Date:

Re: 
PROPOSAL TITLE
To:  
NAME, NAME, Co-Investigators (or designate which is PI)
Dear NAME and NAME:

I am pleased to see that you (ARE SUBMITTING or HAVE BEEN AWARDED) a proposal to FEDERAL OR STATE AGENCY to (fill in a bit about the proposal).
Please be advised that per university policy a conflict of interest “arises when an academic staff member is in a position to influence either directly or indirectly University business, research, or other decisions in ways that could lead to gain for the academic staff member, the staff member's family, or others to the detriment of the University's integrity and its missions of teaching, research, and public service.” 
As you are spouses and research collaborators, and as the principal investigator (PI) and a Co-PI, respectively, on this grant, an apparent familial conflict of interest has arisen that must be monitored. Therefore, please be advised of the following:

1. Neither spouse can report to the other.

2. Neither spouse can approve financial transactions for the other, including travel or other reimbursements. These transactions should be submitted to the DEPARTMENTAL BUSINESS OFFICE where they will be checked for conformance to the award and approved by the DEPARTMENT HEAD or his designee. 
3. Neither spouse can oversee time/effort reporting or payroll certification for the other.  Where necessary for the purposes of this grant, each will submit the information to PROVIDE DESIGNATE for inclusion in the necessary report which will be reviewed and approved by the Head of DEPARTMENT or his/her designee.

4. Neither spouse can conduct personnel evaluations or set salary levels for the other.

5. A plan for careful management of any co-advisees or other shared university employees must be clearly outlined at the outset and upon subsequent appointment renewals.

Please let me know if you have any questions regarding the monitoring of this apparent familial conflict of interest.

Sincerely,

NAME

Head, Department of XXX
c:  Melanie Loots, 

DIRECTOR OF OSP
DEPARTMENTAL BUSINESS MANAGER
