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INSTRUCTIONS  FOR  COMPLETING
MAYOR’S  EXECUTIVE  ORDER

FINANCIAL  DISCLOSURE  STATEMENT
GENERAL  INSTRUCTIONS

Who Must File
 All persons who presently hold the following positions are required to fi le:

Chief Administrative Offi cer, Director of Planning & Development, Chief Diversity & Inclusion Offi cer, Chief 
Education Offi cer, First Deputy Managing Director, Deputy Managing Director for Children & Families, Deputy 
Managing Director for Emergency Management, Deputy Managing Director for Infrastructure & Transportation, 
Deputy Managing Director for Parks, Recreation, and Culture, Deputy Managing Director for Criminal Justice
Deputy Managing Director for Community Services
Where And When To File

 All Mayor’s Form Filers should fi le the Mayor’s Form electronically through the Records Department online 
FDS Fil ing System https://fds.phila-records.com/FDS/FDLogin.aspx. Should you elect to fi le your forms in hard 
copy, completed forms must be fi led with Financial Disclosure Statements, c/o Department of Records, Room 
156, City Hall, Philadelphia, PA 19107, no later than May 1 of each year you hold offi ce. Consult with your HR 
manager about how to obtain a form from the on-line system.

If this is an amended statement, please check the corresponding box. 

What You Must Disclose
You must disclose the fi nancial interests held at any time during the previous calendar year by you, by your spouse 

if living in your household or life partner, as defi ned in Chapter 9-1100 of the Philadelphia Code, or by your minor 
dependent children.
General Information

1. You must complete each disclosure category. Do not leave blanks. If no fi nancial interest exists or the 
category does not apply, you should check the box where indicated. If the same fi nancial interest is required to be 
disclosed in more than one category, cross references are acceptable.

2. For each disclosure category, place a check in the fi rst column for each item to indicate whether the information 
applies to you, your spouse, life partner or your children.

3. Complete each column in each disclosure category.
4. As used in these Instructions, the term “business” means any corporation, partnership, sole proprietorship, 

fi rm, enterprise, franchise, association, organization, self-employed individual, holding company, joint stock 
company, receivership, trust or legal entity, whether for profi t or not for profi t.

5. As used in these Instructions, the term “member of your immediate family” means your spouse, if living in 
your household or life partner as defi ned in Chapter 9-1100 of the Philadelphia Code and your minor dependent 
children.

6. As used in these Instructions, you have “received” payment or property if: (a) you actually received it during 
the previous calendar year; (b) it was paid or given to another on your behalf during the previous calendar year; 
or (c) during the previous calendar year you earned the right to receive it.

7. Additional sheets may be attached to the Statement if more space is required.
8. Complete one (and only one) of the Certifi cations at the end of the Statement. See Specifi c Instruction 13 as 

to which Certifi cation to complete. Be sure to fi ll in the blank in the Certifi cation specifying the previous calendar 
year to which the Statement is applicable.

Director of Finance

Mayor

Chief Integrity Offi cer
Managing Director

City Representative

Inspector General
Director of Commerce

City Solicitor

Deputy Mayors
Chief of Staff to the Mayor

Please note: Pursuant to Mayor’s Executive Order #11-14, the Mayor may designate additional City 
offi cials to complete the Mayor’s Form. Mayor Kenney designates the following positions:
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1-7. You must list your name, City department, all City positions you held in prior year, offi ce address, if applicable, your private 
business address, the name(s) and occupation(s) or profession(s) of each of your immediate family members. DO NOT LIST HOME 
ADDRESS.

8. SALARIES, WAGES AND FEES

 You are required to disclose all sources of income in the form of salary, wages, fees and other compensation for services (in any 
amount) received during the previous calendar year by you or a member of your immediate family. Be sure to include the City of Phila-
delphia as a source, if applicable. You need not list social security income, retirement income, and similar pensions. All City employees 
and appointees must list the amount of salary or compensation received from the City.

PLEASE NOTE: All amounts must be disclosed. However, non-City provided amounts will be redacted prior to posting the Mayor’s 
form online.

9.  INCOME  FROM  PROPERTY,  A  BUSINESS,  OR  OTHER  ENTITY

 A. You are required to disclose all sources of $500 or more of income and amounts received during the previous calendar year by you 
or a member of your immediate family from property, a business, or other entity (see 4 under General Information for defi nition of “business”).

 B. Securities Income: If you or a member of your immediate family received income of $500 or more from securities held in 
a particular business, the name and address of the business must be identifi ed as the source of that income. For each business in which 
securities are held, the $500 threshold must be determined by adding both capital gains and dividends received without subtracting any 
losses attributable to the securities.

 C. Mutual Fund Income: If you or a member of your immediate family received income of $500 or more from any mutual 
fund, only the name of the mutual fund needs to be disclosed. You are not required to disclose the individual investments of the mutual 
fund.

 D. Trust Income: If you or a member of your immediate family received income of $500 or more as the benefi ciary of a trust, 
you must disclose as the source of that income the name and address of the trust, the name and address of the trustee, and the name and 
address of the trustor (creator of the trust). Generally, you need not identify particular trust assets or investments, or a business in which 
trust assets are invested. However, if $500 or more of such trust income is attributable to trust assets or investments which were the subject 
of any transaction in this or the previous calendar year involving the particular City departments or agencies with which you were closely 
associated in this or the previous calendar year or if such trust assets or investments are in a business which in this or the previous calendar 
year appeared before, was engaged in, or was the subject of any transaction involving the particular City departments or agencies with which 
you were closely associated in this or the previous calendar year, you must also disclose the identity of those assets or investments or the 
name and address of the business as a source of income.

E. Business Income: If you or a member of your immediate family received income of $500 or more from a business, you are 
generally required to disclose only the name and address of the business. In the following situation, additional information regarding the 
source of income must also be disclosed:

If during this or the previous calendar year any client, customer or patient of the business appeared before, was engaged in, or was the 
subject of any transaction involving the particular City departments or agencies with which you were closely associated in this or the previous 
calendar year and $500 or more of your or a member of your immediate family’s income from the business is attributable to fees or payments 
received from such client, customer or patient, you must identify such client, customer or patient as a source of income.

(1) In tracing income from such clients, customers or patients, a reasonable average overhead percentage may be utilized to 
determine whether the portion of the fees or payments distributed to you or a member of your immediate family is $500 or more.

  (2) If you or a member of your immediate family received income from a business in the form of a fi xed salary only, you need 
not disclose clients, customers or patients under any circumstances. However, if you or a member of your immediate family received (in 
addition to salary) a bonus, commission, referral fee or some other method of payment of $500 or more, the identifi ed clients, customers 
or patients must be disclosed as a source of income.

F. City Income: You must also report the City of Philadelphia as a source of income of $500 or more if income received by you 
or a member of your immediate family from a business is attributable to payments from the City.

SPECIFIC  DISCLOSURE  CATEGORIES
(Numbers Correspond To Numbers On Form)
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10.  GAINS  ON  PROPERTY  OR  INVESTMENTS

A. You are required to disclose certain gains on property or investments made by you or a member of your immediate family 
during the previous calendar year.

B. You need not report the gain from the sale or transfer of your personal residence.

C. To compute the gain on property or investments, subtract the price at which such property or investment was purchased from 
the price for which you or a member of your immediate family sold such property or investment.

D. You need only report gains which: (i) equal or exceed $500, and (ii) equal or exceed 5% of the purchase price.

   11.  GIFTS  AND  HONORARIA

A. You need not list gifts received by you or a member of your immediate family from each other, or from your (or your spouse’s 
or life partner’s), parents, children, brothers, sisters, grandparents, great grandparents, grandchildren, great grandchildren, uncles, aunts, 
nieces or nephews.

B. You must list all other sources which in the aggregate during the previous calendar year gave $200 or more in value of gifts 
or honoraria to you or a member of your immediate family. For example, if during the year the same person treated you to eight $25 
lunches, that total gift of $200 must be reported.

C. For purposes of this disclosure requirement, the term “gifts” includes anything of value, including gratuity, favor, transporta-
tion or travel, hospitality, invitation, food, drink or such as services, loans, entertainment, tickets to sporting events, fl owers, etc., unless 
consideration of equal or greater value is conveyed in return. “Gifts” also includes any transaction in which the amount of money or 
property value received by you or a member of your immediate family exceeds the money or property value that was paid or exchanged 
by you or a member of your immediate family. For example, if you sold someone property which, at the time of the sale, had a fair market 
value of $200, and you received $500, you must report the transaction as a gift in the amount of $300.

D. Please note that pursuant to the Mayor’s Executive Order on Gifts, #03-11, only those gifts that fall into one of the limited 
exception categories may be accepted by City offi cials and employees. Even if a gift is not prohibited under the terms of the Executive 
Order, it must still be reported should the value exceed $200 in the aggregate.

E. Please note that the State Ethics Act prohibits honoraria but the receipt of which should still be disclosed.

    12. OFFICES  AND  DIRECTORSHIPS

A. You are required to list all offi ces and directorships held by you or a member of your immediate family in any business, as-
sociation, or other entity, whether for profi t or not for profi t. You need not list your City position(s).

    13. CERTIFICATION

A. You are required to complete either Certifi cation A or Certifi cation B. Do not complete both.

B. Complete Certifi cation A only if: (1) to the best of your knowledge, you have disclosed all required information on the fi nancial 
interests held by all members of your immediate family; or (2) you have neither a spouse living in your household, nor life partner nor 
any minor dependent children.

C. Complete Certifi cation B only if: (1) you have a spouse living in your household, or life partner and/or minor dependent chil-
dren; and (2) you have been unable, after using your best efforts, to obtain all the required information as to the fi nancial interests held 
by your immediate family.

D. Be sure to complete the blank indicating the previous calendar year to which the Statement is applicable.

           14. PENALTIES

The making of false disclosures or the failure to fi le your Statement by May 1 of each year you hold offi ce may subject you to removal 
from your City position.

Information

If you have any questions regarding the interpretation of a particular line of the form or for other legal advice, call the Board of Ethics 
at (215) 686-9450. For questions about the process of receiving and fi ling forms, call the Records Department at 686-2261/2.

Financial Disclosure Statements 
c/o Department of Records 
Room 156, City Hall   
Philadelphia, PA  19107


