(Agency Symbol/Letterhead)						

M E M O R A N D U M

To:	(Name of company representative with whom your agency has a business relationship or who may be seeking to influence an official action)

From:		(Name of agency Appointing Authority or agency Ethics Officer)
		
Re:		State Ethics Rules Regarding Holiday Gifts

Date:		(December XX, 2025)


As the holiday season approaches, we want to take a moment to thank you for the partnership and collaboration we’ve shared throughout the year. We truly value the work we’ve done together in service to the people of Indiana.

We also want to kindly remind you that, while gift-giving is a thoughtful tradition in many business settings, Indiana’s ethics rules generally prevent state employees from accepting gifts, including food, drinks, services, or other items of value, from those who do business with the state.

These rules are in place to help ensure transparency and fairness in all our professional relationships. So, while we deeply appreciate the generous spirit behind any holiday gestures, we kindly ask that you refrain from sending gifts to our team.

If you have any questions about the ethics rules, feel free to reach out to [me / our agency’s Ethics Officer, (insert name),] at [insert contact information]. We’re always happy to help clarify.

Thank you again for your continued partnership. We wish you a joyful holiday season and a successful New Year!

Warm regards,
[Your Name]
[Your Title]
[Agency Name]
