	NON-FOREIGN GIFT REPORTING WORKSHEET

	GIFT RECIPIENT’S NAME:
	
	

	GIFT DONOR:
	DONOR’S NAME:
	

	
	IS THE DONOR A PROHIBITED SOURCE*?
	YES
	NO

	
	IS THE GIFT GIVEN BASED UPON THE RECIPIENT’S OFFICIAL POSITION, DUTIES, OR STATUS AS A SERVICEMEMBER OR FEDERAL EMPLOYEE?
	YES
	NO

	DATE AND PLACE OF RECEIPT:

	

	BRIEF STATEMENT OF CIRCUMSTANCES OF RECEIPT:
(HOW WAS IT OBTAINED?)
	

	DESCRIPTION OF GIFT (INCLUDE ITS COMPONENT PARTS, IF ANY):
	

	FAIR MARKET VALUE (FMV) OF GIFT:
	$

	HOW WAS THE GIFT’S FMV ESTABLISHED (ATTACH INTERNET PRINTOUT OR OTHER DOCUMENT USED TO DETERMINE VALUE)?
	

	RECIPIENT’S DESIRE:
	RETURN THE GIFT:
	YES
	NO

	
	PURCHASE THE GIFT:
	YES
	NO

	
	DONATE TO MWR:
	YES
	NO

	
	KEEP THE GIFT:
	YES
	NO

	
	IF A PERISHABLE GIFT:

	
	DONATE TO CHARITY:
	YES
	NO

	
	SHARE WITH ORGANIZATION:
	YES
	NO

	
	DESTROY WITH COMMAND OR ETHICS COUNSELOR APPROVAL:
	YES
	NO

	USAACE POINT OF CONTACT NAME AND PHONE NUMBER:
	


	*  A PROHIBITED SOURCE IS ANY PERSON OR ENTITY THAT:  (1) IS SEEKING OFFICIAL ACTION BY DOD;  (2) DOES OR SEEKS TO DO BUSINESS WITH DOD;  (3) IS REGULATED BY DOD;  (4) HAS INTERESTS THAT MAY BE SUBSTANTIALLY AFFECTED BY 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.

	SUPERVISOR’S REVIEW

	NAME:
	
	PHONE NUMBER:
	

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


	
	
	DISAPPROVAL OF ACCEPTANCE AND DISPOSITION OF THIS GIFT. 


	
NOTES OR COMMENTS:

	


	SUPERVISOR’S
SIGNATURE:
	
	DATE:
	



	ETHICS COUNSELOR’S  REVIEW

	NAME:
	

	I HAVE REVIEWED THIS WORKSHEET  AND I FIND:
	
	ACCEPTANCE AND DISPOSITION OF THIS GIFT IS AUTHORIZED BY APPLICABLE REGULATORY OR STATUTORY AUTHORITY AND NO FURTHER LEGAL REVIEW IS REQUIRED.

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

	[bookmark: _GoBack]NOTES OR COMMENTS:
	







	ETHICS COUNSELOR’S SIGNATURE:
	
	DATE:
	


NOTES:
1.  DETERMINE FMV BY FINDING 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).
2.  GIFT FMVS MUST BE AGGREGATED IF GIVEN BY THE SAME SOURCE AT THE SAME PRESENTATION.  GIFTS GIVEN TO A FEDERAL EMPLOYEE’S SPOUSE IS CONSIDERED A GIFT TO THE EMPLOYEE AND MUST BE INCLUDED IN THE AGGREGATED FMV. 
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