SUBJ:
      Format for Soliciting Contributions for a Gift to a Superior

FROM:     AFMCLO/JAF

DATE:
      June 11, 2002

Formats have value because they keep us from having to reinvent the wheel.  Here is a format for the solicitation of contributions for a gift to a superior for a special, infrequent occasion.  "Special, infrequent occasion" means marriage, illness, birth or adoption of a child, or an occasion that terminates the superior-subordinate relationship, such as retirement, resignation, transfer, or permanent change of station (PCS).  [See 5 CFR 2635.304(b)]

Within DoD, the suggested amount for the contribution may not be more than $10.  [See DoD 5500.7-R, Joint Ethics Regulation, paragraph 2-203b]  Also, the sentence in the format concerning contributions to other group gifts is based on the rule at paragraph 2-203a(2) of the Joint Ethics Regulation.  Thus, including that sentence is not necessary if your organization is not part of DoD.  Further, to avoid any appearance of command pressure, you may wish to have the solicitation sent out to the members of your organization by a relatively junior employee.  Finally, there is nothing magical or mandatory about the language used in the format.  You are welcome to tailor the language to fit your particular circumstances, or to create your own format, as you wish.

********************************************************************************************

It has been suggested that the employees of the  [name of your organization]  give  [description of gift]  to  [name of gift recipient]  as a  [(retirement) (PCS) (wedding) (name of other special occasion)]  gift.  [Insert additional description of gift, if desired.]  The cost will be (approximately)  $_____.   Making a contribution is strictly voluntary.  If you would like to make a contribution, please make it to  [name of person collecting the contributions].  [The suggested amount is $_____.  However, you are free to give less or nothing at all.]     [The suggested amounts are as follows:  Enlisted Personnel  --  $_____  ; Company Grade Officers  --  $_____;  Field Grade Officers  --  $_____ .  However, you are free to give less or nothing at all.]   Once  [name of person collecting the contributions] receives the amount of money necessary to purchase the gift,  [(he) (she)]  will send everyone an e-mail stating that further contributions are not requested.  To ensure that all gifts to  [name of gift recipient] are in compliance with the ethics rules, if you have made or will make a contribution to any other group gift to  [name of gift recipient], please do not make a contribution to the gift of [name of your organization].  [Finally, the purpose of this message is to solicit contributions from government employees and not from contractor employees.  Thus, contractor employees should disregard this message.]

