
Date
Name of gift giver

Address

Dear [gift giver],
Thank you for your well-intentioned gesture of sending [gift] to [employee] of our [University department].

Please be advised that New Jersey’s Uniform Code of Ethics strictly prohibits State employees from accepting, directly or indirectly, any gifts, favors, services, or other things of value that are related in any way to a State employee’s public duties.  As a result, we [nonperishable: must return your gift/perishable: have donated your gift to a local charity], and we ask that you refrain from offering a gift to any employee of Montclair State University in the future.
In addition to the Uniform Ethics Code, there is also a code of ethics for vendors that prohibits offering gifts and gratuities to State employees.  You can find this vendor code of ethics on the Treasury website at: http://www.state.nj.us/treasury/purchase/ethics.htm.
Please share these policies with your staff.  If you have any questions or concerns, feel free to contact me at [      ].  We greatly appreciate your cooperation.
Sincerely,   

cc: Montclair State University Ethics Liaison Officer
