Ethics Check-In Procedures
Upon checking into the Command, please fill out the form in this section, and return it to Kelly Svendsen (a Command Ethics POC at NMRC) at kelly.svendsen@med.navy.mil for tracking purposes.  If you are new to the DOD, you will be required to take the most current Annual Ethics Training as an Initial Ethics Orientation within 90 days and send the certificate to Kelly Svendsen along with your check-in form.   If you are in a covered position, you must submit an OGE Form 450 along with the most current year Annual Ethics Training to Kelly Svendsen, along with your ethics check-in form.   All questions should be directed to Kelly Svendsen at 301-319-9805 or kelly.svendsen@med.navy.mil. 
(ATTACH CHECK-IN FORM HERE)
Ethics Check-Out Procedures
Upon checking out of the Command, please fill out the form in this section, and return it to Kelly Svendsen (a Command Ethics POC at NMRC) at kelly.svendsen@med.navy.mil for tracking purposes.  If you are leaving the Federal Government, you will also need to fill out a Post-Government Employment Questionnaire and return it to Kelly Svendsen along with your check-out form.  All questions should be directed to Kelly Svendsen at 301-319-9805 or kelly.svendsen@med.navy.mil. 
(ATTACH CHECK-OUT FORM HERE)
Command Ethics Counselor
Mr. Joseph K. Hemby
Phone: 301-319-7429
Email: joseph.hemby@med.navy.mil
Room Number: 1W44
Additional Point of Contact
Ms. Kelly Svendsen
Phone: 301-319-9805
Email: kelly.svendsen@med.navy.mil
Ethics Training
Ethics Training is an annual requirement for all OGE Form 450 filers and purchase card holders. If you have any questions concerning the training, contact Ms. Kelly Svendsen, x9805, kelly.svendsen@med.navy.mil or Mr. Joseph K. Hemby, x7429, joseph.hemby@med.navy.mil.
Employees new to DoD during the past 12 months are required to have an initial ethics orientation within 90 days of their arrival. Please contact Ms. Kelly Svendsen, x9805 for instructions on completing this requirement.
Instructions for Accessing Training
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 at kelly.svendsen@med.navy.mil. 
Additional Ethics Resources
Provided below are some information papers related to specific ethics topics. These papers are for informational purposes only, and do not constitute advice from an Ethics Counselor. If you have any questions or concerns or require a formal Ethics Opinion, you should promptly contact the NMRC Command Ethics Counselor, Mr. Joseph K. Hemby, at X7429 or joseph.hemby@med.navy.mil.
· Basic Obligations of Public Service 
· Conflicts of Interest 
· Fundraising 
· Impartiality in Performing Official Duties 
· Political Activities of Civilian Employees 
· Political Activities of Military Members 
· Post-Government Employment 
· Teaching, Speaking, and Writing 
· Travel 
· Use of Government Resources 
To access the most current version of the Joint Ethics Regulation, you should go to the SOCO Website, http://www.dod.mil/dodgc/defense_ethics/
OGE Form 450’S
Certain individuals, as identified by the CO, are required to file an OGE Form 450 each year.  This is a financial disclosure form, and is reserved for those individuals who are in a position to make significant financial decisions or spend money on behalf of the Federal Government.  These forms are filled out for the purpose of transparency and to avoid potential conflicts of interest.  More information may be obtained in chapter 7-3 of the Joint Ethics Regulation.
(ATTACH OGE FORM 450 HERE)
Post Government Employment Questionnaire
All individuals leaving the Federal Government should be given the opportunity to fill out a Post-Government Employment Questionnaire.  When you fill out this form, you will receive an ethics opinion on whether or not it is advisable, based on the ethics rules, to take a position.  In some cases, there are legal ramifications for taking a particular job, making this opinion critically important to receive.
(ATTACH  THE POST-GOVERNMENT EMPLOYMENT QUESTIONNAIRE HERE)
