United States Department of State

Washington, D.C. 20520

January 19, 2018

MEMORANDUM

TO: Heads of All Employing Agencies as Defined in 5 U.S.C. § 7342

FROM: Ambassador Sean P. Lawler, Chief of Protocol

SUBJECT: Submission to Department of State Listing Foreign Gifts of More than Minimal

Value Given by Foreign Government Officials Reported to Employing
Agencies in Calendar Year 2017

In accordance with 5 U.S.C. §7342, all federal government agencies are required to submit to the
Office of the Chief of Protocol of the Department of State a listing of all gifts of more than
minimal value received by an employee from a foreign government during calendar year 2017.

These submissions are required so that the Secretary of State may discharge his responsibility
under 5 U.S.C. § 7342(f) for the annual publication of a comprehensive listing of all such
statements in the Federal Register.

According to 5 U.S.C. § 7342 all agencies must submit their reports to the Office of the Chief of
Protocol no later than January 31, 2018. Please contact us immediately if you need an extension.

Definitions:

If your agency has had no statements filed during 2017 concerning foreign gifts to
employees subject to the statutory reporting requirement, you are required to
submit a negative statement to this effect by the reporting deadline.

Please submit reports (or negative responses) via email

to ProtocolGiftOfficer(@state.gov and provide the name, telephone number, and e-
mail address of the individual who may be contacted, if necessary, concerning the
contents of your report.

Minimal value: A retail value of more than $390.

Employees: Covers federal employees, their spouses, or dependents

Calendar Year: January 1, 2017 through December 31, 2017

Foreign Government: Gifts from an international organization or multinational

organization whose membership is composed of any unit of a foreign government

o Gifts from sources other than foreign governments or such international

organizations, e.g., nongovernmental organizations and foreign
corporations (unless owned or controlled by the foreign government), are
not reportable for the purposes of this report

Gifts:


mailto:ProtocolGiftOfficer@state.gov

o Tangible gifts of more than minimal value
o Gifts of travel or travel expenses from foreign governments taking place
entirely outside the United States (such as transportation, food, and
lodging) of more than minimal value
= Qifts of travel or travel expenses accepted by an agency under the
authority of 31 U.S.C. § 1353 or other agency-specific gift
acceptance authority need not be reported.
o Decorations received from foreign governments are excluded from this
reporting requirement.
o Unreported, overvalue gifts from previously years should be reported as
follows.
= January 1, 2008 and December 31, 2010, any gift having a retail
value of more than $335 should be reported.
= January 1, 2011 and December 31, 2013, any gift having a retail
value of more than $350 should be reported.
= January 1, 2014 and December 31, 2016, any gift having a retail
value of more than $375 should be reported.

Paragraph (f)(1) of that statute requires each employing agency or its delegate to transmit to the
Secretary of State a listing of all statements filed during the preceding year by employees of that
agency of gifts received from foreign governments valued at more than minimal value.
¢ Reporting Format: Recipient, Agency, Donor, Gift Description, Date Received,
Cost, Current Disposition
o Sample Excel Reporting Template (tangible gifts (tab 1) /gifts of travel
(tab 2) for preparing the reports are attached.
¢ Once the Excel template is complete with entries, the file should be saved in a
XLSX file format.

Inquiries regarding this memorandum should be directed to the Department of State, Office of
the Chief of Protocol, Attn: Caitlin Dietze at 202-647-1161 or via email
at ProtocolGiftOfficer(@state.gov.

Attachments:
1. Guidelines for report form
2. Sample excel reporting template: tangible gifts and gifts of travel
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