MEMORANDUM FOR (NAME OF SUPERVISOR)

SUBJECT:  Potential Conflicts of Interest Involving (FILER)
I am writing to advise you that the attached financial disclosure report identifies financial interests that are potential conflicts of interest for the above named filer.  As the filer’s supervisor, you are in the best position to avoid such conflicts and any resulting violations of Federal criminal law.
Please review the attached financial disclosure report to ensure the filer is not assigned tasks that involve these interests.  Federal law prohibits an employee from participating personally and substantially in an official capacity in any particular matter which will have direct and predictable effect on the financial interests of the employee or a family member.  

Please examine the report, particularly the assets and income in the first section.  With the exception of any diversified mutual funds and unit investment trusts that are listed, every financial interest creates a potential conflict of interest.  That means, as a Government officer or employee, the filer is prohibited from taking any action, including making a recommendation or participating in a discussion, having a direct and predictable affect on any of the financial interests the employee has listed.
Please note especially the entities that conduct business with your organization.  These present the greatest likelihood of a conflict of interest.  Do not assign the filer to projects if the filer may be called upon to participate in decisions or actions affecting these entities or their subsidiaries. 
Furthermore, please review the outside positions reported at the end of the report.  The same prohibitions prevent the filer from officially participating in matters affecting those organizations.  This applies even if there is no compensation paid by the organizations. 
There are many tools available to you as a supervisor to resolve conflicts of interest while continuing to fulfill your mission.  We are ready to assist you in preventing and resolving potential conflicts of interest of your employees.  

Please contact me or your ethics counselor if you have any questions regarding your disclosure statement or potential conflicts of interest.

Thank you for your assistance.  You play an important role in this Department’s efforts to ensure our decision-making processes are above reproach, and to assure the American people of the integrity of the officials in the Department of Defense.  






Deputy DAEO
