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[Insert student’s first and last name]





[Insert Date]

[Insert student’s preferred mailing address]
Dear [Mr./Ms.] [Insert student’s last name] ,

I have reported to the Conflict of Interest Office that you are or will be involved in activities related to my non-university activities with [Insert company/organization’s name].  The university considers that such experiences can be valuable, but wants to ensure that students' involvement with a university employee's outside professional activities does not impede their academic performance or advancement.

The University of Illinois Policy on Conflict of Commitment and Interest requires that precautions be instituted “to assure that exploitation or unreasonable interference with University duties and responsibilities, including course and thesis work, does not occur.”  The policy is available under the policy link at www.research.uic.edu/conflict.

To manage potential conflicts of interest, I have a conflict management plan.  This plan requires me to name an individual you may contact if you believe your involvement with the non-university activities is impeding your academic progress.  Dr. [Insert first and last name of the Point of Contact] from the Department of [Insert department name] will serve in this role.  No action or response is needed from you at this time.  However, if you believe your involvement with the non-university activities is interfering with your academic progress, you may contact Dr. [Insert Point of Contact’s last name] at [Insert phone number for Point of Contact; email address].

If you have any questions, please don’t hesitate to ask either Dr. [Insert Point of Contact’s last name] or me.  You are also welcome to contact the Conflict of Interest Coordinator (Jacquelyn Jancius).  She can be reached at coi@uic.edu or (312) 996-4070. 

Sincerely,

[Insert your name]

[Insert your title at the University]
cc: [Dean, Department Head, Point of Contact, Conflict of Interest Coordinator] 
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