PLEASE FORWARD THIS FORM TO KELLY SVENDSEN AT KELLY.SVENDSEN@MED.NAVY.MIL 

ETHICS CHECK-IN SHEET

1. NAME______________________________________            

2. CIRCLE ONE:  MILITARY/CONTRACTOR/GS/OTHER___________    

3. CHECK-IN DATE______________________________

4. COMMAND_____________________     

5. HAVE YOU REVIEWED THE ETHICS INFORMATION ON THE INTRANET PAGE?_____

6. ARE YOU NEW TO DOD?________

a. IF NO, SKIP TO NUMBER 6;
b. IF YES, YOU ARE REQUIRED TO HAVE A 60 MINUTE INITIAL ETHICS ORIENTATION WITHIN 90 DAYS OF YOUR ARRIVAL.  THIS SHOULD BE ACCOMPLISHED BY TAKING THE MOST CURRENT ANNUAL ETHICS TRAINING AVAILABLE.   INSTRUCTIONS FOR ACCESSING THIS TRAINING ARE AS FOLLOWS:

· CLICK ON https://donogc.navy.mil/Ethics/
· ACCEPT DOD NOTICE AND CONSENT
· COMPLETE THE MOST CURRENT YEAR’S TRAINING THAT IS AVAILABLE
· AT THE END OF THE COURSE, FOLLOW THE DIRECTIONS TO FILL OUT AND PRINT YOUR CERTIFICATE
· FORWARD A COPY OF THE CERTIFICATE TO YOUR DIRECTORATE TRAINING OFFICER AS WELL AS kelly.svendsen@med.navy.mil 

7.  ARE YOU IN A POSITION THAT WOULD REQUIRE YOU TO FILE AN OGE FORM 450?  IF NO, SKIP TO NUMBER 7._______

a. IF YES, YOU ARE REQUIRED TO HAVE AN OGE FORM 450 AND AN ANNUAL ETHICS TRAINING CERTIFICATE ON FILE WITHIN 30 DAYS OF YOUR ARRIVAL.  THIS SHOULD BE ACCOMPLISHED  BY ONE OF THE TWO FOLLOWING ACTIONS:

i. IF YOU HAVE FILED AN OGE FORM 450 AND TAKEN THE CURRENT ANNUAL ETHICS TRAINING AT YOUR PREVIOUS PLACE OF EMPLOYMENT, YOU MAY FORWARD BOTH TO kelly.svendsen@med.navy.mil WITHIN 30 DAYS OF YOUR ARRIVAL; OR
ii. YOU MUST FILL OUT THE OGE FORM 450 (LONG FORM) AND TAKE THE MOST CURRENT ANNUAL ETHICS TRAINING AVAILABLE WITHIN 30 DAYS OF YOUR ARRIVAL AND FORWARD BOTH TO kelly.svendsen@med.navy.mil.  INSTRUCTIONS FOR ACCESSING THIS TRAINING ARE AS FOLLOWS:

· CLICK ON https://donogc.navy.mil/Ethics/
· ACCEPT DOD NOTICE AND CONSENT
· COMPLETE THE MOST CURRENT YEAR’S TRAINING THAT IS AVAILABLE
· AT THE END OF THE COURSE, FOLLOW THE DIRECTIONS TO FILL OUT AND PRINT YOUR CERTIFICATE
· FORWARD A COPY OF THE CERTIFICATE TO YOUR DIRECTORATE TRAINING OFFICER AS WELL AS kelly.svendsen@med.navy.mil

8.  THE COMMAND ETHICS COUNSELOR IS MR. JOSEPH K. HEMBY, AND HE IS LOCATED AT NMRC.  ANY QUESTIONS OR CONCERNS ABOUT ETHICS MAY BE ASKED OF THE FOLLOWING INDIVIDUALS:

a. MR. JOSEPH K. HEMBY
301-319-7429
JOSEPH.HEMBY@MED.NAVY.MIL 
b. MS. KELLY A. SVENDSEN
301-319-9805
KELLY.SVENDSEN@MED.NAVY.MIL 

9.  ADDITIONAL ETHICS INFORMATION AND RESOURCES MAY BE FOUND ON YOUR INTRANET HOME PAGE.
