CLEARANCE REQUEST FOR PAID OUTSIDE ACTIVITIES
Smithsonian Directive 103 [SD 103], Smithsonian Standards of Conduct, requires, in section 7(d), that each employee obtain the written clearance of the employee(s supervisor and a Smithsonian Ethics Counselor before engaging in outside professional activity for pay (including contracts with the Smithsonian Institution) that is similar or related to the employee(s Smithsonian position.  Section 7(c) also requires written clearance if an employee intends to use or permit the use of an official title, or to allow reference to the employee(s association with the Smithsonian in connection with paid outside activities.

The purpose of the following questions is to assist the employee in developing and providing the information needed to determine whether an activity can be cleared.  If the furnished information does not completely disclose all relevant circumstances consistent with the general principles and provisions of SD 103, the employee must supplement the answers either in the "Additional Relevant Information" section at the end, or by supplemental memorandum.  A detailed memorandum may be used instead of this form.  Clearance is granted on the basis of, and limited to, the information disclosed in writing.

Employees may obtain a single clearance for more than one outside activity if the planned activities are similar and will be carried out within the next 12 months.

1.
Name, title or position, employee status (federal/trust), telephone number, and internal mailing address (MRC):

2.  
Description of proposed outside activity, including services/products to be provided, and when work will be completed:

3. 
(a) Brief description of Smithsonian duties:

    
(b) Brief description of those Smithsonian duties that relate in any way to the proposed 
outside work:

4. (a) Name, location/address, and principal activities of proposed paying party:

(b) Describe any known past, present, or contemplated relationship(s) between the 
proposed paying party and the Smithsonian:

5.
Describe the expected compensation, including goods/services/other non-monetary compensation, and/or reimbursements to be received:

6.
Did you learn of the opportunity in any way through your Smithsonian position?  If so, please describe:

7.
Will Smithsonian time, resources, or facilities be used in connection with the proposed outside activity?

8.  
Will your official Smithsonian title, the name "Smithsonian Institution," or the name of your Smithsonian unit be used in any way in connection with the proposed work (such as in credits, endorsements, advertising or other promotional material)?  If so, explain:

9.  
Additional Relevant Information:

The above information is accurate and complete to the best of my knowledge.  I understand that I am solely responsible for ensuring that all requirements set forth in SD 103 are fully satisfied.

Date:                             


Employee:                                                               
I have read the above information, and approve the proposed outside activity. 

Date:                                    


   Approved:                                                             
Typed or Printed Name and Title:                                                                           



   




Supervisor

I have read the above information, and approve the proposed outside activity. 

Date:                                    


   Approved:                                                             
Typed or Printed Name and Title:                                                                           



   




Unit Head

Date:                                   


Cleared:                                                                   
   Ethics Counselor

PLEASE KEEP A COPY OF THIS FORM FOR YOUR FILES

IN ADDITION, ATTACH A COPY OF THIS COMPLETED FORM TO YOUR ANNUAL SMITHSONIAN FINANCIAL DISCLOSURE STATEMENT, IF APPLICABLE
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