ABC CHARITY

Conflict of Interest Policy

INTRODUCTION
This section will be completed by the ABC Charity. It introduces the document. Some ideas to be written in this introduction include:
· General information about ABC Charity
· How this document relates to the code of ethics, bylaws, and federal and state statutes
· Effective dates

· Where to go for more information
This document is a model of a stand-alone conflict-of-interest statement. Although many nonprofit organizations use a document like this, many find it useful instead, or in addition, to incorporate conflict-of-interest concerns within their bylaws and/or within their general ethical statements. In those cases, the nonprofit should take care to keep text and operational prescriptions in the different documents consistent.
As an individual associated with ABC Charity, you are expected to act in the best interests of ABC Charity at all times. Your judgments and activities on behalf of ABC Charity should consistently be free from conflicting personal interests or divided loyalties. You must avoid the appearances, as well as the reality, of any conflict of interest.
A conflict of interest may exist in a circumstance in which a reasonable person might question whether your motives and behaviors are consistent with the best interests of ABC Charity. The purpose of this policy is to help you understand how to avoid conflicts of interest, and how to act appropriately if a conflict-of-interest situation does arise.
GENERAL POLICY ON CONFLICT OF INTEREST
1. Principle Underlying this Policy
The employees, Board of Directors and volunteers of ABC Charity are responsible for the honest and prudent administration of ABC Charity resources, events, and affairs. In return, these individuals are rewarded and recognized in various ways directly by ABC Charity and its formally recognized patrons. Individuals working on behalf of ABC Charity exercise complete good faith in the execution of their duties on behalf of the organization and shall not use their organizational positions, or information gained within those positions, for personal remuneration, gains or benefits beyond those provided to them directly by ABC Charity as part of their formal position with the organization.

This policy is designed to:

· Define circumstances in which personal remuneration, gains, or benefits may inappropriately extend beyond those provided to people as part of their formal positions with ABC Charity,
· Suggest manners in which to avoid those circumstances,

· Explain how to treat situations in which such circumstances have or may have arisen.
2. Definition of Conflict of Interest
A conflict of interest exists when an ABC Charity director, employee or volunteer shall or potentially could receive personal benefits instead of, in conflict with, or in addition to those received directly from the ABC Charity. A conflict of interest also exists when an ABC Charity director, employee or volunteer must simultaneously serve his or her own personal individual interests, or the interests of another organization that he or she represents, in situations when those other interest are, or potentially could be, different from the interests of ABC Charity.
In the paragraphs above, “personal” can refer not only to the individual himself or herself, but also to people closely related to or of personal interest to the individual. These include people such as parents, siblings, spouse, partner, children, nieces, nephews, aunts, uncles, close personal friends and business acquaintances, and so on.
Some examples of conflicts of interest include:

· Holding other than a deminimus amount or value of stock or any type of ownership interest in a vendor that might sell products or services to ABC Charity;
· Serving on the governance board or working as an employee or volunteer with another organization that might have business or policy dealings with ABC Charity;

· Serving on boards or committees, or holding membership in an organization that advocates on behalf of social, religious, political, economic or cultural issues that might conflict with activities undertaken by ABC Charity;

· Influencing employment decisions for relatives in the ABC Charity or its vendors’ organizations;

· Receiving personal gifts, rebates or discounts from ABC Charity vendors or clients.
3. Avoiding Conflicts of Interest
Whenever possible, ABC Charity directors, employees and volunteers shall avoid entering into conflicts of interest or situations that have the appearance of a conflict of interest. In the event that a director, employee or volunteer discovers or becomes involved in a possible conflict of interest, that person must provide immediate, full and honest disclosure about the conflict, and act promptly to the best of their abilities to eliminate the conflict of interest if that is possible. When a possible conflict of interest is reported, the ABC Charity investigates the conflict of interest situation in order to determine and recommend actions that are required either to eliminate or control the conflict of interest. Reports of conflicts relating to the Executive Director or members of the Board of Directors shall be investigated by the Board of Directors. Reports relating to all other individuals shall be investigated by the Executive Director.
To avoid conflict-of-interest situations and possible associated negative consequences, all ABC Charity directors, employees and volunteers are required to read this policy and sign a statement affirming that they have read it, understand it, and will comply with it.

At least once each year, ABC Charity directors, employees and volunteers shall receive a reminder about this policy and a request that they disclose any new actual or possible conflict-of-interest situations in which they are involved.

4. Handling Conflicts of Interest
Conflicts of interest cannot always be avoided and, in and of themselves, are not necessarily cause for remedial action. However, directors, employees and volunteers have an ethical obligation to disclose all actual or possible conflicts of interests and to take appropriate actions to guard themselves and the ABC Charity from possible negative consequences of such conflicts. Accordingly, directors, employees and volunteers shall follow these guidelines relating to conflicts of interest:
· Every conflict of interest or possible conflict of interest shall be fully and promptly disclosed by the individual involved.
· The ABC Charity shall review and react to every reported conflict of interest.
· The person with the conflict of interest shall be excluded from discussions and decision making that relate to the conflict.
· Decisions related to the conflict of interest shall be made by other individuals, with no consideration to actual, potential, or presumed influences by or upon the individual with the conflict.
After reviewing a possible conflict-of-interest situation several results are possible:

· If a decision is made that no conflict of interest exists, the individual shall be promptly so informed.
· If it is determined that steps can be taken to eliminate or reduce the conflict of interest, the individual shall be accordingly counseled with specific steps to take to accomplish this.
· If it is decided that the conflict of interest can be tolerated, ABC Charity shall determine how it can protect its interests and, when necessary, exclude the individual with the conflict from all conflict-related discussions, considerations and decision making.
· If ABC Charity cannot tolerate the conflict of interest, ABC Charity and the individual with the conflict shall agree upon a manner in which to terminate the individual’s relationship with ABC Charity.

Every disclosure of a potential or actual conflict of interest shall be documented in writing. The documentation should include
· The facts of the case;

· The final determination of whether a conflict of interest exists, and the names of all persons participating in making this decision;

· Decisions or recommendations of how to avoid, eliminate, or guard against negative consequences of the conflict, if appropriate;
· Other decisions made related to the conflict, if there were any;

· Confirmation that the person with the conflict of interest did not participate in the decision making related to the conflict.

5. Violations of the Conflict-of-Interest Policy
The Board of Directors shall make the determination whether a person has received personal benefits instead of, in conflict with, or in addition to those received directly from the ABC Charity as a result of a conflict of interest, when the person in question is the Executive Director or a member of the Board of Directors. When the person is any other employee or volunteer, the Executive Director shall make this determination.
The determination shall include full, fair, due-diligence investigation into the person’s efforts to conform to this policy, and the person’s willful and knowing failure to adhere to the policy. The person being investigated may be asked to provide information relevant to the due-diligence investigation, but shall not assist with or take part in the final decision-making process regarding the violation or possible penalties therefore.
If the Board or Executive Director determines that a person has willfully and knowingly violated the conflict-of-interest policy, this shall be grounds for disciplinary action up to and including immediate termination of any and all relationships with the organization.
POLICY REGARDING PERSONAL GIFTS, GRATUITIES AND ENTERTAINMENT
Gifts, gratuities and entertainment include material goods, services, or activities offered to ABC Charity employees, directors or volunteers either free or at reduced costs, with the purpose (either direct, indirect, or implied) of influencing organizational decisions, such as the selection of employees, the hiring of vendors, favorable treatment or the purchase of goods and services. Directors, employees and volunteers must use extreme caution and conservative common sense in accepting gifts, gratuities and entertainment, following these general guidelines:
· They may not solicit any form of personal gift or gratuity;

· They shall not accept personal gifts of money, credits, or purchasing discounts in any amount from vendors or from donors;

· They may accept non-monetary personal gifts (including meals, product samples, event tickets, etc.) if such gifts have small nominal value (less than $50) strictly as a gesture of goodwill, in the spirit of seasonal giving, or for public relations purposes, and only if such gifts are given and received with no expectation of reciprocal obligation;
· If a director, employee or volunteer receives a personal gift of any size from a vendor or donor, the person shall disclose to the ABC Charity what the gift was, its estimated value, from whom the gift was received, the date on which it was received, and the understood reason for which the gift was given;
· If a director, employee or volunteer receives an unsolicited gift exceeding nominal value, the person should either return the gift to the sender, pay the sender full market value for the gift, donate the gift to the ABC Charity, or donate the gift to another charitable organization.
POLICY REGARDING PERSONAL POLITICAL ACTIVITIES
Employees and directors are encouraged to participate actively in the political processes of their local, state, and national governments, in accordance with and for the benefit of their personal interests. However, such activities must be done on the employees’ own time and kept independent of ABC Charity affairs and activities. When engaged in political activities, employees and directors should not announce their affiliations with ABC Charity or imply, or allow to be inferred, that employees’ activities or beliefs reflect those of the ABC Charity.
At times, employees and directors may be asked to present and represent ABC Charity’s political interests. If those interests conflict with the political interests of an employee or director, this shall be considered a conflict-of-interest situation, and the employee or director must disclose and handle the situation as prescribed in this policy. Employees and directors must avoid being placed, or getting themselves, into situations in which they advocate politically on behalf of the best interests of ABC Charity, which is anathema to their own personal political interests.
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