELATIONSHIP, SUCH AS RETIREMENT, RESIGNATION, OR TRANSFER OUTSIDE THE ORGANIZATION.

-  AN EMPLOYEE MAY SOLICIT VOLUNTARY CONTRIBUTIONS OF NOMINAL AMOUNTS ($10 OR LESS) FROM FELLOW EMPLOYEES FOR AN APPROPRIATE GIFT.  THE SOLICITOR SHOULD BE JUNIOR IN RANK OR GRADE TO REMOVE THE APPEARANCE OF UNLAWFUL PRESSURE.

	
	A GIFT WITH AN AGGREGATED VALUE OF $300 OR LESS GIVEN ON A SPECIAL INFREQUENT OCCASION BY A GROUP OF PEOPLE  WHICH INCLUDES A SUBORDINATE
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  THE COST OF FOOD, REFRESHMENTS, AND ENTERTAINMENT PROVIDED TO THE DOD EMPLOYEE AND HIS OR HER PERSONAL GUESTS TO MARK A SPECIAL INFREQUENT OCCASION SHALL NOT BE INCLUDED IN DETERMINING WHETHER THE VALUE OF A GIFT OR GIFTS EXCEEDS THE $300 AGGREGATE LIMIT.

-  IF AN EMPLOYEE CONTRIBUTES TO TWO OR MORE DONATING GROUPS, THE VALUE OF THE GIFT FROM THOSE GROUPS IS AGGREGATED FOR PURPOSES OF THE $300 LIMIT.
-  A GROUP GIFT CANNOT INCLUDE A CONTRIBUTION FROM A NON-FEDERAL EMPLOYEE SUCH AS A CONTRACTOR.

-  NO “BUY DOWN” OPTION ALLOWED.

	GIFT REMEDIES

	UNIVERSAL
	YOU PAY THE GIFT’S FAIR OR MARKET VALUE
	KEEP
	REVIEW REMAINING E/ES FOR PERMISSIBLE BASIS
	-  THE FAIR OR MARKET VALUE OF A GIFT IS ITS RETAIL COST. 



              	
FOR ANY GIFT, ALWAYS CONSIDER:
1.  EVEN IF YOU ARE ALLOWED TO ACCEPT THE GIFT UNDER THE RULES, GIFTS SHOULD BE REFUSED IF ACCEPTANCE WOULD CREATE THE APPEARANCE OF IMPROPRIETY; 
              	2.  EMPLOYEES MAY NEVER USE THEIR OFFICIAL POSITIONS TO SOLICIT OR COERCE GIFTS; AND
               	3.  YOU CAN ALWAYS REFUSE TO ACCEPT A GIFT.

	SUPERVISOR’S REVIEW

	NAME:
	
	PHONE NUMBER:
	

	I HAVE REVIEWED THIS WORKSHEET  AND: 
	
	I RECOMMEND APPROVAL OF ACCEPTANCE OF THIS GIFT.  

	
	
	I RECOMMEND DISAPPROVE OF ACCEPTANCE OF THIS GIFT. 

	
NOTES OR COMMENTS:

	


	SUPERVISOR’S
SIGNATURE:
	
	DATE:
	



	ETHICS COUNSELOR’S  REVIEW

	NAME:
	

	
	ACCEPTANCE OF THIS GIFT IS AUTHORIZED BY APPLICABLE REGULATORY OR STATUTORY AUTHORITY.

	
	ACCEPTANCE OF THIS GIFT IS NOT AUTHORIZED BY APPLICABLE REGULATORY OR STATUTORY AUTHORITY.

	NOTES OR COMMENTS:
	



	ETHICS COUNSELOR’S SIGNATURE:
	
	DATE:
	


	
GIFT
DESCRIPTION/
BASIS
	EXCEPTION/EXCLUSION
	
YES
	
NO
	
NOTES





1

*  SEE DEFINITIONS SECTION                                                            10


	DEFINITIONS

	FAIR MARKET VALUE (FRV) 
	Value of the item or similar item on a major, U.S. commercial website (e.g., Amazon.com, Walmart.com, Costco.com, etc.), not on an online auction site (e.g., ebay.com).

	FOREIGN AREA
	Any area situated outside the continental United States, the States of Alaska and Hawaii, the Commonwealths of Puerto Rico and the Northern Mariana Islands, and the territories and possessions of the United States.

	FOREIGN GOVERNMENT
	(1)  Any unit of foreign governmental authority, including any foreign national, state, local, and municipal government; (2)  any international or multinational organization whose membership is composed of any unit of foreign government as described in (1);  and any agent or representative of any such organization, while acting as such. 

	FREE ATTENDANCE
	All or part of a conference or other fee or the provision of food, refreshments, entertainment, instruction, and materials furnished to all attendees as an integral part of the event.  It does not include travel expenses, lodgings, entertainment collateral to the event, or meals taken other than in a group setting with all other attendees.

	INSTITUTION OF HIGHER EDUCATION
	[bookmark: I65C3DCE2E4C511E0B6AB93646051DCFA][bookmark: IBF4A1B80D4BC11E0B354C36B6937BB34][bookmark: SP;d86d0000be040][bookmark: I65C3DCE3E4C511E0B6AB93646051DCFA][bookmark: IBF4A1B81D4BC11E0B354C36B6937BB34][bookmark: SP;28cc0000ccca6][bookmark: I65C3DCE4E4C511E0B6AB93646051DCFA][bookmark: IBF4A1B82D4BC11E0B354C36B6937BB34][bookmark: SP;d40e000072291][bookmark: I65C403F0E4C511E0B6AB93646051DCFA][bookmark: IBF4A1B83D4BC11E0B354C36B6937BB34][bookmark: SP;488b0000d05e2]An educational institution in any State that:  (1)  admits as regular students only persons having a certificate of graduation from a school providing secondary education, or the recognized equivalent of such a certificate; (2)  is legally authorized within such State to provide a program of education beyond secondary education; (3)  provides an educational program for which the institution awards a bachelor's degree or provides not less than a two-year program that is acceptable for full credit toward such a degree, or awards a degree that is acceptable for admission to a graduate or professional degree program, subject to review and approval by the Secretary of Education; (4)  is a public or other nonprofit institution; and (5)  is accredited by a nationally recognized accrediting agency or association, or if not so accredited, is an institution granted preaccreditation status. 

	NON-FEDERAL ENTITY
	Any person or entity other than the U.S. Government.  The term includes individuals, private or commercial entities, not-for-profit organizations, international or multinational organizations, and foreign, state, or local governments (including the District of Columbia).

	OFFICIAL SPEECH
	A speech given by an employee in her or his official capacity on a subject matter related to her or his official duties.  The subject matter relates to official duties when it focuses specifically on said duties, or responsibilities; programs or operations of the U.S. Army, DOD ; or on U.S. Army or DOD policy matters for which the employee is authorized to speak.  

	PERSONAL RELATIONSHIP
	A relationship such as those between the employee and personal friends, or his or her parents, children, or spouse, when the circumstances make it clear those connections, rather than the employee’s position, are the motivating factors behind the gift.

	PROHIBITED SOURCE
	Any person or entity that:  (1) seeks official action from DOD;  (2) does or seeks to do business with DOD; (3)  is regulated by DOD; (4)  has interests that may be substantially affected by the performance or nonperformance of the employee's official duties; or (5) is an organization a majority of whose members fit into one or more of these categories.  







