(Use council letterhead for this memo.)
(Coordinate with auditor and audit committee before issuing.)
(Date)
TO:
(Employee Name)
Attached to this memorandum is a copy of the employee conflict-of-interest policy. It is essential that the principles contained in the conflict-of-interest policy be observed at all times. Accordingly, it should be read carefully.

In keeping with good management control practices as endorsed by the council’s audit committee, we will annually circulate the conflict-of-interest policy to all employees and require all employees to sign and return an acknowledgement form confirming their receipt, understanding, and compliance. For this purpose, a separate acknowledgement form has been enclosed which you are to sign and return within two weeks to our auditors, (Auditor’s Name). A self-addressed envelope has been provided for your convenience.
Thank you for your cooperation.

Sincerely,

(Your Name)
(Scout Executive)
Attachment
