U.S. OFFICE OF GOVERNMENT ETHICS

10 AcCTIONS TO RAISE EMPLOYEE

As the holiday season approaches, federal government employees may
find themselves in situations where they are offered gifts from outside
sources and/or fellow employees. Raising employee awareness of the gift
rules helps ensure that the integrity of government programs and
operations are preserved. Agencies seeking to raise employee awareness
of the gift rules should consider the following ten actions. OGE has made
available related training products that can be accessed through this
document.

1. Hang Posters with “Gift Themes” Throughout the Agency.

ONTACT YOUR ETHICS OFFICE CoNTACT YOUR ETHICS OFFICE

CoNTACT YOUR ETHICS OFFICE

For a copy of theses posters, email contactoge@oge.gov.

2. Distribute Pamphlets Outlining the Gift Rules.
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http://www.usoge.gov/training/training_materials/pamphlets/phgiftsbtwemp_98.pdf
http://www.usoge.gov/training/training_materials/pamphlets/phgiftsfrmout_98.pdf
mailto:contactoge@oge.gov
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3. Develop Training Modules Focused on Gift Rules.
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5. Give Briefings on Gift Rules at Staff Meetings.

15 MINUTE ETHICS BRIEFING OUTLINE: HOLIDAY SEASON

L Inoduction
a. Introduce yourself and the role of the ethics office
b. Explain the purpose of ihe gift rules

1L Gifis from Outssde Sources
a. Dhscuss the basic prohibition
i Prohibited Source
ii. Official Position

. Review the most common exceptions used during the
holiday scason
i S or less
it Personal relaticnship

Gifis Between Emplayees
a. Discwss the basic probibition
i, Give a gift o an official superior
i, Accept o gift from an emplovee making less pay
b Review commaon exceptions used dusing the holiday
scason
i Sl0orless
it Food and refreshments shased in the office

IV,  Discuss a recent violation

V. Conclude by providing contact information



http://www.usoge.gov/training/module_files/giftsfrom_wbt_99/sources.html
http://www.usoge.gov/training/module_files/giftsbtw_wbt_00/intro1.html
http://www.usoge.gov/training/crossword_puzzles.aspx

6. Involve Senior Leadership and Supervisors in Spreading the Message

about the Gift Rules.
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8. Create a Chart of Recent Gift Violations.

Encyclopedia of Ethical Failure

Department of Defense
Office of General Counsel
Standards of Conduct Office
September 2008



http://www.usoge.gov/ethics_docs/agency_model_prac/li_concrete_actions.pdf
http://www.dod.mil/dodgc/defense_ethics/
http://www.usoge.gov/ethics_guidance/daeograms/dgr_files/2008/do08039.pdf

9. Design a Start-Up Alert for Employee Computer Desktops.

Have you received an invitation to attend a reception during the holiday season?

If the invitation is coming from someone who does business with the agency or if the
invitation is addressed to you in your professional capacity, contact the ethics office
at (xxx) XXx-XXXX

As the holiday season approaches, the ethics office would like to remind you that if
you have questions about the application of the gift rules you should contact us at
(xXX) XXX-XXXX.

Thinking of getting your supervisor a gift during the holidays?
Think again. Contact the ethics office at (xxx) xxx-Xxxx

Are you having a holiday party? Have contactors been invited?
Contact the ethics office at (xxx) XxXX-XXXX

10. Post Contact Information of Ethics Officials on Agency Bulletin Boards.
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