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SUMMARY OF CHANGES

This manual chapter has been updated and approved on the following dates to account
for the latest changes.

Date Pages Affected Description
Issue

OIGM 1083  September 2001 All This chapter has been completely
revised to incorporate new
regulations.

OIGM 1083 February 2004 All This Chapter has been revised to
update occupation titles that are
subject to annual financial
disclosure requirements, and to
make other technical
amendments.

OIGM 1083 April 2007 All Most sections in this chapter have
been updated

OIGM 1083 July 2008 All Paragraphs related to the review
and storage of confidential
financial disclosure forms has been
amended.

OIGM 1083  September 2013 All Paragraphs related to financial
disclosure reports, prohibited
financial interests, outside
positions, and the OIG designation

in the HUD Supplemental
Standards of Ethical Conduct have
been revised.

OIGM 1083 April 2014 All Minor edits to formatting and
Appendix A added.
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SECTION 1 - GENERAL
1.1. PURPOSE

The purpose of this Manual Chapter is to inform Office of Inspector General (OIG)
employees of the ethical standards imposed on them generally by the Standards of
Ethical Conduct for Federal Employees (5 C.F.R. Part 2635) and the supplemental
standards specifically for U.S. Department of Housing and Urban Development (HUD)
employees. (5 C.F.R. Part 7501). Copies are available at the following websites:

e Part 2635: http://www.gpo.gov/fdsys/pkg/CFR-2013-title5-vol3/pdf/CFR-
2013-title5-vol3-part2635.pdf OR http://www.gpo.gov/fdsys/pkg/CFR-2013-
title5-vol3/xml/CFR-2013-title5-vol3-part2635.xml

e Part 7501: http://www.gpo.gov/fdsys/pkg/CFR-2013-title5-vol3/pdf/CFR-
2013-title5-vol3-chapLXV.pdf OR http://www.gpo.gov/fdsys/pkg/CFR-2013-
title5-vol3/xml/CFR-2013-title5-vol3-part7501.xml

These Standards of Ethical Conduct were most recently revised on July 1, 2011, and
August 6, 2012 (77 FR 46601), respectively. All Standards of Ethical Conduct
requirements that are applicable to Federal and HUD employees are also applicable to
OIG employees. Since extensive changes have been made to the above regulations, and
accordingly this Manual Chapter, all OIG employees must read this Manual Chapter
carefully and become familiar with its provisions.

Additionally, the revised HUD supplemental ethics regulation establishes OIG as a
Bureau, a separate component. This section delegates to the Bureau Ethics Counselor
the authority to designate Deputy Bureau Ethics Counselors to make determinations,
issue explanatory guidance, and establish procedures necessary to implement the
Supplemental regulations, the Government-wide standards of Ethical Conduct at 5
C.F.R. Part 2635, and the administration of the Confidential Financial Disclosure Report
system for its Bureau. Further, Section 2635.902 of the government-wide regulations
discusses various statutes that establish standards of conduct and which govern the
behavior of OIG employees.

In addition to explaining the Standards of Ethical Conduct regulations, this Manual
Chapter also establishes standards of professional conduct for OIG employees.
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1.2. ADDITIONAL RESPONSIBILITIES

In addition to the above-cited authorities, OIG employees, by the very nature of their
job responsibilities, are required to maintain higher standards of professional conduct
than others in the Department or the Federal government. The Inspector General Act of
1978, as amended, provides that, among other things, the OIG will: (a) conduct audits
and investigations relating to programs and operations of HUD; (b) recommend
policies to promote economy and efficiency and to prevent and detect fraud and abuse
in HUD'’s programs and operations; and (c) keep the Secretary of HUD and the
Congress fully informed concerning fraud and any other serious problems, abuses, and
deficiencies found through audits and investigations.

Further, the Inspector General Reform Act of 2008 (IG Reform Act) created the Council
of the Inspectors General on Integrity and Efficiency (CIGIE), which combined the
President’s Council on Integrity and Efficiency (PCIE) and Executive Council on
Integrity and Efficiency (ECIE) into a single council. The Quality Standards for Federal
Offices of Inspector General (Aug. 2012), prepared by the CIGIE, require that the
Inspector General and OIG Staff “must be free both in fact and appearance from
personal, external, and organizational impairments to independence... so that opinions,
conclusions, judgments, and recommendations will be impartial and will be viewed as
impartial by knowledgeable third partners.”

In order to carry out the added responsibilities arising from the IG Reform Act of 2008
and the CIGIE Standards, OIG employees must conduct themselves properly.
Specifically, since OIG employees” mandated duties include auditing and investigating
the operations of others, we need to make sure that our own operations are in order.

Not only are OIG employees expected to maintain a higher standard of professional
conduct, they must uphold higher standards in their personal behavior that could
reflect on their professional behavior. Criticism of an OIG employee’s personal conduct
will be more quickly voiced and will affect the employee’s ability to perform his or her
duties in a professional manner. Questionable conduct by OIG personnel that reflects
on the employee’s integrity, honesty, and impartiality go to the heart of the employee’s
ability to perform his or her duties professionally.

In addition, law enforcement officers are expected to adhere to a higher standard of
conduct because of their law enforcement duties and a requirement that they be able to
testify under oath in criminal proceedings. Special agents must be scrupulous to avoid
any situation would could cause them to be Giglio-impaired.
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SECTION 2 - FINANCIAL INTERESTS
2.1. BACKGROUND

The CIGIE Quality Standards for Federal Offices of Inspector General set forth the
overall quality framework for managing, operating, and conducting the work of Offices
of Inspector General. Federal Offices of Inspector General require that investigators be
free of relationships that might affect the extent of the inquiry, limit disclosure of
information, or alter the outcome of their work in any way.

Section 4(b)(1) of the Inspector General Act requires the Inspector General to comply
with the Government Auditing Standards (“Yellow Book,” “Generally Accepted
Government Auditing Standards,” or “GAGAS”) issued by the U.S. Government
Accountability Office. The GAGAS provide uniform rules and standards for federal
government audits. The GAGAS require audit organizations and individual auditors to
be free from personal or external impairments to independence. Among these
impairments are financial relationships that might cause the auditor to limit the extent
of an inquiry, to limit disclosure, or to weaken audit findings in any way.

The CIGIE Quality Standards for Investigations establishes standards for investigative
efforts conducted by OIG criminal investigators. The CIGIE Quality Standards for
Inspections and Evaluations establishes standards for inspections and evaluations
conducted by OIG inspectors. Further, the Supplemental Standards of Ethical Conduct
for Employees of the Department of Housing and Urban Development (“HUD
Supplemental Standards of Conduct”) designate the Office of the Inspector General as a
separate agency component, pursuant to 5 CFR 2635.203(a), for purposes of the
regulations contained in subpart B of 5 CFR part 2635, governing gifts from outside
sources; and 5 CFR 2635.807, governing teaching, speaking, or writing. OIG positions
requiring financial disclosure have been established as set forth in paragraph 2-2,
below.

2.2. PROCEDURES

In order to satisfy the Office of Government Ethics (OGE) regulations, the HUD
Supplemental Standards of Conduct, the GAGAS, and CIGIE’s Quality Standards for
Federal Offices of Inspector General, an OGE Form 450, entitled ‘Confidential Financial
Disclosure Report,” must be filed by all OIG employees occupying the below designated
positions at the GS-15 level or below, on or before February 15 of each year. The HUD
Form 450-A is now obsolete and no longer in use.
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The OGE 450 must be amended, when necessary, to reflect the current situation of an
employee at all times. New entrants to covered positions are required to file within 30
days of their entrance on duty. Further, employees are required to file the forms each
year regardless of whether any change in financial condition has occurred. In
submitting the OGE 450, employees should use additional pages to explain any
tinancial interests which are not self-explanatory.

Senior Executive Service employees must file Standard Form 278, entitled ‘Public
Financial Disclosure Report,” which is due by May 15 of each year. The OGE will assess
a late fee against any OGE-278 filers who submit their report more than 30 days after
the latest due date. Additionally, OGE-278 filers must now file the new OGE Form 278-
T, entitled ‘Periodic Transaction Report,” if any ‘reportable transactions’ occur
throughout the year. OGE-278 filers are not required to file a negative report if you
have no reportable transactions.

Employees in the following job titles and series will be required to file 450 forms:
e Human Resources Specialist (201)
e Equal Employment Specialist (260)
e General Administrative Personnel (301)
e Administrative Officer (341);
e Management Analyst (343)
e Financial and Program Evaluator (501)
e Auditor or Forensic Auditor (511)
e Budget Analyst (560)
e Student Trainee (Auditing) (599)

e Attorney (905)
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e Public Affairs Specialist (1035)

e Writer-Editor (1082)

e Visual Information Specialist (1084)

e Contract Specialist (1101)

e Appraiser (1171)

e Criminal Research Specialist (1805)

e Investigator (1810)

e Criminal Investigator (1811)

e Student Trainee (Criminal Investigator) (1899)

e Information Technology Specialist (2210)

To assure timely receipt, staff should submit their 450 forms no later than January 31 of
each year to the appropriate reviewing official (see below) in a sealed envelope marked
“Standards of Conduct: Confidential” with the employee’s name typed or written in the
lower left-hand corner.

On or before March 1, each reviewing official will review the forms, sign them, and
provided no conflicts are disclosed, reseal the envelopes and forward them to the
reviewing official’s Assistant Inspector General (AIG), along with a written certification
that the forms have been received from all positions identified in Paragraph 2-2-1 and
have been reviewed. For those instances where a conflict of interest appears to exist,
see Paragraph 2-3.

On or before March 15, each AIG will: (1) confirm that the reviewing officials reporting
to them have collected 450 forms from all employees required to file; (2) forward all 450
forms to the Administrative Officer (AO), Office of Management and Technology
(OMT), Room 8254, who is the custodian of the forms (this will ensure each individual’s
privacy; see Paragraph 2-5); and (3) provide a written certification to the Deputy IG
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(DIG) that all covered employees have submitted their 450 forms and that they have
been reviewed.

The OMT AO will inventory all 450 forms received against the current OIG roster. The
AO will then prepare a list of names of employees who failed to file a 450 form, and
provide that list to the AIG OMT, Counsel, and the applicable employees” AIG for
resolution. After 10 business days, the AIG OMT will follow-up and provide a list to
the DIG of any remaining employee 450 forms that are still unresolved or missing.

The reviewing officials are as follows:

Office of Audit - Field Office
Grade 13 and below Regional Inspector General for Audit

Grade 14 Deputy Assistant Inspector General for Audit

Grade 15 Assistant Inspector General for Audit

Office of Audit - Headquarters

Grade 14 and below Deputy Assistant Inspector General for Audit

Grade 15 Assistant Inspector General for Audit

Office of Inspections and Evaluations

Grade 13 and below Director, Office of Inspections and Evaluations

Grade 14 and above Assistant Inspector General for Inspections and
Evaluations

Office of Investigation — Field Office

Grade 13 and below Special Agent in Charge
Grade 14 Deputy Assistant Inspector General for Investigation
Grade 15 Assistant Inspector General for Investigation

Office of Investigation — Headquarters

Grade 14 and below Deputy Assistant Inspector General for Investigation

Grade 15 Assistant Inspector General for Investigation

Page |6



OIGM 1083, STANDARDS OF ETHICAL CONDUCT AND OTHER REQUIREMENTS

Office of Management and Technology

Grade 14 and below Deputy Assistant Inspector General for Information
Technology/Deputy Assistant Inspector General for
Management

Grade 15 Assistant Inspector General for Management and
Technology

Office of Legal Counsel and Immediate Office of the Inspector General

OLC (all staff) Counsel to the Inspector General

Immediate Office of the IG |Counsel to the Inspector General

2.3. CONFLICT OF INTEREST

If a reviewing official discovers what appears to be a conflict of interest in an
employee’s financial disclosure, the official will discuss the matter with the employee to
determine whether a conflict actually exists and to resolve the situation, if possible.
Decisions will be documented and a copy of the resolution and the employee’s OGE 450
will be sent to the appropriate AIG and/or the DIG. Situations that cannot be resolved
will be brought to the attention of the DIG, who will confer with the Counsel to the
Inspector General.

2.4. PROHIBITED FINANCIAL INTERESTS

Some financial interests are specifically prohibited by 5 C.F.R. Part 7501. In August
2012, HUD revised its Supplemental Standards of Ethical Conduct regulations at 5
C.F.R. §7501. The revision was necessary because of changes in HUD’s regulatory
authority over Fannie Mae and Freddie Mac. The list of prohibited financial interests
was significantly altered in August 2012, and employees are now allowed to hold
mortgage backed securities and certain financial interests related to HUD, with
exceptions.

Prohibited financial interests and the 2012 changes to prohibited financial interests are
explained below.

Fannie Mae and Freddie Mac Securities. HUD no longer has regulatory authority over

Fannie Mae and Freddie Mac, therefore, a blanket prohibition on all employees having
tinancial interests in either institution is no longer necessary to ensure the Department’s

Page |7



OIGM 1083, STANDARDS OF ETHICAL CONDUCT AND OTHER REQUIREMENTS

integrity. HUD employees may now own these securities. However, like other
tinancial interests that are not prohibited, the normal ethics rules, such as 18 U.S.C. §
208, still apply.

Bank Stock for Certain Covered Employees. HUD no longer has oversight authority
over Fannie Mae and Freddie Mac, therefore, the prohibition on certain covered
employees holding interests in mortgage institutions has been removed. However, the
normal conflicts of interest rules, such as 18 U.S.C. § 208 and 5 C.F.R. § 2635.502, still
apply for employees who work on matters related to these mortgage institutions.

Mortgage Related Investment Funds. HUD no longer has oversight authority over
Fannie Mae and Freddie Mac, therefore, the prohibition on publically traded investment
funds concentrating in residential mortgages or mortgage backed securities has been
removed. This also means that REITS which concentrated in such assets are also no
longer prohibited. Such a blanket prohibition was deemed no longer necessary.
However, the normal conflict of interest rules still apply.

Financial Interests Related to HUD. Currently, OIG employees may not have a
financial interest in a project, including a single family dwelling or unit, which is
subsidized by HUD or which is subject to a note or mortgage or other security interest
insured by the Department. Exceptions to this prohibition include:

1. FHA insurance on the employee’s principal residence and one other single
family residence (if the employee follows the FHA rules). All other HUD
subsidies are prohibited. HUD employees are required to obtain Regional
review and approval for an FHA-insured loan. (HUD Handbook 4155.1
Rev. 5, section 3-12).

2. A financial interest in HUD-related projects if the financial interest is the
result of an investment fund over which the employee exerts no control or
if it is part of the compensation and benefits package provided by the
employer of the employee’s spouse.

In both cases, the conflict was deemed too remote and the burden on both the employee
and the ethics officials were too burdensome to justify a blanket prohibition. However,
these exceptions do not excuse OIG employees from the normal conflicts of interest
rules.

REO Properties. HUD OIG employees are permitted to bid on REO properties subject
to review and approval by the Department. The latest guidance is found at Notice H
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2013-11.

Section 8. The changes to the HUD Supplemental Standards of Conduct regarding

restricted interests in Section 8 subsidies applies to employees as well as the employee’s
spouse or minor child. Previously, all HUD employees were prohibited from having
Section 8 tenants in a rental property they own, with very limited exceptions. Under
the revised Standards, if there are any employees with current Section 8 tenants who
become prohibited under the new regulation, such as tenants in property owned by an
employee’s spouse or minor child, the employee should be granted a waiver for as long
as the same tenant resides in the property.

Additionally, the following exceptions now apply:

1. New employees are allowed to keep the Section 8 tenants that were

already living in their rental property when they began employment with
the Department until that tenancy terminates.

Employees may take on new Section 8 tenants if the property is in a
Presidentially-declared emergency or natural disaster area and the
employee receives written approval. The employee may take on a new
Section 8 tenant until the tenancy terminates.

2.5. REVIEW OF 450 FORMS

In performing the review, the reviewing official should become thoroughly familiar
with the regulations. The following guidelines will also apply to the review:

1. Ensure that each item on the forms is completed, and that the forms are

Page |9

signed and dated by the employee.

Reported employment should already have been approved in accordance
with Paragraph 2-6 of this Manual Chapter. If this is not the case, a
request for approval of outside employment should be processed
immediately.
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correct. Disclosures are to be taken at face value unless there appears to
be significant omission or ambiguity, or you have independent knowledge
of matters outside the report.
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4. Where information regarding an activity or interest is insufficient to make
a judgment as to its potentially being a conflict, ask the employee for
further information to help make the determination.

5. Remember to sign each form to evidence your review, before forwarding
it in a sealed envelope to the Administrative Officer as outlined in
Paragraph 2-2.

6. The forms and their content are to remain confidential to protect
employee privacy, except where it is necessary to discuss filings with
higher level officials such as the AIGs or DIG in order to resolve potential
conflicts. No copies of the forms should be made.

7. This responsibility may not be delegated by the designated reviewing
official, unless written permission is obtained from the Inspector General.

2.6. MAINTENNACE OF 450 FORMS

After review of all forms and resolution of any potential conflicts, all 450 forms will be
forwarded to the AO, OMT (Room 8254). The AO will maintain the forms for each
employee, and will file them in a secure, locked cabinet to ensure their confidentiality.
Forms will be retained for six years.

2.7. OUTSIDE EMPLOYMENT

Government employees are not permitted to engage in outside employment or activities
that conflict with the duties and responsibilities of Federal employment. 5 C.F.R. Part
7501 specifically prohibits certain outside employment. The revised Supplemental
Standards of Ethical Conduct (5 C.E.R. Part 7501, August 2012) significantly altered the
prohibited outside employment standards. The revised regulation makes it clear that
any employment with a business related to real estate is still prohibited. The revised
regulations removed the phrase “involving active participation,” to make it clear that
the prohibition includes positions that do not necessarily involve active participation in
real estate dealings, but applies to all positions in a real estate related business. For
example, an employee is prohibited from working as a receptionist for a home builder,
even if the employee doesn’t necessarily deal with the real estate part of the business
because of the “appearance of insider access.”
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While the blanket prohibition on employment with Fannie Mae and Freddie Mac is no
longer necessary to ensure the Department’s integrity, employment with Fannie and
Freddie continues to be prohibited under this restriction on employment with a
business related to real estate.

The changes in prohibited outside activities are outlined below.

Investment Property. The revised regulation separates out the prohibition of
“management and operation of investment property” from the “business related to real
estate” prohibition. Management and operation of investment property is prohibited to
the extent it raises to the level of a real estate business. The regulation identifies the
factors that should be used to help determine whether the holdings rise to the level of a
business. No one factor is determinative and there is no bright line rule to determine
when investments become a business. You must look at a totality of factors. This
regulation was not intended to change the analysis. It was intended to make it clear to
employees and ethics officials how investment properties would be treated.

Real Estate License. The revised regulation codifies the longstanding policy of
allowing employees to maintain and use a real estate license, but only to purchase or
sell a single-family property for use as the employee’s or a member of their immediate
family’s primary residence. Immediate family includes parent, sibling, child, or
grandchild, and all step and half versions of those. Employees must get prior written
approval prior to any of these transactions. This regulation does not bestow the right to
participate in any other real estate business. For example, if a state requires someone to
sell a certain number of properties a year to maintain a license, employees are still
prohibited from those other transactions and therefore may not be able to keep their
license.

Keep in mind that compensation is not a determining factor when assessing if an
outside activity is permissible. Volunteer work and any other uncompensated outside
activity must be vetted with the same standards. In order to assure that any outside
employment in which an OIG employee may engage is compatible with the employee’s
present duties and responsibilities, all OIG employees are required to notify, through
their supervisor, the AIG to whom they report of the nature of their outside
employment. This is to be done initially and each time the employment status changes.
The AIG has final approval authority on all Request(s) for Approval of outside
Employment (and reserves the right to veto any prior decisions). Approval of outside
employment requests shall expire one year from the date of final approval.

Page |11



OIGM 1083, STANDARDS OF ETHICAL CONDUCT AND OTHER REQUIREMENTS

Employees should process requests for approval by memorandum (using the format
shown in Appendix A) through their supervisors before engaging in any outside
employment. The supervisor will forward the request to the appropriate AIG for final
approval. Itis the responsibility of the AIG to: (1) obtain the advice of the Counsel to
the Inspector General if there is any doubt about the propriety of the outside
employment; and (2) if the outside employment is approved, sign the employee’s
request (i.e., the appropriate block on Appendix A) and provide a copy of the signed
request form to the employee.

Generally, any outside employment or activities that potentially may conflict with HUD
and/or the OIG’s mission (e.g., employment that may conflict with special agent
availability requirements) will not be approved.

Approvals also will not be granted for outside employment that involves the following;:

e Employment in a business dealing with or related to real estate or manufactured
housing including, but not limited to: real estate brokerage, management and
sales, architecture, engineering, mortgage lending, property insurance, appraisal
services, title search services, construction, construction financing, land planning,
or real estate development;

e The operation or management of investment properties to the extent that it rises
to the level of a real estate-related business;

e Employment with a person or entity who registered as a lobbyist or lobbyist
organization pursuant to 2 U.S.C 1603(a) and engages in lobbying activity
concerning the Department;

e Employment as an officer or director with a Department-approved mortgagee, a
lending institution, or an organization that services securities for the
Department; or

e Employment with the Federal Home Loan Bank System or any affiliate thereof.

Exceptions: OIG may approve an employee to serve as an officer or member of the
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Board of Directors of:
e A Federal Credit Union;

e A cooperative or condominium association for a housing project which is not
subject to regulation by the Department or, if so regulated, in which the
employee personally resides; or

e An entity designated in writing by the Designated Agency Ethics Official.

Law Enforcement Availability Pay Hours. In reviewing outside employment for
special agents receiving LEAP, the reviewing supervisors must be aware of the agent’s
ability to maintain their eligibility for LEAP and the impact of any outside employment
on the ability to maintain eligibility for LEAP and the ability to safely perform duties.

Waivers. The revised waiver provision goes into more detail about what should be
included in a waiver request and when a waiver can be granted and how it should be
structured. Waiver requests should include: (1) the requesting employee’s branch, unit,
and a detailed description of his or her official duties; (2) the nature and extent of the
proposed waiver; (3) a detailed statement of the facts supporting the request; and (4) the
basis for the request, such as undue hardship or other exigent circumstances. Waivers
shall be in writing and supported by a statement of the facts and findings upon which it
is based and may impose appropriate conditions, such as requiring the employee’s
execution of a written disqualification statement.

OIG employees may prepare income tax returns for others for a fee provided that no
violation of the Department’s Standards of Ethical Conduct regulations will result (such
a violation would include any conflict-of-interest situation [i.e., the preparation of a tax
return for someone who has business dealings with the Department or who is regulated
by the Department, either directly or indirectly)]. All work related to preparing income
tax returns must be done outside of normal business hours and no government
property or government computers may be used. In all cases, there must be no
consultations or other dealing with Internal Revenue Service (IRS) representatives on
behalf of the taxpayer whom the employee assisted. Representation before the IRS is
prohibited by 18 U.S.C. §§ 203 and 205.
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OIG employees must obtain the prior approval of the Inspector General before using
their titles or referencing their government employment or experience in connection
with any commercial enterprise.
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SECTION 3 - PERFORMING AUDITS AND INVESTIGATIONS
3.1. GENERAL

Although professional standards for conducting audits and investigations are not
specifically covered in the Department’s Supplemental Standards of Ethical Conduct,
OIG employees must maintain high standards and must be alert to any situations that
could impair the performance of a successful audit or investigation.

3.2. UNDUE INFLUENCE IN AUDITS AND INVESTIGATIONS

All OIG staff is required to report instances of suspected undue influence or improper
action adversely affecting the audit or investigative process. Normally, it is expected
that these reports will be made through the chain of command, starting at the next level
of supervision above where the incident is suspected to have occurred. However, if
necessary, individuals are authorized to communicate directly with AIGs, the DIG, or
the Inspector General concerning suspected incidents of this type.

Receipt of such a report must be brought to the personal attention of the appropriate
AIG who will immediately begin an inquiry into the circumstances of the incident. A
written report will be prepared and submitted to the DIG or Inspector General for each
incident, with appropriate findings and recommendations.

Employees who believe they have knowledge of such incidents are reminded of their

duty to report them immediately in order to protect the credibility of the audit and
investigative process and the integrity of the OIG.
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SECTION 4 - PROFESSIONAL RELATIONSHIPS AND PERSONAL CONDUCT
4.1. GENERAL

In carrying out their daily job requirements, OIG employees are reminded that the
Standards of Ethical Conduct, and other standards imposed by this manual chapter,
apply to their individual job responsibilities, to their professional relationships with
other OIG and HUD employees and other departments and agencies, organizations and
the public, and to their personal conduct.

4.2. RELATIONSHIPS WITH OTHER AGENCIES

Experience has demonstrated the value of maintaining a friendly, cooperative
relationship with federal, state, and local law enforcement and auditing organizations.
Further, section 4(a) (4) of the Inspector General Act requires the OIG to coordinate its
audit and investigative efforts with other Federal, state, and local agencies. Thus, OIG
employees are expected to establish cooperative professional relationships with the
responsible officials of law enforcement and auditing agencies within the locations to
which they are assigned. If a serious incident arises where an official of a Federal, state,
or local organization is uncooperative; the employee should report the incident to
his/her supervisor, who will work to resolve the situation. The facts involved,
including the identity of the official and attendant circumstances, shall be reported by
memorandum to the Inspector General for his/her information.

4.3. REPORTS AND INFORMATION

The Standards of Ethical Conduct; OIG’s regulation at 24 C.F.R. Part 2004, HUD
Handbook 2000.3 REV-3, Office of Inspector General Activities; and OIG Bulletin Nos.
00-IGB-07 (Sept. 2000) and 00-IGB-01 (Feb. 2000), advise OIG employees that
information obtained through official investigations and audits is not to be
communicated to anyone except authorized or entitled individuals. Further, it is the
general policy of the OIG to respond to all requests for law enforcement investigatory
records pertaining to specifically named individuals by refusing to confirm or deny the
existence of such records. Lacking the subject individual’s consent, proof of death, an
official acknowledgement of an investigation, or an overriding public interest, even to
acknowledge the existence of such law enforcement records could reasonably be
expected to constitute an unwarranted invasion of personal privacy. Additionally,
employees shall not accumulate copies of official documents for the purpose of
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retaining such material for their personal use, nor shall any person use for personal
purposes any official documents acquired by virtue of their employment.

OIG employees shall take every precaution to prevent unauthorized persons from
reading official material or overhearing discussions about official business. Do not
leave work stations and/or information technology resources unattended at any time
during the working day unless proper security is placed over documents and materials.
Sensitive information should be handled on a “need to know” basis.

Individuals inquiring about official matters which are currently being audited or
investigated shall be courteously referred to the appropriate SAC or RIGA. SACs shall
apprise the requester of OIG’s policy of neither confirming nor denying the existence of
a law enforcement activity. RIGAs shall advise the requester that the subject matter is
under review and that a report will be made to the official or agency charged with
making the determination as to the action, if any, to be taken. Where appropriate,
individuals may be referred to OIG’s Freedom of Information Act Officer, Office of
Counsel (Room 8260).

OIG employees should familiarize themselves with OIG’s Public Affairs Policy, OIG
Bulletin 00-IGB-01 (Feb. 2000), and should comply with the terms of the policy
whenever responding to a request for audit or investigative information from a member
of the news media.

OIG employees are reminded that the disclosure of information related to the
Department’s budget estimates, before the Office of Management and Budget and the
President have finalized their budget decisions, is a clear breach of Executive and
Congressional policy. See HUD Handbook 1800.2 REV-2, Restrictions on Disclosure of
Budget Estimates and Related Data, which sets forth policies in this regard.

4.4. TESTIFYING IN OFFICIAL PROCEEDINGS

On occasion, it will be necessary for an OIG employee to appear as a government
witness where testimony may be an essential element in the proof of a violation. The
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conduct and demeanor of an employee during these proceedings has a distinct
relationship to the impact of the testimony. Some helpful suggestions are listed below:

Must be truthful and given in a clear and concise manner so that attorneys, judge, jury
or hearing officials will not have difficulty in hearing and understanding the witness.
In court proceedings, the witness should speak to the jury rather than address remarks
to the questioning attorney. If asked a question by the court, face the judge when
giving an answer. It is advisable to reflect upon a question before answering. When an
objection is raised, a response to the question asked should not be made until the
objection is ruled upon by the court.

Employees should be dressed neatly and in a businesslike manner for court and official
hearings.

Employees scheduled to testify should be thoroughly familiar with the facts of their
testimony. Before any proceedings, employees should discuss with the United States
Attorney and/or the Counsel to the Inspector General the aspects of the proceedings.

The behavior of the witness should be characterized by appropriate dignity. The
witness should not appear too zealous or act in any way that would detract from the
favorable impression he or she leaves with the court, jury, or hearing officials. In
testifying, the witness should respond during both direct testimony and cross
examination in a calm and deliberate manner.

When the oath is administered in court, the witness should stand erect and answer in a
clear voice. On assuming the witness chair, the witness should maintain a comfortable,
well-balanced position.
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4.5. PERSONAL CONDUCT

The OIG is judged by the official actions and conduct of all its employees in performing
their responsibilities as representatives of the Department. OIG personnel should
always be courteous, unbiased, and objective; they should avoid any tendency to be
officious or domineering; and they shall not discriminate against any individual or

group.

OIG personnel are expected to conduct their business with efficiency, fairness and
objectivity. Further, whenever OIG employees interact with the public, public officials,
HUD employees, or OIG colleagues, courtesy and cooperation must be extended to the
greatest extent possible.

OIG personnel are required to immediately report complaints or allegations against
OIG employees which come to their attention.

1. Reporting Complaints. Complaints or allegations concerning the conduct
of any OIG employee are to be reported immediately in writing through
the complainant’s chain of command to the SAC of the Special
Investigations Division (SID). If the subject of the complaint is the SID
SAC, then the complaint should be reported directly to the DIG. Failure
to properly report known complaints or allegations may result in
disciplinary action.

2. Resolving Complaints. Complaints or allegations concerning the conduct
of any OIG employee will be resolved according to Policy Issuance 752.1.

If OIG employees at any time find that their duties may involve them in dealings with
relatives, former business associates, personal friends, or their own former business, it is
incumbent upon them to immediately notify their supervisors so that appropriate
consideration may be given to transferring the assignment.
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The following matters are not all inclusive but represent some of the other more
important areas of the Standards of Ethical Conduct.
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Intoxicants and Drugs. Any abuse of intoxicants or drugs by OIG
personnel may bring discredit to the organization, interfere with one’s
performance of official duties, and/or present a risk of injury to the
employee or others, and is strictly prohibited. Anyone having a problem
in this regard should seek assistance from the Employee Assistance
Program.

Gambling, Betting, and Lotteries. Participating in any gambling activity
including conducting a lottery, pool or a game for money or property, or
selling or purchasing a number slip or ticket is prohibited while on
government-owned or leased property.

Indebtedness. Financial obligations shall be paid in a proper and timely
manner.

Personal Appearance. Employees should be clean and dressed in a neat,
businesslike manner that is considerate of co-workers and suitable for a
government office.

Time and Attendance. Employees are required to strictly adhere to the
official duty hours of their respective organizations. Employees will be
required to sign for annual leave as a result of unauthorized late arrivals
or early departures to/from the work site.

Integrity and Honesty. While special agents are specifically required to
be scrupulous in their official and personal dealing so as not to be Giglio-
impaired, all OIG employees are held to this same standard. Integrity and
honesty is at the foundation of every OIG employee’s position. Without
that foundation, the OIG loses its credibility.

Official Time. Official working hours can only be used to conduct official
duties related to the employee’s current position or other pre-approved
activities. It is the responsibility of the supervisor or manager to direct all
aspects of the use of the employee’s official time. Therefore, if an
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employee is not performing official duties during the official duty hours,

the supervisor or manager must charge the employee annual leave, leave
without pay, or absence without leave for the time spent conducting non-
official business.

4.6. USE OF OIG CREDENTIALS

OIG credentials shall be used in the conduct of official business only. They shall not be
used to obtain special favors nor should they be used to obtain information that does
not relate to authorized OIG activities. OIG employees, on official business, should
identify themselves promptly and display their credentials when appropriate. Take
care to avoid creating an impression that you represent any government agency other
than HUD. Further instructions on the safeguarding and use of credentials may be
found in OIG Manual Chapter 1081, OIG Credentials and Seal.

4.7. POLITICAL ACTIVITES

Generally, except as expressly prohibited below, Federal Employees —acting as private
citizens—may engage in partisan political activities, unless they are on or are using
Federal property; are on duty; or identify themselves as Federal Employees.

OIG employees, however, shall not, among other things be a candidate for office in a
partisan election; or solicit, receive, handle, otherwise account for, or disburse political
contributions. Restrictions regarding the political activity of Federal Employees are
contained in 5 U.S.C. §§ 7321-7327 and 18 U.S.C. §§ 602, 602, and 607. Regulations
implementing these restrictions are set forth in 5 C.F.R. Part 734.
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APPENDIX A - REQUEST FOR APPROVAL OF OUTSIDE EMPLOYMENT (SAMPLE FORM)

MEMORANDUM FOR: Assistant Inspector General

FROM:

SUBJECT: Request for Approval of Outside Employment

Employee Title: Employee Series/Grade

OIG Work Location:

Outside Employer and Address:

Brief Description of Outside Employment:

(Employee Certification) "I certify that | have read HUD's Standards of Conduct and OIG Manual
Chapter 1083, Standards of Conduct and Other Requirements, and to the best of my
understanding, the outside employment identified in this memorandum will not violate or give
the appearance of violating any law, rule, or regulation."

Employee Signature

(Supervisor's Signature) (Title) (Date)
(Manager’s Signature) (Title) (Date)
Assistant Inspector General (Date)

Final Approval
(Approved for one year from the date of signature.)
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