Sample Recusal Statement
TO: Designee(s)
FROM: Name of employee
DATE:
SUBJECT: Recusal

Because I may be seen to have a conflict of interest in matters affecting [name of the entity or individual] relating to [a family relationship or former affiliation with the firm, for example], I am delegating all responsibility and authority for handling any such matters to you.  Please ensure that I am screened from any information or communications on any such matters.

By copy of this memorandum, I am instructing [appropriate contacts in the office] to ensure that I do not receive any communications on any matters affecting [name of the entity or individual].  This recusal will remain in effect until [duration of recusal].

c: subordinates responsible for screening communications
supervisor

ethics liaison officer
State Ethics Commission
