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        Date
Memorandum

To:

 (Appropriate Official)
From: 

(Name, Title, Address)
Subject:
Notice of Recusal by (Name) 

1.  This is to notify you that I have an interest in the (name of outside non-profit organization) (ACRONYM) because I have been elected as a (Position) with the (ACRONYM) through (date).  I will not be serving as [Officer or Board of Director position] in an official (bureau) capacity unless and until I am authorized by the Director of the (bureau) to be assigned to this position in my official capacity and have been so assigned.
2.  Even though authorization by the Director of the (bureau) and subsequent assignment will allow me to serve as (Position) and act on (ACRONYM) matters utilizing limited Government time and resources, I will not involve myself with the following:
a.  Any (bureau) grants, contracts, cooperative agreements, or other agreements with the (ACRONYM); 
b.  Providing support to the (ACRONYM), including personnel or equipment from or to the (ACRONYM) except that the following actions are specifically permitted:  

(1) requesting that official travel funds be spent or other government resources be utilized for the employee to conduct the affairs of the organization; 

(2) speaking as an official duty activity at a conference or other meeting of the organization;  

(3) providing advice and consultation with respect to, or otherwise conducting, the business affairs of the organization, including voting on matters that come before  (ACRONYM) officers and board members;
c.  Participating in investigations of the activities of the (ACRONYM), other than as a provider of information or testimony; 
d.  Directing a subordinate to speak at any conference or other meeting of the (ACRONYM);
e.  Developing regulations that would impact the (ACRONYM) or enforcing regulations pertaining to the (ACRONYM);
f.  Preparation or presentation of requests from the (ACRONYM) to obtain any Federal funds, manpower, or any other form of Federal support to (ACRONYM) activities.  An authorization, and subsequent assignment, will permit me to request official travel authorizations to attend and/or to be a speaker or presenter at meetings or conferences of the (ACRONYM) but approval of my travel authorization requests must be based on a determination by my travel approval authority that my attendance or presentation at the meeting or conference of the (ACRONYM) is in the best interests of the (bureau);
g.  Lobbying on behalf of the (ACRONYM) in any manner to a Member of Congress, a jurisdiction, or an official of any government as prohibited by 18 U.S.C. § 1913.  
This includes the use of money appropriated by any enactment of Congress to pay for any personal service, advertisement, telegram, telephone, letter, printed or written matter, or other device, intended or designed to influence in any manner a Member of Congress, a jurisdiction, or an official of any government, to favor, adopt, or oppose, by vote or otherwise, any legislation, law, ratification, policy, or appropriation, at any time unless specifically authorized by Act of Congress.  This does not prevent employees of the United States or of its departments or agencies from communicating to Members of Congress or other officials, at their request, or to Congress or such officials, through the proper official channels regarding requests for any legislation, law, ratification, policy, or appropriations which they deem necessary for the efficient conduct of the public business;
h.  Participation in fundraising activities of the (ACRONYM); or
i.  Approval of Federal travel authorizations of (bureau) employees to attend meetings or conferences of the (ACRONYM).  
  
3.  I have retained a copy of this recusal memorandum for my records and distributed it as listed below.  





 

Copy to:  (bureau) Ethics Office 
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