Conflict Of Interest Company
Policy

1. Introduction

At [Company Name], we are committed to maintaining the highest standards of
ethical conduct and professional integrity. This Conflict of Interest Policy is
designed to provide clear guidelines for all employees, managers, executives, and
board members to identify, disclose, and manage potential conflicts of interest.

11 Purpose

The purpose of this policy is to protect the integrity of our company's decision-
making process, to enable our stakeholders to have confidence in our integrity,
and to protect the integrity and reputation of all our employees, managers, and
board members.

1.2 Scope

This policy applies to all employees, managers, executives, board members,
contractors, and volunteers of [Company Name], as well as to third parties who
may be in a position to influence the company's decisions or operations.

2. Definition of Conflict of Interest

A conflict of interest arises when an individual's personal interests — family,
friendships, financial, or social factors — could compromise their judgment,
decisions, or actions in the workplace. Conflicts of interest may be actual,
potential, or perceived.

2.1 Types of Conflicts

e Financial Conflicts: When an employee or their family member has a
significant financial interest in a competitor, supplier, or customer of the
company.
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« Personal Relationships: When personal relationships between employees or
with external parties could affect professional judgment or create favoritism.

e Outside Employment: When an employee's secondary employment or
business interests compete with or affect their work at [Company Name].

« Gifts and Entertainment: When accepting gifts, favors, or entertainment could
influence business decisions.

o Use of Company Resources: When company assets, including intellectual
property or confidential information, are used for personal gain.

» Board Memberships: When serving on the board of another organization
could create divided loyalties.

3. Employee Responsibilities

3.1 Disclosure

All employees are required to disclose any situations that may give rise to a
conflict of interest. Disclosures should be made promptly and in writing to the
immediate supervisor or the Human Resources department.

3.2 Annual Declaration

Employees in sensitive positions or at management level and above are required
to complete an annual Conflict of Interest Declaration Form, disclosing any
potential conflicts or confirming that no conflicts exist.

3.3 Ongoing Vigilance

Employees must remain vigilant to potential conflicts that may arise during their
employment and report them as soon as they become aware of them.

4. Management of Conflicts of Interest

4.1 Assessment
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Upon disclosure of a potential conflict, management will assess the severity of the
conflict and determine the appropriate course of action.

4.2 Mitigation Strategies

Depending on the nature and severity of the conflict, the following strategies may
be employed:

e Restriction: Limiting the employee's involvement in the conflicting activity.
e Recruitment: Appointing a third party to oversee part or all of the process.

e Removal: Removing the employee from the conflicting activity or decision-
making process.

e Relinquishment: The employee gives up the private interest causing the
conflict.

o Resignation: In severe cases, the employee may need to resign from their
position.

4.3 Documentation

All disclosures of conflicts and the subsequent management decisions will be
recorded in the company's Conflict of Interest Register, maintained by the Human
Resources department.

5. Specific Guidelines

5.1 Gifts and Entertainment

Employees may not accept gifts, services, travel, or entertainment that may
reasonably be deemed to influence their decision-making. Gifts valued at more
than $100 must be declared and may need to be returned or donated.

5.2 Outside Employment

Employees must obtain written approval before engaging in any outside
employment or business activities. Such activities must not interfere with their job
performance or use company resources.
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5.3 Financial Interests

Employees must disclose any financial interests they or their immediate family
members have in companies that do business with [Company Name]. Significant
interests may require divestment or recusal from related decisions.

5.4 Personal Relationships

Employees involved in romantic relationships with coworkers must disclose this to
HR, especially if one employee supervises the other. Reassignment may be
necessary to avoid conflicts.

6. Training and Communication

[Company Name] will provide regular training on this policy as part of the
employee onboarding process and through annual refresher courses. The policy
will be easily accessible to all employees via the company intranet.

7. Reporting Violations

Employees who suspect violations of this policy should report their concerns to
their supervisor, HR, or through the company's confidential whistleblowing hotline.
[Company Name] prohibits retaliation against anyone who reports potential
conflicts in good faith.

8. Consequences of Policy Violation

Violations of this policy may result in disciplinary action, up to and including
termination of employment. In cases where the conflict of interest also violates
laws or regulations, legal action may be taken.

9. Policy Review and Updates

This Conflict of Interest Policy will be reviewed annually by the Board of Directors
and updated as necessary to reflect changes in the regulatory environment or
business practices of [Company Name].
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10. Acknowledgment

All employees are required to sign an acknowledgment form confirming that they
have read, understood, and agree to comply with this Conflict of Interest Policy.

By implementing and adhering to this comprehensive Conflict of Interest
Policy, [Company Name] demonstrates its commitment to ethical business
practices, transparency, and the highest standards of corporate governance.
This policy serves to protect the interests of the company, its employees, and
all stakeholders.

Last updated: [Current Date]
Approved by: [Name], [Title]
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