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organizations comply with the stand-
ards of this part. Their responsibilities 
shall include: 

(1) Designating officials to review 
and approve outside activity requests 
in accordance with § 73.735–708 of this 
part or statements of employment or 
financial interests under § 73.735–902. A 
list of the officials designated for these 
purposes shall be provided to the De-
partment Ethics Counselor and to the 
Assistant Secretary for Personnel Ad-
ministration and shall be updated in 
January and July of each year. 

(2) Designating for the components of 
his or her organization, other than 
those for which a principal regional of-
ficial provides personnel services, one 
or more individuals to oversee and co-
ordinate the administrative aspects of 
these regulations. Responsibilities of 
such a person include making sure each 
employee or special government em-
ployee is provided a copy of these regu-
lations, or an appropriate summary 
thereof; ensuring that training in the 
requirements of the regulations is pro-
vided to supervisors and to new em-
ployees; providing for the distribution, 
receipt, review and retention of finan-
cial interest reports and statements as 
directed by the Department Ethics 
Counselor and the Assistant Secretary 
for Personnel Administration; sending 
annual reminders as required; pro-
viding for a file of outside work re-
quests; giving information and assist-
ance to employees on a day-to-day 
basis; and making available to employ-
ees the names and addresses of the De-
partment’s Ethics Counselor and dep-
uty ethics counselors. 

(f) Principal Regional Officials 
(PROs) shall designate one or more re-
gional employees to perform, for com-
ponents for which personnel services 
are provided by the PROs, the respon-
sibilities in paragraph (e)(2) of this sec-
tion.

Subpart C—Conduct on the Job
§ 73.735–301 Courtesy and consider-

ation for others. 
(a) An employee’s conduct on the job 

is, in all respects, of concern to the 
Federal government. Courtesy, consid-
eration, and promptness in dealing 
with the public must be shown in car-

rying out official responsibilities, and 
actions which deny the dignity of indi-
viduals or conduct which is disrespect-
ful to others must be avoided. Employ-
ees must recognize that inattention to 
matters of common courtesy can ad-
versely affect the quality of service the 
Department is responsible for pro-
viding. Where appropriate, courtesy to 
the public should be included in the 
standards for employee performance. 

(b) Of equal importance is the re-
quirement that courtesy be shown in 
day-by-day interaction with co-work-
ers. Employees shall be polite to and 
considerate of other employees, and 
shall respect their needs and concerns 
in the work environment.

§ 73.735–302 Support of department 
programs. 

(a) When a Department program is 
based on law, Executive Order or regu-
lation, every employee has a positive 
obligation to make it function as effi-
ciently and economically as possible 
and to support it as long as it is a part 
of recognized public policy. An em-
ployee may, therefore, properly make 
an address explaining and interpreting 
such a program, citing its achieve-
ments, defending it against uninformed 
or unjust criticism, or soliciting views 
for improving it. 

(b) An employee shall not, either di-
rectly or indirectly, use appropriated 
funds to influence, or attempt to influ-
ence, a Member of Congress to favor or 
oppose legislation. However, when au-
thorized by his or her supervisor, an 
employee is not prohibited from: 

(1) Testifying, on request, as a rep-
resentative of the Department on pend-
ing legislation or proposals before Con-
gressional Committees; or 

(2) Assisting Congressional Commit-
tees in drafting bills or reports on re-
quest, when it is clear that the em-
ployee is serving solely as a technical 
expert under the direction of com-
mittee leadership. 

(c) All employees shall be familiar 
with regulations and published instruc-
tions that relate to their official duties 
and responsibilities and shall comply 
with those directives. This includes 
carrying out proper orders from offi-
cials authorized to give them. 
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(d) Employees are required to assist 
the Inspector General and other inves-
tigative officials in the performance of 
their duties or functions. This require-
ment includes the giving of statements 
or evidence to investigators of the In-
spector General’s office or other HHS 
investigators authorized to conduct in-
vestigations into potential violations.

§ 73.735–303 Use of government funds. 
(a) An employee shall not: 
(1) Improperly use official travel; 
(2) Improperly use payroll and other 

vouchers and documents on which Gov-
ernment payments are based; 

(3) Take or fail to account for funds 
with which the employee is entrusted 
in his or her official position; or 

(4) Take other Government funds for 
personal use. Violation of these prohi-
bitions carry criminal penalties. 

(b) In addition, employees shall avoid 
wasteful actions or behavior in the per-
formance of their assigned duties.

§ 73.735–304 Use of government prop-
erty. 

(a) An employee shall not directly or 
indirectly use, or allow the use of, Gov-
ernment property of any kind, includ-
ing property leased to the Government, 
for other than officially approved ac-
tivities. An Employee has a positive 
duty to protect and conserve Govern-
ment property, including equipment, 
supplies, and other property entrusted 
or issued to him or her. For example: 

(1) Only official documents and mate-
rials may be processed on Government 
reproduction facilities. Both super-
visors and employees must assure that 
this rule is strictly followed. (Excep-
tion for employee welfare and recre-
ation associations is stated in Chapter 
25–10, General Administration Manual. 
Exception for labor organizations is 
stated in Personnel Instruction 711–1.) 

(2) Employees may drive or use Gov-
ernment automobiles or aircraft only 
on official business. Use of a Govern-
ment owned, leased, or rented vehicle 
or aircraft for non-official purposes 
may result in suspension for at least 30 
days or removal from the Federal serv-
ice. 31 U.S.C. 638a.

Example: Normally, use of a Government 
automobile by travel between home and 
place of duty would not be considered official 

business and could not be authorized. An ex-
ception to this rule might be appropriate in 
a situation where an employee is required to 
leave early in the morning to attend a meet-
ing in a distant city, or to return late in the 
day from such a meeting. Allowing the em-
ployee to drive a government car to his or 
her home the night before in order to leave 
from home, or to return to his or her home 
in the evening upon completion of the trip is 
permissible, provided the employee does not 
use the car for any personal reason.

§ 73.735–305 Conduct in Federal build-
ings. 

(a) An employee shall not participate 
while on Government-owned or leased 
property or while on duty for the Gov-
ernment, in any gambling activity in-
cluding the operation of a gambling de-
vice, in conducting a lottery or pool, in 
a game for money or property, or in 
selling or purchasing a numbers slip or 
ticket. 

(b) An employee shall not while in or 
on Government-owned or leased prop-
erty or while on duty for the Govern-
ment solicit alms and contributions, 
engage in commercial soliciting and 
vending, display or distribute commer-
cial advertisements, or collect private 
debts. 

(c) The prohibitions in paragraphs (a) 
and (b) of this section do not preclude: 

(1) Activities necessitated by an em-
ployee’s law enforcement duties; 

(2) Participation in Federally spon-
sored fund-raising activities conducted 
pursuant to Executive Order 10927, or 
similar HHS-approved activities; or 

(3) Buying a lottery ticket at an au-
thorized State lottery outlet for a lot-
tery authorized by State law and con-
ducted by an agency of a State within 
that State. 

(d) General Services Administration 
regulations on ‘‘Conduct on Federal 
Property’’ apply to all property under 
the control of the General Services Ad-
ministration, and they are also appli-
cable to all buildings and space under 
the control of this Department. These 
regulations prohibit, among other 
things, gambling, being intoxicated, 
and possession, distribution, or use of 
narcotic or dangerous drugs on the 
premises. The GSA regulations are 
found in Subpart 101–20.3 of the GSA 
Regulations, 41 CFR 101–20.3.
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