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May 5, 2004 
 
 
WEST VIRGINIA BULLETIN NO: WV360-4-14 
  
SUBJECT: Ethics Reminder – Employee Conduct 
  
Purpose: 
 

Remind All Employees of Ethics Standards and Proper use of 
Government Equipment and E-Mail. 

  
Expiration Date: This bulletin expires after contents are noted. 
 
 
 
This bulletin will serve as a reminder to all West Virginia NRCS Employees 
of the Ethical Standards of Conduct and the proper use of all government 
equipment including computers, cell phones, E-Mail and etc. 
 
All employees are responsible for knowing and adhering to the rules of 
conduct as found in the attached USDA Bulletin No. 735-1, “Employee 
Responsibilities and Conduct”  and in the attached October 2002 issue of 
the Office of Government Ethics publications of “Standards of Ethical 
Conduct for Employees of the Executive Branch”, and “Fourteen General 
Principles that Apply to Every Employee”. 
 
It has come to our attention that there are employees using E-Mail for 
other than official purposes.  Attached is a copy of Page 5 on 
unacceptable uses of e-mail for easy reference.  We ask that all employees 
review and become familiar with the contents of above referenced 
documents.  Any person who willfully violates these Federal Laws or NRCS 
and USDA policies will be subject to disciplinary action. 
 
All employees should conduct themselves in a respectful and courteous 
manner at all times in dealing with both internal and external customers.  
Our customers include co-workers, supervisors, partners, and other 
agencies and the general public.  Also, employees should be extremely 
careful to refrain from using slanderous, malicious, derogatory, 
discourteous, or otherwise inappropriate language, gestures, or other 
offensive conduct towards internal and external customers. 
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All employees are asked to acknowledge receipt of this bulletin by 
completing the attached form and returning it to Charlotte Wertz, State 
Administrative Officer by June 1, 2004. 
 
 
 /s/ 
 
LILLIAN V. WOODS 
State Conservationist 
 
     
 
Attachments:  

 USDA Bulletin No. 735-1 
 Standards of Ethical Conduct for Employees of the Executive 

Branch 
 Fourteen General Principles that Apply to Every Employee  
 Page 5 on unacceptable uses of e-mail 
 Acknowledge receipt of Bulletin Form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DIST: E 
 

http://www.usda.gov/da/employ/apsd/bul7351.htm
http://www.usoge.gov/pages/forms_pubs_otherdocs/fpo_files/reference/rfsoc_02.pdf




 

 

 



 
 

Acknowledge Receipt of Bulletin  
 
 
 
 
This is to certify that I_______________________________________________  
have received and read the provisions in : 

 
 USDA Bulletin No. 735-1 
 Standards of Ethical Conduct for Employees of the Executive 

Branch 
 Fourteen General Principles that Apply to Every Employee  
 Page 5 on unacceptable uses of e-mail 

 
 
Employee Signature_____________________________ Date:____________ 
 
Employee Location/Office_________________________________________ 
 
Supervisor Signature_____________________________ Date:____________ 
 
 
 
 
Return to Charlotte Wertz by June 1, 2004 


