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 SAMPLE CONFLICT OF INTEREST POLICY

All employees and members of the board of directors are expected to use good judgment, to adhere to high ethical standards, and to act in such a manner as to avoid any actual or potential conflict of interest.  A conflict of interest occurs when the personal, professional, or business interests of an employee or board member conflict with the interests of [nonprofit name].  Both the fact and the appearance of a conflict of interest should be avoided.
Requirements of Employees and Board Members
· Upon or before hire, election, or appointment each employee and board member must provide a full written disclosure of all direct or indirect financial interests that could potentially result in a conflict of interest.  Examples include employer, business, and other nonprofit affiliations, and those of family members or a significant other.  This written disclosure will be kept on file and the employee or board member must update it annually and as needed.
· Employees and board members must disclose any interests in a proposed transaction or decision that may create a conflict of interest.  After disclosure, the employee or board member will not be permitted to participate in the transaction or decision.

Determining Conflicts of Interest
Should there be any dispute as to whether a conflict of interest exists:

· The Executive Director shall determine whether a conflict of interest exists for an employee, and shall determine the appropriate response.
· The board of directors shall determine whether a conflict of interest exists for the Executive Director or a member of the board, and shall determine the appropriate response.
(over)

ANNUAL AFFIRMATION AND DISCLOSURE STATEMENT

[NONPROFIT NAME]

I have received, read, understand, and agree to comply with the Conflict of Interest Policy.  I understand that failure to comply with this policy may result in termination, removal, or other action by [nonprofit name].

Listed below is my disclosure of all direct or indirect financial interests that could potentially result in a conflict of interest.

Name: 





Date: 





Business/Organization
    
Nature of Relationship
Example 1:
XYZ Corporation


Employer
Example 2:
ABC Corporation


Spouse’s Employer
Example 3:
San Francisco Nonprofit

Member, Board of Directors
Reviewed by:









Date:










� This document is provided as a template for nonprofit agencies.  Please adapt and edit as needed.  This template is not intended to be a legal document.
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