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Employee Conflict of Interest – Transaction/Arrangement with an Outside Vendor 
 
Definition 
The real or apparent divergence between an employee’s private interests and his or her 
professional obligations to the College, such that an independent observer might reasonably 
question whether the individual’s professional actions or decisions are, or could be, determined 
by considerations of private gain rather than by potential benefit to the College’s mission. 
 

 
An employee has a conflict of interest (COI) if he or she: 
 

1) has a financial interest or potential interest, whether direct or indirect, with  
2) has a personal relationship with  
3) receives other substantial considerations from  
4) discloses confidential information acquired in the course of his or her duties with 

 
a vendor beyond a normal business relationship, which may be or appear to be inconsistent with 
the performance of the employee’s duties or exercise of judgment on the College’s behalf. A 
conflict of interest may occur for single or multiple transactions. 
 
Purpose  
The purpose of this COI policy is to protect the College and its employees and outline 
procedures to be taken when an employee, within their assigned responsibilities, enters or 
appears to enter into a transaction or arrangement with an outside vendor with the potential to 
benefit the employee’s interests above those of the College.  

 
Disclosure 
Avoidance of conflicts requires constant sensitivity to the issue by all employees and a 
willingness to disclose potential conflicts for review and appropriate resolution in a timely 
manner. To avoid real or apparent conflicts, an employee must disclose the nature of his or her 
conflict(s) of interest with an outside vendor(s) as follows: 

 
 
 

Party providing disclosure   Party receiving disclosure  
 

a. President    Audit Committee 
b. Vice Presidents    Audit Committee 
c. Deans of Schools    Vice President Academic Affairs  
d. Department chairpersons   Dean of School  
e. Purchasing staff    Associate Vice President of Business Affairs  
f. Purchasing requisitioners  Associate Vice President of Business Affairs 
g. Other academic personnel  Department Chairperson/Head  
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h. Other administrative personnel  Vice President with supervisory authority 
 
Annual Statements  
All employees, as defined below, shall complete and submit the SharePoint Conflict of Interest 
Disclosure form, annually or in the event of an apparent conflict of interest, to affirm such 
person:  
 
 

a. Has access to the Conflict of Interest policy on the College’s administrative portal  
i. https://iris.colum.edu 

ii. Policies/Procedures 
iii. Conflict of Interest-Outside Vendors 

b. Has read and understands this policy  
c. Has agreed to comply with this policy 
d. Has confirmed and disclosed the existence or nonexistence of any and all real or apparent 

conflicts of interest. 
 
Employees Required to Complete COI Disclosure Form: 
 
An “employee” is defined as any of the following individuals: 
 

a) President 
b) Vice Presidents 
c) Deans of Schools 
d) Department Chairpersons 
e) Purchasing staff 
f) Purchasing requisitioners 
g) Other academic or administrative personnel involved with the selection of outside 

vendors. 
 
Resolution 
Upon disclosure, it will be determined whether or not a potential conflict of interest exists. The 
party receiving the disclosure shall determine if a more advantageous transaction or arrangement 
can be obtained. If a more advantageous transaction or arrangement is not easily attainable, the 
party receiving the disclosure shall determine if the transaction or arrangement is fair and 
reasonable and shall make the decision as to whether to enter into or continue with the 
transaction or arrangement.   
The determining party shall prepare a written document detailing the conflict and support for the 
resolution within two weeks of receiving notice of the conflict and submit the documentation to 
the CFO.  The written document must include:  (1) the conflict of interest, (2) all action taken to 
determine a conflict of interest, (3) the decision regarding the transaction or arrangement and (4) 
any disciplinary action taken to include within the employee’s personnel file. The CFO shall 
report all conflicts to the Audit Committee at the next Audit Committee meeting. 
 

https://iris.colum.edu/
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Violations of Conflict of Interest Policy  
Failure to comply with the COI policy is considered a serious breach of responsibility and could 
result in disciplinary action, up to and including termination. 
 
 
 
Records of Proceedings (for a conflict of interest)  
In order to provide proper and complete notification of COI’s, in addition to submitting all COI 
disclosures to the CFO for submission to the Audit Committee, the following reporting must be 
followed after resolution of a COI.  The President shall inform the Audit Committee regarding 
any Vice President-related conflicts. The Vice Presidents and Associate Vice Presidents should 
inform the President regarding any conflicts related to Deans, purchasing staff, purchasing 
requisitioners, and other administrative personnel. Finally, the Department Chairperson/Head 
should inform their respective Dean regarding any other academic personnel-related conflicts.  
 

 
 


