(Department Letterhead)

To:

Lisa Landis, Assistant Vice President, Employee Services, 400 UCA
From:

(Director or Hiring Authority)  

Subject:
Compliance with the Procedures for Identifying Potential Conflicts of Interest and Nepotism in Personnel Matters
Date:

[date]
The following are a list of employees within [Department Name] who are related.  None of these employees are in a supervisory role over the other.  In no case are the employees responsible for determining the hiring of the other, nor are they involved in the determination of salary, promotion, or other benefits.

NAME


RELATIONSHIP
TITLE



SUPERVISOR

Jay Smith

Spouse



Kay Smith

Spouse



Bill Jones

Father
  

Jane Doe

Daughter










As outlined in the policy statement, a copy of this memorandum is being placed in each affected employee’s personnel file.

Signed By:  
________________________________________________________________

Title:

________________________________________________________________

Cc:  Department Files

