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VIA ELECTRONIC MAIL

COLORADO BULLETIN:   CO-360-04-03
SUBJECT:  PER – Mandatory Ethics Training

TO:  All Employees

PURPOSE:  Provide training direction to employees

EXPIRATION:  September 30, 2004
The Office of Government Ethics has made it mandatory to provide verbal training to all government employees in ethics once every three years and to provide written ethics material on the topic during the other two years.  This year, all employees are to receive verbal training through a computer-based method.  Completion of three modules should take not more than 45 minutes.  Training is to be completed by August 31, 2004.

You must access the training by logging onto Internet Explorer at: http://www.usda-ethics.net/ .  At this website you will click on “Training Modules”.  There are 17 modules listed.  You must complete at least 3 of the 17 (not the same ones you completed last year) to satisfy ethics training requirements.  If you are really competitive you might want to try the new module “Ethics Sweepstakes”.  At the end of each module, you will be asked if you are a USDA employee.  You will also need to enter your social security number, and your email address.  Upon entering your valid email address at the prompt, the EthTrack system will generate, and email you a training receipt for your records.  Your training certification will be stored on the NFC database.  Attached are specific instructions on how to complete this process.  
In order for Colorado to immediately capture the completion of this training, you are asked to document in your office files under 360-16-11 that you have completed the training and which modules you completed.  You are then asked to notify either your Area Administrative Coordinator (field employees) or Henry Jackson (State Office/NPET employees) that you have completed the requirement.  Also, please email them a copy of the EthTrack training receipt as proof of training.  All financial disclosure filers (select group of leadership personnel and liaisons) must ensure that this information is captured yearly in the NFC database.
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If you have any questions with the computer-based training, you may contact Henry Jackson, Human Resources Specialist, at (720) 544-2825.  If you have any questions regarding ethics, you must contact Karen Garner, State Administrative Officer, at (720) 544-2822.

ALLEN GREEN

State Conservationist

Attachment

DIST:  E 

specific instructions on how to complete this process

1. After logging into http://www.usda-ethics.net/ web site you will then Click on “Training Modules”
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2. There are seventeen modules listed.  You must complete at least three of the seventeen (not the same ones you completed last year) to satisfy ethics training requirements.

[image: image2.png]/A The USDA Ethics Web Site - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

Qo - ©  [¥] B @) O sewren Fpravortes

Address | @] http: fwww. usda-ethics.net/trainingfindex.htm VB ks

Gifts from Outside Sources

Political Activity

Tnvitations from Outside Entities

Acceptance of Payment from a Non-Federal Source for Travel Expenses

Basic Post-Employment Restrictions
Fundraising

Participation in Qutside Organizations
Using Government Property and Time
Frequent Flyer Navigational Aid
Outside Employment

Financial Disclosure

Teaching. Soeaking. and Witing
€] o, usda-ethicsnetftrainingmodule_t2findex. hm © Internet

ol

18 EEEEE -




3. At the end of each training module, you will be asked if you are a USDA employee.
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4. At the end of each module, you will be required to enter your social security number, and your email address.
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5. Upon entering your valid email address at the prompt, the EthTrack system will generate, and email you a training receipt for your records.  
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THANK YOU!

Your training has been registered. You should receive your confirmation email
shortly. Click here to return fo the Office of Ethics main page
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