October 24, 2013
<<client name>>
<<client address>>

Re:  Conflict of Interest Policy for <<corporation name>>. 
Dear Ms. <<last name>>,
The IRS exemption application asks if the organization has adopted a Conflict of Interest Policy.  If so, a copy must be attached to the application.  The IRS approval process will go much more smoothly if the organization has adopted such policy.  For this reason, I have created a Conflict of Interest Policy for <<corporation name>>.  I based it upon the sample provided by the IRS in their instructions to the exemption application form.
Please have your board of directors adopt the policy by resolution (a copy of the policy should be attached to the minutes of the directors meeting at which it was adopted).
AFTER YOUR DIRECTORS HAVE VOTED PLEASE SEND ME AN EMAIL CONFIRMING THAT THE POLICY HAS BEEN ADOPTED.  You do not need to give me a signed copy.  You simply need to let me know that it has been adopted so that I can safely include it as an attachment to the exemption application.
Please let me know if you have any further questions regarding the enclosed Conflict of Interest Policy.
	Sincerely,

____________________________

<<name>>

Legal Intern
	Approved:

__________________________

<<name>>

Attorney at Law


Enclosure:  Conflict of Interest Policy
