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 SEQ CHAPTER \h \r 1TO:

Agency Ethics Liaison
FROM:

Employee

THROUGH:
Supervisor

DATE:



SUBJECT:
Disqualification from participation in matters involving XXXX
This is to notify you that I have an approved Outside Activity with XXXX that is scheduled to begin on XXXX and end XXXX.  I was offered this opportunity on XXXX, and tentatively accepted this offer on XXXX.  [DESCRIBE ACTIVITY].  

I have been advised that this outside activity may present an actual or appearance of a conflict of interest; therefore, I must disqualify/recuse myself from any official duty activities that involve the above organization.  My official duties involving the XXXX are [DESCRIBE ANY OFFICIAL DUTIES THAT INVOLVE THIS ORGANIZATION].  I understand that I may not participate personally or substantially as a Government employee in any matters regarding the above organization.  Furthermore, I understand that it would be appropriate for any matters specifically involving the above named organization to be referred to my supervisor without consulting me or informing me that such matters are pending.

I understand that this activity constitutes a financial interest covered by 18 U.S.C. § 208.  I also understand that I am required to obtain a waiver of this criminal statute to act officially involving the XXXX.

I understand that this recusal will remain in effect until I inform you in writing that the Outside Activity has terminated, plus any additional "cooling off" period.  I believe that the steps I have outlined above will serve to assure that no conflict of interest or appearance will arise between my personal financial interests on the one hand, and the duties I perform as an employee of XXXX.

I also understand that I must immediately inform the Area/Mission Area Ethics Advisor upon a significant change in the nature of this outside employment/activity or in my official position.

______________________________________                  ______________

Employee Signature
Date
cc:

Science Ethics Branch
