
Instructions:  Utilize this template for perishable gifts that cannot be returned to the donor.  Letter must 
be sent within three days of receipt of the prohibited gift.  Delete these instructions before sending the 
letter to the donor.   Text in [brackets] require you to insert your own text.  Delete these instructions and 
the brackets before sending the letter to the donor. 

[Insert Letter Date] 
 
[Name of Donor 
Donor Title 
Business Name 
Business Address] 
 

Dear [insert name of donor]:  

Thank you for your gift of [identify item], which I received on [insert date gift was received].  While I 
appreciate your thoughtfulness, current City ethics provisions prohibit City employees from accepting 
gifts such as this.  

Section 2 of the enclosed Executive Order #10-16 defines a prohibited source of a gift as the following:  
1) a registered lobbyist, or 2) any person who within the last 12 months is either seeking, or has sought, 
official action from me, has operations regulated by my [choose the applicable option: 
department/agency/office/board or commission] or has a financial or other substantial interest in acts 
or omissions I can take through official action.   Further, a prohibited source who offers anything of 
value to City employees may be subject to sanctions with regard to future City business.  

While [choose applicable option:  you/your business] meets the definition of a prohibited source under 
the Executive Order, your gift was perishable and we are not able to easily return it.  Therefore, we have 
[choose the applicable option:  shared it with coworkers without disclosing who sent it/donated it to 
charity (insert charity name)/destroyed the gift]. However, as the Mayor and his administration seek to 
adhere to the highest ethical standards, we ask that you refrain from sending anything in the future. 

I appreciate your understanding in this matter. Thank you again for your consideration.  

 

Sincerely,  

 

[insert your name/title] 

 

Enclosures:  Mayor’s Executive Order on Gifts, No. 10-16 
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