INSTRUCTION MANUAL
FOR
STATEMENT OF ECONOMIC INTERESTS

FOR DESIGNATED EMPLOYEES*
FILING PURSUANT TO A CONFLICT OF INTEREST CODE

If you are reading this, you are probably a person whose
position within a governmental agency has been designated
to be within the coverage of a conflict of Interest Code.
This determination to designate your position means that
you will be reguired to disclose certain economic inter-
ests. The Code of your agency was required to be adopted
by the Political Reform Act of 1974. This is a complicated
Act, and so is the satisfaction of disclosure reguirements
of your Code. The introductory material and Statement of
Economic Interests manual provisions which follow may not
answer all of your guestions concerning your disclosure
requirements. If you have further questions in this re-
gard, please contact the person responsible for filing
statements in your agency. The staff of the Fair Political
Practices Commission is available to assist designated
officials if their agency is unable to do so. '

Conflict of Interest Codes require designated employees
or officials to file statements disclesing certain
economic interests which may foreseeably be affected
materially by any decision made or participated in by
the designated official because of his or her official

position.

The amount of disclosure required by any employee is based
on his or her official duties. Each designated official
will be required to disclose only those types of financial
interests, as set forth in the Code, which are relevant to
the duties of the employee. The Code must specifically
inform each designated official of the types of economic
interests which must be disclosed.

This manual and the Statement of Economic Interests is
designed to apply to all designated employees, regard-
less of the disclosure categories. When completing your
Statement of Economic Interests, you should refer to your
Conflict of Interest Code to determine the disclosure
requirements applicable to your position, and complete
only the applicable schedules.

Each designated emplovee must disclose all of his or her
interests which are made reportable for his or her posi-
tion as set rorth in the Code.

*Throughout this manual the term designated employee and
designated official are used interchangeably to refer
to persons who o' cupy positions designated within a
conflict of Interest Code. '



These instructions are intended to assist designated employees and
officials to comply with the financial disclosure requirements of
Conflict of Interest Codes, when they must file:

- initial statements
- annual statements
- leaving office statements

WHAT IS A STATEMENT OF ECONOMIC INTERESTS?

A Statement of Economic Interests is a form which discloses certain
economic interests of the official, and which is available for in-
spection by the public at the agency of the official.

WHO MUST FILE STATEMENTS?

Statements of Economic Interests must be filed by agency employees
and officials whose positions are designated in a Conflict of In-
terest Code of their agency.

WHEN MUST STATEMENTS BE FILED?

Statements of Economic Interests are filed annually during the period
prescribed by a Conflict of Interest Code. However, statements must
also be filed 10 days prior to assuming an appointed designated
position; within 30 days after a person is transferred to a different
designated position; and within 30 days after a person leaves a
designated position.

WHAT PERIOD SHOULD THE STATEMENT COVER?

Initial statements disclose reportable investments in business enti-
ties which do business within ‘the jurisdiction* and interests in

real property within the jurisdiction (and management positions

in business entities if required by the code) held by the: designated
official on the effective date of the code. In addition, when-'a
person is appointed to a designated position, the statement shall
disclose reportable investments in business entities which do

business within the jurisdiction and interests in real property
within the jurisdiction (and management positions in business entities

if required by the code) held by the designated official at the
time of filing. Disclosure of income, including gifts, shall not
be required by a Confllct of Interest Code on initial statements.

*"Jurisdiction" means the state with respect to a state agency and,
with respect to a local government agency, the region, county, city,
district or other geographical area in which it has jurisdiction.
Real property shall be deemed to be "within the jurisdiction" with
respect to a local government agency if the property or any part of
it is located within or not nore than two miles outside the bound-
aries of the jurisdiction or within two miles of any land owned or
used by the local government agency.
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Annual statements will cover the period from one day following the
closing date of the last statement filed by the designated official
to the closing date specified in the code. Annual statements dis-
close reportable investments in business entities which do business
within the jurisdiction, interests in real property within the juris-
diction, and income, including gifts (and management positions in
business entities if required by the code) made reportable by the
conflict of Interest Code. -

Leaving office statements will cover the period from one day fol-
lowing the closing date of the last statement filed by the desig-
nated official to the date of leaving office. Leaving office
statements disclose reportable investments in business entities
which do business within the jurisdiction, interests in real pro-
perty within the jurisdiction, and income, including gifts, (and
management positions in business entities if required by the code)
made reportable by the Conflict of Interest Code.

WHERE MUST STATEMENTS BE FILED?

Statements are filed with your agency, and as specified in.the-code.

HOW_ TO COMPLETE A STATEMENT OF ECONOMIC INTERESTS
REPORTABLE INTERESTS

Designated employees who must complete Statements of Economic Inter-
ests are required to disclose certain investments and/or interests
in real property and/or income. Each designated emplovee discloses
pursuant to his or her disclosure category, as indicated in his or
her agency's Conflict of Interest Code. Your Conflict of Interest
Code, thus, determines your reportable interests. Rely on your

code to inform you of what is reportable.

INVESTMENTS

No asset shall be deemed an investment unless its fair market
value exceeds $1,000. :

NOTE: Check the disclosure requirements for your position to
determine whicn investments in business entities, 1I any,
you are required to alsclose.

Any investments held by your spouse or dependent children must be
reported as though held by you personally.

In addition, if you or your spouse owns directly, indirectly, or
beneficially a 10% or greater interest in a business entity or
trust, you must report your pro rata share of investments of
that entity or trust, if your share is worth over $1,000.



"For each reportable 1nvestment you must report the follow1ng
information:

- Nature of the investment (e.g., common stock, partnership) .

- Name of the business entity and a general description of
the business activity.

- Date you acquired or disposed of the 1nvestment if you did
so during the period covered by the statement. (Not appli-
cable for initial statements.)

- Value of your investment. For purposes of determining
whether or not the value of an investment exceeds $1,000,
$10,000 or $100,000, you should consider the highest
value of the asset durlng the period. (Highest value
determination is not applicable for initial statements. )

EXCEPTIONS: You are not requlred to disclose the follow1ng.
- Time or demand dep051t in a f1nanc1a1 1nst1tutlon
- Shares in a credit union.
- Any insurance policy. |

- Any bond or other debt instrument issued by any govern-
ment or governnent agency.

SAMPLE

(Assume that each of the investments below is made reportable
by your Conflict of Interest Code.)

- .

¥ vy

On February 1 you purchased $800 worth of stock in XYZ Corporation,
a corporation doing business in your jurisdiction. On March 1 the
stock had a market value of $1,200. On May 1, you sold the stock
for $900. (You must list the stock because for part of the period
covered by the Statement your investment was worth more than $1,000.

In addition, you have a 10% partnership interest worth $40,000 in your
insurance firm which owns stock in General Utilities Company, your
pro rata share being $1,500. Both your insurance firm and General
Utilities Company do business in your jurisdiction. The investment
schedule would be completed as follows:



’ . Check One
XYZ Corporation e .
{Fisme oi Eompanyl S R il i [X] Value does not exceed $10,0600
____________ Common%tmk_] [ 1 Value exceeds S10,000 but does not
{Nature olqun(eresfx_s. eqg.. Comrr_\oln S;ock, Partnersnip Interest, etc.) exceed $100,000
anufactures wiagets Acaquired '
('E;'S?\'&iii'z':'éié;ib'x'.}{é‘é'r"B'Js}}\'a'ii'Ac'i:'d(:'{:i"""""'"'""'5.‘{55‘;,;;,"""’5]_”7'5 """ [ ] Value exceeds $100,0G0
1 Check One
------------ S mlth&B]aCk-----_- [ ] Value does not exceed $10,000
(Name of Company) |
_________ PannbehlP__ [x] Value exceeds $10,000 but does not
{(Naturs ofIlntercsu. e.q.t.)Corl:mon Stock, Partnersnlp interest, st | exceed $100,000
nsurance brokers
.................................................................... Acquired ___.________.ocoo.l 5
(General Cescription of Business Activity} Dlsno::d [ ] Value exceed 5100'000
= Check One
General Utilities VAT 4810000 °
el Company] e R Ix1 alue does not excee I
CommnnStOLk _________________________ [ 1 Value exceeds $10,000 but does not
{Nature ofSlntcrests. i.-:.q.. C_ommon Stock, Parn;ershir;-l-x;;;-v:st. ete) exceed S1 00,000
crves electric power Ac
----------------------------------------------- \cquired
(General Description ot Business Activity) Disposed [ ] Value exceeds 81 OO'OOO

INTERESTS IN REAL PROPERTY

No interest in real property shall be reportable unless its fair
market value exceeds $1,000.

NOTE: Check your disclosure category to determine which interests
Iin real propercy. 1: any, you are required to discliose.

Any interests in real property held by your spouse or dependent
children must be reported as though held by you personally.

-

In addition, if you or your spouse owns, directly, indirectly or
beneficially a 10% or greater interest in any business entity or
trust which holds real property in your jurisdiction, you must

report your pro rata share of the interest if your share is worth
over $1,000.

For each reportable interest in real property you must show the
following: _

- Street address or precise location. If there is no street
address, you must state the lot number and subdivision of

the real property.
- Nature of your interest (e.g., ownership, option).

- Date you acquired or disposed of the real prcperty if you
did so during the period covered by the Statement. (Not
applicable for initial statements.)

= Yalue of your interest. To determine the value of your .
interest, you should only consider your equity interest.
For example, if you own property worth $25,000 in which
gguoggve an $8,000 equity, your reportakle interest is



SAMPLE

(Assume that each of the interests in real property below
is made reportable by your Conflict of Intecrest Code.)

You are purchasing a home in your jurisdiction and you also have an
equity interest worth $4,500 in a lot in your jurisdiction. (As a
general rule Conflict of Interest Codes will not require the dis-
closure of real property which serves as the principal residence of
the filer. However, where the residence is also used for a commer-
cial or business purposes or where the residence may foreseeably be
affected materially as a normal consequence of the official's action,
disclosure of the residence will be required by the code). In ad-
dition, Smith and Jones, the business in which you have a 20 percent
interest recently purchased a commercial building in Mudville, having
a fair market value of $125,000. The interest in real property
schedule would be completed as follows: :

Check One
1345 Third Street, Mudville [ 1 Value does not exceed $10,000
“{$trest Address or Precise Locatian of Propérty) [ ] Value exceeds $10,000 but does not .
. . exceed $100,000°
Equity Date Acquired [ 1 WValue exceeds $100,000
{Nature ot interesi, 6., Equity, Option) Date Disposed | {X . Property is used principalty as my residence
. Check One
1ot 21 2, Idy]Wllde SubdiViSion, Mudwille [m Value does not exceed S‘]O'OOO
{ Strest Address or-Proclse Lo-c-a-flon of ;;-Q;Ry)- R . [ ] Value exceeds 310'000 but does not
Equity - exceed $100,000 :
Date Acquired
(Nature of Interest, e.g., Equity, Option) Date 6;;;;;;;1 ------ : --------- [ ] Value exceEds 5100'000
) N Check One
....355 Main Street, Mudville ' [ 1 Value does not exceed $10,000
Street Add Precise Location of P t
L ress or Precise Location of Property) . : [Xd Value exceeds $10,000 but does not
EQUity . Date Acquired 9/5/75 exce?d $100,000
{Nature of interest, e.9.. Equity, Option) Date Disposed ] [ 1 Value exceeds $100,000

INVESTMENTS AND INTERESTS IN REAL PROPERTY
HELD BY BUSINESS ENTITIES YOU CONTROL

NOTE: Complete only those schedules which youir disclosure category
requires. .

If you, your spouse or dependent children hold an ownership interest

of 50% or more in a business entity listed on the Investment Sched-
ule, you must report all investments, worth over $1,000, of that entity
in business entities which do business, plan to do business or have
done business in the last two years in vyour jurisdiction and all
interests in real property worth over $1,000 held by that entity

within your jurisdiction. A separate schedule must be completed

for each business entity.

For each investment held by such a business entity you must disclose
the name, the nature of the investment, a general description of the
business activity, the date the interest was acquired or disposed of
if it falls within the period covered by your report, and the value.

-6~

!\
LY,



For real property within your jurisdiction held by such a busine
entity, you must disclose the street address Or precise location

the nature of the interest held, the date of acquisition or dis-
posal if it falls within the period covered by the report, and t

value.

SAMPLE
(Assume that each of the investments and interests in real
property below is made revortable by your conflict of
Interest Code.)

On September 6, 1975, Metro Properties, Inc., in which you own a
75% interest, purchased an apartment complex, The Parkside, loca
in your jurisdiction and valued at $280,000. Metro Properties a
purchased at the same time the undeveloped lot worth $25,000 adj

SS

14

he

ted
1so

a-

ceny to the complex. . This schedule would be completed as follows:

Name of Business Entity Metro Properties, Inc.

INVESTMENTS OVER S1,000 HELD BY BUSINESS ENTITY

. Check One
The Parkside
G sl Companyl - [ 1 Valuedoes not exceed $10,000
Partnershin Interest ‘['] Value exceeds $10,000 but does not
[Rature of invesiment, e.9., Common stock, Partnersmip Interest, etc.) exceed $100,600
Apartment Complex ; 9/6/75
(General Description of Business Aclivity) gfsil;sr:: / / [m Value exceeds 3100'000
INTERESTS IN REAL PROPERTY OVER $1,000 HELD BY BUSINESS ENTITY
: _ Check One
Lot 1014, Briarwood Subdivision, Mudville [ ] Value does not exceed $10,000
{Stroet Address or Precise Locatlon of Property) - X} Value exceeds $10,000 but does not
. a3 exceed $100,000
EQUlty Acquired 9/6/75 '
(Nature of interest, e.g., Equlty, Option) Disposed ! } Value exceeds $100,000
INCOME

.

Only income aggregating $250 or more from a reportable source during
the reporting period must be reported. You must also report as income
any community property interest you have in income from a reportable
source received by your spouse. Otherwise, you are not required to
report income of your spouse or your children.

NOTE:

Check your disclosure category to determine what income, if

any, you are requirea to disclose.




tthen income from a reportable source is reported, you must disclose
the following: .

~ Name of the source of income.
~ Address of the source of income.
- Business activity of the source of income.
-~ Description of the consideration, if any, for the income.
- Amount or value received.
EXCEPTIONS: you are not required to disclose the following:

- Salary or reimbursements for expenses and per diem received
from a state or local government agency.

~ Reimbursement for travel expenses and per diem received from
a bona fide educational, academic or charitable organization.

- Campaign contributions.
-~ Devise or inheritance.
- Dividends, interests or other return on a security which is

registered with the Securities and Exchange Commission of
the U. S. Government.

b o ame?

- Interest, dividends or premiums on a time or demand deposit
in a financial institution, shares in a credit union or
insurance policy, payments received under an insurance
policy, bond or other debt instrument issued by a government
agency.

SAMPLE

(Assume that the income below is made reportable by your
Conflict of Interest Conde,)

Designated official X owns stock in California Widget Corporation,

a large publicly owned company listed on the New York Stock Ex-

change and doing business in his jurisdiction. He received $2,000

during the period in dividends on his stock. He also received

$15,000 salary income from his insurance business, and $1,500 in- _
terest income from a plumbing business. Both the insurance business ..
and the plumbing business operate in his jurisdiction. He need not
report the dividend as income since his stock is registered with the
Securities and Exchange Commission. The income schedule would be
completed as follows:



Smith and Jones Insurance Co.

Check One
[ ] Amount or value received was not greater
than $1,000

(] Amount or value received was greater than $1,000
and was not greater than $10,000

Amount or value received was greater than

{Addiesyof ihe Source of income (x)
Insurance brokerage $10,000
{Business Activity of the Source of Income) T
Personal Services
{Bewription of the consideration, if any, fur the inc ome) e
Hank’s Plumbing Supply . Check One
................................................. - [ ] Amount or value received was not greater
than $1,000

{Name of the Source of Income)

104 Main Street

Mudville, California

{Address of the Source of Income)

Plumbing supply

K] Amount or value received was greater than $1,000
and was not greater than $10,000

[ ] Amount or value received was greater than
$10,000

GIFTS

Gifts which have an aggregate value of $25 or more, received from
reportable sources of income, during the reporting period must be

report.d.

NOTE :

Check your disclosure category to determine what income,

if

any, you are required to disclose.

For each reportable gift you must disclose the following:

- Name of the donor.

~ Address of the donor.

~ Business activity, if any, of the donor.

- Date(s) gift(s) received.
~ Value of the gift(s).

- Description of the gift(s).



EXCEPTIONS:

You are not required to disclose the following:

-~ Gifts from your spouse, child, parent, grandparent,
grandchild, brother, sister, parent-in-law, brother-

in-law, sister-in-law,

aunt,

uncle,

or first cousin

or the spouse of any such person, provided that a
gift from any such person shall be considered income
if the donor is acting as an agent or intermediary
for any person who is a reportable source of income.

- Gifts of informational material, such as books,
pamphlets, reports, calendars or periodicals.

- Cifts which are not used and which, within 30 days

after receipt, are returned to the donor or delivered
to a charitable organization without being claimed
as a charitable contribution for tax purposes.

Gifts become reportaple when the value received from one reportable
source of income during the reporting period totals $25 or more.

SAMPLE

(Assume that the gifts were received from sources made
reportable by your Conflict of Interest Code.)

You received complimentary season tickets worth $100 from your local

professional football team.

certificate worth $75 from a local restaurant.

would be completed as follows:

Vou alsc received a complimentary dinner

The gift schedule

fh.adress)

Football Team

3/1/74

(Description of Gift)

9/15/75

{Date(s) of Gift(s))
$75

{(Value of Gift)

Food and Drink
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INCOME OF A BUSINESS ENTITY IN WHICH THE DESIGNATED EMPLOYEE,
OR SPOUSE, OWNS A 10% OR GREATER INTEREST AND WHICH PROVIDES
LEGAL OR BROKERAGE SERVICES

(The.filer's pro rata share of the fees paid to the
business entity which provides legal or brokerage
services must be at least $1,000.)

You may be required to report the name, address and business activity
of a business entity which provides legal or brokerage services and
the name of persons* who paid fees to the business entity if all the
following conditions are met:

1. Your disclosure category makes sources of income disclosable;

2. The persons who paid fees to the business entity are reportable
sources of income pursuant to your income reporting requirements
as set forth in the code;

3. You or your spouse owns, directly, indirectly or beneficially,
a ten percent interest or greater of the business entity; and,

4., Your pro rata share of fees which a person paid to the entity
was $1,000 or more, during the period covered by the statement.

*"parson” means an individual, proprietorship, firm, partnership, joint
venture, syndicate, business trust, company, corporation, association,
committee, and any other organization or group of persons acting in
concert. :

B ~ SAMPLE
(Assume that Brown,-Black, and Green are reportable
sources of income-.) ’

Smith and Jones, an insurance firm in which you have a 50% interest,
received a commission of $2,000 from Brown, commission of $5,000 from
Green and a commission of $1,500 from Black. (You need not list
Black's name because your share was only $750, less than $1,000.)
This schedule would be’ completed as follows: -

{Rime of Business Entity)

ty)
170 Main Street. Mudville, California LB

{Address of Business Entity)
Insurance brokers == W

{Description of 113 Business Activity

List the name of cach incivicual or entity who paid fees to the above business entity If your pro rata share of the {ees was $1,000 or more.

James Alan Brown

Paul Everett Green




OR SPOUSE, OWNS A 10% OR GREATER INTEREST AND WHICH DOES NOT
PROVIDE LEGAL OR BROKERAGE SERVICES

(The filer's pro rata share of the fees paid to the
business entity which does not provide legal or
brokerage services must be at least $10,000.)

You may be required to report the name, address and business activity
‘of a business entity which does not provide legal or brokerage services
and the name of persons*who paid fees to the business entity if all the

following conditions are met:

1. Your disclosure category makes sources of income disclosable;

2. The persons.who paid fees to the busineds entity are reportable
sources of income pursuant to your income reporting requirements
as set forth in the code;

3. You or your spouse owns, directly, indirectly or beneficially,
a ten percent interest or greater of the business entity; and,

4. Your pro rata share of fees which a person paid to the entity
was $10,000, or more, during the period covered by the statement.

*"person" means an individual, proprietorship, firm, partnership, joint
venture, syndicate, business trust, company, corporation, association,
committee, and any other organization or group of persons acting in
concert. .

SAMPLE

(Assume that Super Hotel Corporation and Mudville Construction
_are reportable sources of income.)

You own one-third of Hank's Plumbing Supply which sold $30,000 worth of
equipment to Super Hotel Corporation. You own 5% of California Lumber
Company which sold $200,000 worth of lumber to Mudville Construction
Company. You need not report information concerning the California
Lumber Company Since you own less than 10% interest in the business,
but you must list Super Hotel Corporation since you own more than
10% of Hank's Plumbing. Supply and your pro rata share of gross receipts
from Super Hotel Corporation was $10,000. This schedule would be

completed as follows:

104 Main Street, Mudville, California i

__ Plumbing supply )
{Deseription of its Businass Actwity) T T TeTTEmmITeessssosmeSmsmoSTmmmmmTmomTmomme -

LIst the namae of each individual of entity from whom the above bustness entity received payments i your pro rata share of gross receipts from
the indtvadual or entity was 310,000 or mure:

Super Hotel Corp.
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NOTE: Complete only those schedules which your disclosure catedory
requires. (Most codes w1ll not require the disclosure of

"management positions.")

You may be required to report your employment or holding of manage-
ment positions in a business entity, including a position as a direc-
tor, officer, partner, trustee, cmployee or any pasition of manages

ment.

WWhen employment and management positions in business entities are
required to be reported, you must disclose the following:

- Name of the entity.
- Address of the entity.
- General description of the business activity.
- Your position within the entity.
SAMPLE
(assume that the management positions held in business
entities of the kind listed below are made reportable

by your Conflict of Interest Code.)

You are vice president of General Widgets, Inc., & corporation within
your jurisdiction. This schedule would be completed as follows:

107 So. Broadway, Los Angeles, CA

General Widgets, Inc.
(Street Addreus, City, Stote)

Manufactures and Distributes Widgets . Vice President

{General Description of Business Adtivity) (Your Job Title or Position)
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