FORMAT  FOR  DISQUALIFICATION  LETTER
FROM:  [Your name & office symbol] 






[Date]

MEMORANDUM FOR  [Office symbol of your supervisor]

SUBJECT:
Request for Disqualification from Duties


This memorandum serves to inform you that I intend to enter into employment discussions with (Contractor's name and address) commencing (date).  To avoid any possibility of a conflict of interest and to permit an orderly transition of responsibilities, request that I be excluded from, and relieved of, all matters and responsibilities which may have a direct and predictable effect on the financial interests of my prospective employer(s).  In the event that any matter brought to me for action may have a direct or predictable effect upon this company, I will immediately inform you and arrangements will be made to insure that I am not involved.


I will conduct all employment discussions     [during leave or off-duty time.   (to be used by civilians & separating military members)]     [during leave, off-duty time, or permissive TDY.   (to be used by retiring military members)]


This disqualification will expire upon a rejection of the possibility of employment with (Contractor's Name) and all discussions of possible employment have terminated.









[Your Signature Block]

FROM:  [Your supervisor’s office symbol]




[Date]

TO:  [Your office symbol]

________ Approved.  It is incumbent upon you to ensure that your employment discussions do not create a conflict of interest, or the appearance of such a conflict.  You will not take part in your governmental capacity, through decision, approval, disapproval, recommendation, giving advice, investigation, or otherwise, in any government matter involving a company or organization with whom you are discussing employment.  Should any question arise regarding the propriety of your employment discussions, you are to immediately seek advice from the Office of Counsel.

________ Disapproved.








[Your supervisor's signature block]

cc:  DOCCR

RECEIVED:_________________________________________  Date:__________


       Ethics Counselor
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