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Helpful hints for a Financial Interest Disclosure

(formerly Conflict of Interest Disclosure)

Original Date: Friday, June 14, 2024
Revision Date: n/a

Application of Policy:

All Employees - UNT System Administration, UNT, UNT Health Science Center, and UNT Dallas
e Disclosure is required for new hires, once annually by all employees, and any time a new financial interest arises.

Purpose:

We have updated the Conflict of Interest in Purchasing and Contracting disclosures process. The disclosure can be submitted
via the online Financial Interest Disclosure form which is powered by Smartsheet. This document outlines the steps for
accessing Smartsheet using your UNT System credentials through Single Sign-On (SSO).

Prerequisites:

e You must have a valid UNT System (or component institution) email address.

NOTE: The Conflict of Interest in Purchasing and Contracting disclosure does not satisfy other types of Conflicts of Interest
that are relevant to other aspects (e.g. Research conflicts of Interest).

Signing in to Smartsheet

1. Navigate to the UNTS Conflict of Interest in Purchasing and Contracting webpage

2. Click the Financial Interest Disclosure form link.

NEW PROCESS
@

We have updated that process for how to submit a disclosure. You can submit the disclosure via the online
Financial Interest Disclosure form.

Instructions for using the online form are available here as a PRINT VERSION QUICK REFERENCE GUIDE.

3. Click the "Sign in with Microsoft" button. This button may also display the Microsoft logo.
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https://finance.untsystem.edu/procurement/conflict-interest-purchasing-and-contracting.php
https://app.smartsheet.com/b/home?lgt=wf&lrt=s&EQBCT=f9a4fcb0b03049df99bf8457d85a0d19

smartsheet
Log in to access the form. ‘

Don't have an account? Create one

Email

G Sign in with Gaogle
[ = Sign in with Microsoft I
- Sign in with Apple

Smartshaet region:

4. You may see a message stating, 'Your account activation email is on its way...' Check your UNT System (or
component institution) email inbox for a message with a link to activate your account.

Bl smartsheet

Your account activation e-mail is on its way...

Thanks for signing up with your work
account!

Please check your email inbox.
We sent a confirmation email to:

K Yusuf.Saadu@untsystem.edu
Click the confirmation button in the email to get
started

5. The email will contain a link labeled 'Link my account'. Click this link to return to the Smartsheet website.

[EXT] Confirm your email address to start using Smartsheet
Smartsheet <welcome@system.smartsheetcom> O [Sineh | Giavan| e | [
To I T

To start using your Smartsheet account, click the button to confirm your email address:

ink My Account

The Smartsheet Team

get email from iy

Copy

y e "
TSk esNORVOL TheR LIGZIOEL = F N G THE sl
jss=AZUR Tefond

6. Upon returning to the Smartsheet website, you may be asked to agree to the Smartsheet User Agreement and
acknowledge that Smartsheet will process your personal data in compliance with their privacy policy.

One thing first...

Your password must have at least 10 characters. For better
security, don't reuse a password from another site and use
a mix of letters, numbers, and special characters.

[ 1ag

7. Once successfully authenticated, you will be directed to the Financial Interest Disclosure form.

8. The Financial Interest Disclosure Form looks like this:
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UNT SYSTEM™

Financial Interest Disclosure

Emaiayzes must disizse 2 Financizl Intere:
Financial Inerest in, 2 Business Entity that
contract with the Unrersity.

re (1) Employed by or (2) hold a
ic for, is negotiating, or emers imo 3

Employees must also disclose a Financial Intarast if t is known that a family membsr
(spause, perents, sivlings, eniidren, or any ingividuals residing in the same housenaid)
are: (1) employed by or (2) nold & Fnancial Interest n. 2 Business Entity that may bid for,
is negotiating, o emers into & cortract with the Instiition

The requirement to disclose a FinancialInterast applies even i the employee has no
direct eliement n e endorsement evaluaion,or selction of e Bus ness Eny
Such disclosure s necessary o ensure transparency and maintain trustin

Insttutions procurement processes.

Tne disciosure must be revewed t assess any potental confct of nterest and to
{stemine s sopopate cursa o sctn o Ense Faes an gy e
Instiution's dealin

The disclosure must occur annually and st any time 2 potsnisl confiict bacomes known.

Einancial Interest
For puposes of s daclosure the e financilnerest e o any stustion wiee
the emplayee ar any o their family m
rtrols. directly or in d.-m an ownership interest of at lsast one
gercant in the Business Enciy. incluging the rightta share in profits, prosseds, or
copgalgans of
id rsasonably forsses that a contract with the Business Entiy could resuft
e Foantbenel o apiotes on sfic
+Financial interest pronicited by this section dogs not include 2 retiremant plan.
a blind trust,insurance coverage, or an ownerchip interest of less than one
perosntin 2 corporation.

Emgloyeg by
The term “employed by" refers to any situation where the employee or any of their femily
s holds:

+ Ay position within 2 Business Ent ‘25 receint of remuneration a1

nomal salary andror wages.

Business Entr
e term usiness ey refersto sny organization o ncidualtat engages in
economie activties including corporations, partnerhips, sols proprietorships, and

iried lsbity cormpanies I£ala6 mcuges ependent conivaciors and se -<mployed
individuzls who rovide goods or services in exchang for Compensation.

Additional Notes:

e You may be prompted to grant Smartsheet permission to access your Microsoft account information during the login
process. This is necessary for single sign-on to function.

B8 Microsoft
yusuf.saadu@untsystem.edu

Permissions requested

u Smartsheet

e If you encounter any further issues, please contact the IT support team for assistance.

Completing the Financial Disclosure Form

1. Review the description and definitions of the disclosure.
2. Answer or fill in the requested information. Fields with an asterisk (*) are required fields.
2.1. FINANCIAL INTEREST CONFIRMATION. Please answer “yes” or “no” accordingly.
2.2. NATURE OF FINANCIAL INTEREST.
2.2.1. If the answer to the previous question was “yes”, complete the text box field with the following information:
2.2.1.1. Business name
2.2.1.2. Names and relationships of individual(s) with the Financial Interest

2.2.1.3. Any current and known business being conducted with UNT System and/or a component institution

2.2.2. If the answer to the previous question was “no”, enter “n/a” in the text box field.
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Financial Interest Confirmation *
Do you have Financial Interest to disclose under this Regulation?

® Yes
O No

Nature of Financial Interest *

“Please provide relevant business names, names and relationship of individual(s) with
the Financial Interest, and any current known business being conducted with the UNT
System.”

Reference: Regulations of the University of North Texas System 08.16000 -
Transparency and Avoidance of Conflicts of Interest in Contracting and Procurement of
Goods and Services

[] Send me a copy of my responses

2.3 (optional)

2.3. Optional, if you would like a copy of the disclosure for your records, select the check box.

2.4. When all requested information is complete, select SUBMIT.

After Financial Disclosure Form Submission

1. Any potential conflicts of interest must be reviewed and addressed by the Chief Procurement Office or their designee
before the procurement of contracting process can be completed.

Questions:

e  For questions about Financial Interest (Conflict of Interest) disclosures, contact: conflictdisclosures@untsystem.edu.
e  For questions/assistance with the Financial Interest FORM, contact: jaggaeradmin@untsystem.edu.
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