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Conflict Of Interest Policy &
Conflict-of-Interest Disclosure Form
There exists between the XYZ Organization and its employees, directors and volunteers a fiduciary duty that carries with it a broad and unbending duty of loyalty and fidelity. The employees, directors and volunteers have the responsibility of administrating the affairs of the ORG NAME honestly and prudently, and of exercising their best care, skill and judgment for the sole benefit of the ORG NAME. Employees, Directors and volunteers shall exercise good faith in all transactions involved in their duties, and they shall not use their positions with the ORG NAME or knowledge gained here from for their personal benefit. The interests of the ORG NAME must have the priority in all decisions and actions. 
Persons Concerned 
This policy is directed at all employees and directors who can influence the actions of the ORG NAME. Volunteers of the ORG NAME may also be included if handling sensitive information.

General Policies and Expectations
It is the policy of the ORG NAME that no member shall derive any personal profit or gain, directly or indirectly, by reason of his or her service to ORG NAME. Conflicts of interest may arise in the relations between employees, directors and volunteers with any of the following third parties: 
· People and businesses supplying goods and services to the ORG NAME 
· People and businesses from whom the ORG NAME leases property and equipment
· People and businesses with whom the ORG NAME is dealing or planning to deal in connection with the gift, purchase or sale of real estate, securities, or other property 
· Competing or affinity organizations 
· Donors and others supporting the ORG NAME 
· Recipients of grants from the ORG NAME 
· Agencies, organizations, and associations that affect the operations of the ORG NAME 
· Family members, friends, and other employees 
Nature of Conflicting Interests 
A material conflicting interest may be defined as an interest, direct or indirect, with any persons and firms mentioned above. This list is not exhaustive. Conceivably conflicts might arise in other areas and through other relations.
Examples of Conflicts:
· Owning stock or holding debt or other proprietary interests in any third party dealing with the ORG NAME 
· Serving on boards, participating in management, or being otherwise employed (or formerly employed) by any third party dealing with the ORG NAME 
· Receiving remuneration for services with respect to individual transactions involving the ORG NAME 
· Using the ORG NAME time, personnel, equipment, supplies, or goodwill other than for approved ORG NAME activities, programs, and purposes 
· Receiving personal gifts or loans from third parties dealing with the ORG NAME. Receipt of any gifts is disapproved except gifts of nominal value that could not be refused without discourtesy. No personal gifts of money should ever be accepted.

Disclosure Procedures
Disclosure should be made formally to the Board of Directors Chair and Executive Director.  Transactions with related parties may be undertaken only if all the following are observed: 
1. A material transaction is fully disclosed in the audited financial statements of the organization; 
2. The related party is excluded from the discussion and approval of such transactions; 
3. A competitive bid or comparable valuation exists; and  
4. The organization’s Board of Directors has acted upon and demonstrated that the transaction is in the best interest of the organization. 
Staff disclosures should be made to the Executive Director (or if they are the one with the conflict, then to the Board of Directors Chair), who shall determine whether the conflict exists and is material, and if material, bring them to the attention of the Board of Directors Executive Committee. Disclosure involving directors should be made to the Board of Directors Executive Committee and the Executive Director. 
The Board of Directors Executive Committee shall determine whether a conflict exists and is material, and in the presence of an existing material conflict, whether the contemplated transaction may be authorized as just, fair and reasonable to the ORG NAME.  The decision of the Board of Directors Executive Committee on these matters will rest in their sole discretion and their concern must be the welfare of the ORG NAME and the advancement of its purpose.

Acceptance of Gifts
No Director, staff member, or volunteer committee member may accept any payment or article of value from a grantee, potential grantee, or supplier, except nominal hospitality such as meals, or gifts presented to the ORG NAME through the trustee or staff member as its representative and then presented to the ORG NAME by the trustee or staff member. In general, Directors and staff members should make every effort to decline to accept gifts on behalf of ORG NAME, but in cases where it could be considered ungracious to decline, it should be made clear that the gift is being accepted on behalf of, and will be given to ORG NAME.

Annual Acknowledgment of Policy 
Each employee and director are required to have on record with the ORG NAME a signed statement documenting receipt and acceptance of this policy. Volunteers of the ORG NAME may also be asked to have a signed statement on file depending on the information they have access to. For example, when they participate in grant proposal review processes. Further, conflict of interest statements should be signed and submitted annually by all employees and directors. When an issue arises at a Board or Committee meeting, an employee, director (or volunteer) with a conflict of interest will verbally state that fact and abstain from voting on the issue. The minutes of the meeting shall reflect the conflict of interest and the abstinence from voting by the interested person.
  
CONFLICT OF INTEREST DISCLOSURE
(to be signed annually by board members, staff and volunteers as requests by the ORG NAME)

Thank you for all you do to support ORG NAME.  Here at ORG NAME, all staff, volunteers and board members are required to avoid conflicts of interest between ORG NAME on one hand, and personal, professional, and business interests on the other. In the course of all meetings or activities, you are required to disclose any interest in a transaction or decision that might lead to a benefit or gain for you or your business, other nonprofit affiliations, family members, significant other, employer or close friends. This includes avoiding potential and actual conflicts of interest, as well as perceptions of conflicts of interest. Additionally, where potential conflicts of interest – or perceptions of such - might exist, you are prohibited from voting on any related matters. To ensure this policy is followed, we ask each employee and director to sign a Conflict-of-Interest Disclosure Forum each year. Volunteers may be asked to sign this form as well. Please review ORG NAME Conflict of Interest Policy, disclose any perceived or actual conflicts, and sign the following statement.
I understand that the purpose of ORG NAME’s Conflict of Interest Policy is: 
· to protect the integrity of decision-making process,
· to inspire confidence in our integrity among those ORG NAME serves, and 
· to protect the integrity and reputation of volunteers, staff and board members. 

During all related meetings and activities, I will disclose any interest in a transaction or decision where a benefit or gain could be received by myself as well as my business, other non-profit affiliations, family, significant other, employer, or close associates. After disclosure, I understand that I will recuse myself from all related discussion and decision-making. I understand that this policy is meant to supplement good judgment, and I will respect its spirit as well as its wording.

Signed:	_______________________________________________________________

Print Name:	_______________________________________________________________

Date:  		_______________________________________________________________

Current Disclosures:
Agencies/Organizations with whom I have a relationship as of this date:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



