










[DATE]
MEMORANDUM FOR [NAME OF SUPERVISOR] 

FROM:

    [YOUR NAME]



    [YOUR POSITION]



    [YOUR AGENCY OR STAFF OFFICE]
SUBJECT:

    Recusal

I have begun discussions with representatives of [NAME OF PROSPECTIVE EMPLOYER] with respect to possible future employment.  [NAME OF PROSPECTIVE EMPLOYER] is a [DESCRIPTION OF EMPLOYER e.g. nonprofit, worldwide foundation that seeks to improve the well-being of animals through the advancement of science. Its goal is to further the understanding of scientific issues relating to risk assessment, and the environment by bringing together scientists from academia, government, and industry.  Specifically, it seeks to bring light to issues such as overweight/obesity in anteaters; functional foods; the truth about cats and dogs; alleviation of worldwide micronutrient deficiency; the safety of dog food ingredients; and evaluation of water purification methodologies in yak habitats].
Under 18 U.S.C. § 208, I am prohibited from participating personally and substantially in any particular matter that would have a direct and predictable effect on my own financial interests or those of an organization with which I am negotiating for outside employment.  In my position as [YOUR CURRENT POSITION], I may be called upon to participate in certain particular matters that could affect the financial interests of [NAME OF YOUR PROSPECTIVE EMPLOYER].  These matters might, for example, include contracts, negotiations, or applications for assistance [ADD ANY OTHER CONFLICTS YOU between [NAME OF YOUR PROSPECTIVE EMPLOYER] and [NAME OF YOUR AGENCY].  Until further notice, I will not participate in such matters.
To ensure that this commitment to recuse continues to be effective, I will revise and update this memorandum whenever warranted by changes in my negotiations for outside employment or the nature of my duties, or other changed circumstances and provide you with a copy.  
This recusal is effective immediately, and will continue in effect until either I or [NAME OF YOUR PROSPECTIVE EMPLOYER] rejects the possibility of employment and all discussions of possible employment have terminated.

cc:
Dale W. Moore 

USDA Chief of Staff [For all political appointees]

Immediate subordinates [For Supervisors]

Office of Ethics [For Public Financial Disclosure Report Filers]

Servicing Ethics Office [For Confidential Financial Disclosure Report Filers]

