Ethics Commission Liaisons

Appointed by each governmental entity

Each governmental entity [except those exempt under the definition of public member] must appoint
aliaison to the Ethics Commission who isresponsiblefor filing alist of employees and/or members
of governing boards or commissions required to file statements of financial interests. Listsmay be
filed on the paper form, by computer diskette or electronically transmitted.

List duedate

Thelist isdue at the Ethics Commission on or before December 31 of each year. A samplelistis
attached. A current list for your governmenta entity may be requested from Janice Gafford at
405.522.2510 or e-mail at:

jani ce.gafford@ethics.ok.gov

Notification of appearance on list

The employee or member so designated shall notify each person identified on the list in writing of
his or her obligation to file a statement of financial interests. Only those persons identified on the
list shall berequiredtofileastatement of financial interests. Theintentional or inadvertent omission
by another of a person from the list shall not subject such person to any liability resulting from the
omission.

Amendmentsto list
New employees or appointees and terminating employees or appointees should be reported to the

Commission within fifteen (15) days of appointment, employment or termination. Pleasedesignate
if the appointment is subject to confirmation.

Who Must Report

State officers

All elective, appointed or employed officer s [employees who are not officers are not included] in
the executive, judicial or legidative branch of the State of Oklahomaare required to file statements
of financial interests except for the following:

' members of advisory bodies to the legislative, executive or judicial branch of state
government;

! Postadjudication Review Board members appointed pursuant to Section 1116.2 of Title 10
of the Oklahoma Statutes;

1 board members of guaranty associations created pursuant to state statute; and
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! precinct inspectors, judges, clerks and counters.
Candidates

All candidates seeking nomination or election to el ective state office are required to file statements
of financial interests. An individual becomes a candidate when the individual:

1 has filed a declaration of candidacy for any state office with the Secretary of the State
Election Board,

! is nominated as a "substitute candidate" pursuant to Section 1-105 of Title 26 of the
Oklahoma Statutes; or

1 solicits or accepts contributions, makes expenditures or gives consent to an individual,
organization, party committee, or other committeeto solicit or accept contributions or make
expenditures to secure election to any state office at any time, whether or not the office for
whichtheindividual will seek nomination or electionisknownwhenthesolicitationismade,
the contribution is accepted or the expenditures are made.

Unopposed candidates are still considered candidates for purposes of this requirement, but persons
who have withdrawn declarations of candidacy are not.

Public members

All public members are required to file statements of financial interests. A public member is a
person appointed to a compensated or uncompensated part-time position on a board, commission,
council, authority, bureau, committee, state beneficial public trust or other establishment of the
executive, legidative or judicial branch of the State of Oklahoma. A public member does not lose
this status by receiving reimbursement of expenses or a per diem payment for services. Public
members do not include:

' members of advisory bodies to the legislative, executive or judicial branch of state
government;

! Postadjudication Review Board members appointed pursuant to Section 1116.2 of Title 10
of the Oklahoma Statutes;

1 board members of guaranty associations created pursuant to state statute; and
! precinct inspectors, judges, clerks and counters.
Certain state employees
Thechief administrative officer and thefirst assi stant administrative officer of agovernmental entity

arerequired tofile statementsof financia interests. Other state employeesrequired tofilearethose
who determine state policy or make final spending decisionsfor the state or any state governmental



entity. Some considerations to employ in determining whether a state employee determines state
policy or makes final spending decisions are:

1 employees who make final spending decisions are those who approve claims for payment;
1 employees who determine state policy are those with the authority to adopt rules or
procedures that are externa to the governmental entity with which they are associated.
Employeeswith the authority to adopt only rules or procedures or make personnel decisions
interna to the governmenta entity with which they are associated are not considered to
determine state policy;
What state employees make final spending decisions?

For purposes of persona financial disclosure, a person who makes final spending decisions shall
include a person who:

1 participatesin thereview and analysis of bid specifications;
! assistsinthereview and analysis of bids;
' recommends for selection bidders,

! preparesor approves requisitions for purchases against previously bid statewide or agency
issued contracts,

1 areinthe claim preparation or approval process who can exercise discretion and who can
cause previously made purchasing decisions to be reviewed before payment is made.

What state employees do not make final spending decisions?
A person who makes final spending decisions shall not include a person who:
1 performsclerical duties related to purchasing and claim processing; or

! isinvolved in substantive purchasing duties but isrestricted to individual purchases of less
than twenty-five hundred dollars ($2,500).

Exemption for adjunct faculty members
A full-time or adjunct faculty member of the Oklahoma State System of Higher Education, who

neither determines state policy nor makesfinal spending decisionsfor the state or any governmental
entity, shall not be required to file a statement of financial interests.

When Statements Are Due

State employees, public members, and state officers



Statements may be filed beginning January 1 and are due by April 30 of each year during the term
of your office or employment.

A statement relates to the preceding calendar year and must be filed even though appointment or
employment is terminated on or after January 1.

A state officer, public member or state employee shall be granted athirty-day extension of thetime
for filing a statement of financial interests by filing with the Ethics Commission a declaration of
his/her intent to defer the filing not more than ten days before the date the statement is due.

State employees upon initial employment

For astate employee employed after January 1 but before April 1, theinitial statement must befiled
by April 30 or thirty (30) days after employment, whichever is|ater.

For a state employee employed after March 31, the initial statement must be filed thirty (30) days
after employment. See attached |etter.

Public membersor appointeesto an elective office upon initial appointment to office

For apublic member or an appointeeto an el ective officewho isappointed after January 1 but before
April 1, theinitia statement must befiled by April 30, thirty (30) days after appointment, or thirty
(30) days after assuming the duties of the office, whichever islater.

For apublic member or an appointeeto an el ective officewho isappointed after March 31, theinitial
statement must be filed thirty (30) days after appointment or thirty (30) days after assuming the
duties of the office, whichever is later. See attached letter.

Candidates

For acandidate, statements are due within ten days of filing adeclaration of candidacy. Candidates
who have aready filed a compensated filer statement ["Form F-1R"] as a state officer, public
member or state employee are not required to file a second statement. Please note, however, that
having filed an uncompensated filer statement {"Form F-2R"] or a statutory financial disclosure
statement ["Form F-1"] will not satisfy the requirement to file a compensated filer statement.

(NOTE: If afiler filed astatement as acandidate during the previous calendar year and was el ected,
that filer must also file by April 30 of the year following his or her election covering the preceding
calendar year.

Statement of no change

A statement of no change must include the same information as required by Subsection (@)
Paragraphs (1) and (2), or Subsection (b) Paragraphs (1) and (2), and a statement that all required
information was reported for the previous calendar year and there has been no change in the
information reported for the previous calendar year. It shall be certified.



“FINAL” Statement due within 60 days of Termination

Every state officer and employee required to file statements must file afinal statement of financial
interests within sixty (60) days of the date of termination of services. Appointed public members
whose terms have expired continue to serve until their successor is appointed and qualified. A final
statement covers the period from January 1 through the date of termination.

Not campaign disclosure

Personal financial disclosure does not include disclosure of campaign finance. State candidates are
also required to report campaign disclosure information.

Exempt From Reporting

The following people do not need to file statements of financial interests with the Ethics
Commission:

' candidatesfor federa office or officials holding federa government positions;

1 amember of an advisory body to the legidative, executive, or judicial branch of state
government;

' amember of the Postadjudication Review Board appointed pursuant to Section 1116.2 of
Title 10 of the Oklahoma Statutes;

1 aboard member of aguaranty association created pursuant to state statute; and

! precinct inspectors, judges, clerks and counters.

Requestsfor Extension
30-day extension
Filewithin 10 daysbeforebut by duedate. Except for candidatesfor state office, any personwho
isrequired to file a statement of financial interests["Form F-1R" or "Form F-2R"] shall be granted
one automatic 30-day extension of hisor her time for filing the statement. The extension will not
be granted unless it is received not more than 10 days before but by the due date for filing the
statement.

NOTE: The 30-day extension is not available to candidates. A candidate's F-1R report must be
filed upon filing a Declaration of Candidacy.

Other Key Points

Frequency — One per calendar year rule— Exception



Officers and employees required to file Form F-1R or F-2R need file only one report each calendar
year. Therefore, if you havefiled the samereport with the Ethics Commission covering the previous
calendar year, you do not have to file another report if you are up for re-election, you decide to run
for another office, or are appointed to a position which also makes you subject to financial
disclosure. However, pleasenotethat filingthe F-2R asan uncompensated filer doesnot satisfy
therequirement to filean F-1R asa compensated filer.

Corrections

Amend your report as soon as you discover that one previoudly filed is incomplete or otherwise
inaccurate. Toamend areport, filethe appropriate form and check "amended" in Section 2. Include
acover letter with the amendment explaining the circumstances surrounding the error. Use 8-1/2"
x 11" white paper. (Remember, changes in your financial holdings which happened after the
reporting period do not trigger anamendment. These changeswill first appear onthereport covering
the period in which they occurred.)

Attachments

Any attachments must be on 8-1/2" x 11" standard white paper. You must identify any additional
pages with your name, the time period covered by the report and the report section

Current events

Significant changesin your life this year -- marriage, divorce, purchase of property, etc. -- do not
affect areport covering a previous year. You will report the financial effects of these changes on
your next, regular report. You should, however, report changes in name, job status, or mailing
addressto your agency liaison who advisesthe Ethics Commission of such changes before reminder
notices are mailed for the next report.

Incomplete reports

Filers are required to fill out each section of the F-1R or F-2R that applies to them and their
immediate family members. Persons needing extratimeto file acompl ete report should request the
automatic 30-day extension. Thismust beinwriting and received by the Ethics Commissionwithin
the 10-day period leading up to and including the due date. Persons unable to disclose al the
required information (perhaps because a spouse or business with whom they are associated refuses
to cooperate) must file all known information and amend the report when complete information is
known.

Filedate

Reports must be received in the Ethics Commission office by 5:00 p.m. of theduedate. Postmarks
haveno bearing on whether adocument istimely filed. Dueto activity onthe FAX machine, the
Commissionwill consider areport timely filedif received by facsimiletransmission beforemidnight
of the due date. Be aware that if you wait until the due date, you run therisk of the FAX
machinenot being available. Before sending anotarized document by FA X, please shade the seal



from side to side, top to bottom with a dull pencil so that it appears on the faxed document. The
FAX aone suffices, and it is not necessary to then mail the original report.

Personal copy

Be sure to keep a copy of your report. You will want to refer to it next year and the Ethics
Commission may not be able to supply a copy in time for you to meet your reporting deadline.

Compensation

At various pointsin thereport, you will be asked to disclose sources of compensation for you, your
immediate family members and businesses with which you are involved. When doing so, it is
important to know that, by rule definition "compensation” means payment of any kind in any form
for "services rendered or to be rendered”.

Compensation does not include reimbursement of expensesif the reimbursement does not exceed
the amount expended for the expenses and is substantiated by an itemization of expenses or if the
reimbursement is authorized by law.

Reporting amounts and values

FILERSARENOT REQUIRED TOREPORT ANY DOLLARAMOUNTSOR RANGESOF
COMPENSATION. If the amount exceeds $5,000, the source is reported. If it isless than that
amount, nothing need be disclosed.

When determining whether securities need to be reported, use the highest fair market value
realized by the security during the reporting period, not the year-end value or the asset'sworth when
you are completing the report.

Supplementsto F-1R [" Form F-1S"]

Compensated filersarerequired tofile, by paper form, computer diskette or el ectronic transmission,
a supplement to the Form F-1R called Form F-1S within 10 days of the filer or his or her spouse
receiving paymentsfrom new clientsrequired to be reported under Section 8 of theF-1R. Electronic
filings must be followed by delivering, faxing or mailing a signed copy. F-1S forms are also
included in the back of this manual. Diskettes with form software may be obtained from the
Commission.



[SAMPLE LIAISON LETTER]

Dear [state officer or state employes]:

Y ou are hereby advised that as a new [employee or appointee] of this governmental entity,
you arerequired to file a Statement of Financial Interests [for Compensated Filers (Form F-1R) or
for Uncompensated Filers (Form F-2R)]. Statements must be filed with the Ethics Commission
within 30 days of your initial employment, appointment or assuming the duties of the office,
whichever islater.

| have furnished your name and addressto the Ethics Commission. A formwill be provided
to you by that agency. Y our immediate attention to completing the form is requested in order to
avoid latefiling fees.

Submission of the form is required on an annual basis (by April 30 of each year for the
preceding year). A 30-day extension will be granted if requested within the 10-day period before
thefinal duedate. Upon termination of your services, you arerequiredtofilea“FINAL” statement
within 60 days of termination covering the portion of the immediate year you served.

If you have any questions, contact me at [phone number or e-mail address| or the Ethics
Commission at 405.521.3451 or

jgafford@mhs.oklaosf.state.ok.us

Respectfully,

[Name of Liaison]
Liaison to Ethics Commission
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