Conflict of Interest Policy

This sample policy establishes guidelines to protect the assets of the company and the reputation of the company among its customers.

Purpose

<Company Name> is committed to maintaining the objectivity of all employees in conducting their work, and to avoid engaging in activities that could adversely affect the reputation of the Company or its employees.

Definition

A conflict of interest may exist when an employee is involved in an activity or has a personal interest that might interfere with the employee's objectivity in performing Company duties and responsibilities. Such activities include: 

· Outside employment in areas similar to those in which the Company is involved; 

· Outside work for customers, suppliers, vendors, or competitors; 

· Other activities that have the potential to affect the employee's objectivity and work performance; 

· Activities that could reflect negatively on the reputation of the company and its employees; and 

· Holding a financial interest in a business concern that is a supplier, customer, or competitor of the Company 

A passive investment interest is a purely financial involvement in an organization for which the employee performs no managerial functions, provides no advice, and has no ability to influence the policies, products, or business of the outside organization. This does not apply to owning government securities or to having a checking or savings account with a financial institution.

Policy

Employees may not engage in any activity that may constitute a conflict of interest, without the written permission of their manager.

An employee is required to obtain written approval through their management and the Legal Department before doing any of the following: 

1. Holding a passive investment interest (either directly or indirectly) in any supplier, customer, or competitor of the Company if the holding is either: 

· Five percent or more of the stock, assets, or other interests of the supplier, customer, or competitor, or 

· Ten percent or more of the employee's net assets. 

2. Acting as an officer, director, partner, consultant, representative, agent, advisor, or employee of: 

· A supplier, customer, or competitor. 

· Any business that is involved in technical areas or product lines that are similar to those of this company. 

· Any business whose customers include this Company, or the customers or suppliers of this Company. 

3. Engaging in any other activity that could create the appearance of a conflict of interest and thereby impair the company's reputation for impartiality and fair dealing.  These include:

· Having a financial involvement with an employee or representative of a supplier, vendor, customer, or competitor with whom the employee regularly comes in contact while performing Company business. 

· Acting in the capacity of a vendor to the company or the company's competitors. 

· Accepting personal discounts (on products, services, or other items) from an employee or representative of a supplier, vendor, customer, or competitor.

· Participating in any activity that might lead to disapproved disclosures of company proprietary information or proprietary information owned by others who have entrusted such information to the company. 

· Dealing directly, in the course of normal Company responsibilities, with a spouse or immediate family member who is employed by a supplier, vendor, customer, or competitor in a manner which conflicts with adherence to the business conducts and ethics requirements. 

· Accepting secondary employment with a current or prospective supplier if the employee can allocate or influence the allocation of company business. 

An employee must disclose to their manager any relationship that exists or has existed within the previous three years between the employee and a customer, or supplier: 

· Employees must comply with legally permissible restrictions imposed upon them by their previous employers, even when the restrictions affect their ability to have business dealings with such employers. 

· Prospective employees must be informed that Company policy requires all employees to honor and respect the rules and regulations that apply to customers and suppliers or the company.

Each employee who has or wishes to accept additional employment elsewhere in any capacity will submit to his or her Manager a written request containing a detailed description of the proposed activity. The employee's Manager will grant approval based on an assessment of whether the proposed activity results in an actual or potential conflict of interest with the company and whether the proposed activity will compromise the employee's ability to effectively discharge his/her obligations as an employee of the Company.

