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Subpart G—Administration
§ 0.735–35 Responsibilities of employ-

ees. 
It is the responsibility of each em-

ployee: 
(a) To assure, at the outset of his em-

ployment, that each of his interests 
and activities is consistent with the re-
quirements established by or pursuant 
to this part; 

(b) To submit a statement of employ-
ment and financial interests at such 
times and in such form as may be spec-
ified in or pursuant to this part; 

(c) To certify, upon entering on duty 
in the Department, that he has read 
this part and applicable regulations 
supplementary thereto; 

(d) To obtain prior written authoriza-
tion of any interest or activity about 
the propriety of which any doubt exists 
in the employee’s mind, as provided in 
§ 0.735–39; 

(e) To confine each of his interests 
and activities at all times within the 
requirements established by or pursu-
ant to this part, including any author-
izations granted pursuant to this part; 
and 

(f) To obtain a further written au-
thorization whenever circumstances 
change, or the nature or extent of the 
interest or activity changes, in such a 
manner as to involve the possibility of 
a violation or appearance of a violation 
of a limitation or requirement pre-
scribed in or pursuant to this part.

§ 0.735–36 Responsibilities of operating 
units. 

The head of each operating unit, or 
his designee, shall: 

(a) Furnish or make available to each 
employee a copy of this part (or a com-
prehensive summary thereof) within 90 
days after approval of this part by the 
Office of Personnel Management, and, 
upon their issuance, a copy of any reg-
ulations supplementary thereto (or a 
comprehensive summary thereof); 

(b) Furnish or make available to each 
new employee at the time of his en-
trance on duty a copy of this part as it 
may be amended and any supple-
mentary regulations (or a comprehen-
sive summary thereof); 

(c) Bring this part (or as it may be 
amended and any supplementary regu-

lations thereto) to the attention of 
each employee annually, and at such 
other times as circumstances may war-
rant as may be determined by the As-
sistant Secretary for Administration; 

(d) Have available for review by em-
ployees, as appropriate, copies of laws, 
Executive orders, this part, supple-
mentary regulations, and pertinent Of-
fice of Personnel Management regula-
tions and instructions relating to eth-
ical and other conduct of Government 
employees; 

(e) Advise each employee who is a 
special Government employee of his 
status for purposes of 18 U.S.C. 203 and 
205; 

(f) Require each employee specified 
in § 0.735–22 to submit a statement of 
employment and financial interests, as 
provided by or pursuant to this part; 

(g) Develop an appropriate form, with 
the approval of the counselor of the De-
partment, on which the employee may 
certify that he has read this part and 
applicable regulations supplementary 
thereto, in accordance with § 0.735–
35(c), and on which he may, if he so de-
sires, indicate that he has a private ac-
tivity or interest about which he re-
quests advice and guidance as provided 
by § 0.735–38. 

(h) Require each employee upon en-
tering on duty and at such other times 
as may be specified, to execute the cer-
tification required by § 0.735–35(c); 

(i) Report to the program Secretarial 
Officer concerned and to the Assistant 
Secretary for Administration promptly 
any instance in which an employee, 
after notice, fails to submit the certifi-
cation required under § 0.735–35(c) or a 
statement of employment or financial 
interests required under this part with-
in 14 calendar days following the pre-
scribed time limit for doing so; and 

(j) Take action to impress upon each 
employee required to submit a state-
ment of employment and financial in-
terests, upon his supervisor, and upon 
employees with whom the employee 
works, their responsibility as follows: 

(1) The employee’s supervisor is re-
sponsible (i) for excluding from the 
range of duties of the employee any 
contracts or other transactions be-
tween the Government and his outside 
employer, clients, or entities in which 
he has an interest within the purview
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