Internal Audit Office
LEHIGH 616 Brodhead Avenue
Bethlehem, PA 18015
UNIVERBITY Phone (610) 758-5012

Fax (610) 758-5994

E-mail: inaudit@lehigh.edu
TO: Recently Hired Employees
FROM: Internal Audit Office

Lehigh University respects the rights of its trustees, officers, faculty, and staff members to engage in outside business
activities realizing that apparent or real conflicts of interest may occur. One of the most important obligations of
trustees, officers, faculty, and staff members is to maintain the highest standards in all associations and activities and
therefore it is important that apparent or real conflicts of interest are disclosed, understood, and managed in the
University’s decision making process.

A conflict of interest, including an apparent conflict, exists:

Whenever a trustee, officer, faculty, or staff member or any member of their immediate family (i.e., spouse, child,
brother, sister, parent, grandparent, grandchild, domestic partner) has a significant relationship (i.e., ability to control
an entity, an investment exceeding $10,000, and or an equity interest of 10% or more), whether economic or
otherwise as owner, investor, officer, director, trustee, partner, employee, consultant, or recipient of a gift (whether in
money, goods or services, of a value greater than $100 whether received directly or indirectly) with any entity
(person, firm, corporation, or organization) that supplies or receives funds, goods, services, or required approvals to
or from the University, or proposes to do so in the near future.

Whenever a trustee, officer, faculty, or staff member has a relationship (e.g., full or part time employment, serving in
a consulting or advisory capacity whether compensated or not, or having an ownership interest) with any other entity
engaged in the delivery of educational or other services that fall within the scope of the University’s activities or
which may influence the exercise of their professional judgement on behalf of the University.

The University’s Conflict of Interest Policy requires that all trustees, full-time faculty, and key administrators
annually review it and disclose, to the best of their knowledge, any existing real or apparent conflicts. The policy can
be found on the University website. Therefore, we are requesting that you review the policy and complete the
attached questionnaire. Please return the completed questionnaire to the above address within one week of
receipt.

Please provide explanations for any "yes" responses. When in doubt, please provide detailed information and the
office will decide whether follow up is required. When answering questions, or determining whether an activity or
relationship should be disclosed, please consider the following “DO” disclosures:

DO DISCLOSE relationships/activities with entities that relate to Lehigh activities or that conduct business with
Lehigh. For example:

- My spouse is a sales representative for [company name], which is an approved vendor for Lehigh.

- My sister works for [company name], which has provided consulting services to Lehigh.

- | am currently a member of the board of directors at [company name], which has a long-term contract to

supply Lehigh with goods / services.
-l own a business, which supplies promotional items and apparel to Lehigh.
- My spouse or immediate family member works for Lehigh.

DO DISCLOSE financial interests in/arrangements with entities that relate to Lehigh activities or that conduct
business with Lehigh. For example:
-l own a business, which supplies promotional items and apparel to Lehigh.
- My spouse owns [company name], which provides design and print services to our department.
- My spouse is a freelance writer who worked with my department for five years. She still occasionally writes
articles for us.
- My start-up company provides lab equipment to various departments at Lehigh.



DO DISCLOSE gifts that are greater than nominal (i.e., approximately $100 in value or greater) and DO DISCLOSE
unusual hospitality (i.e., anything more than an occasional business meal). For example:

- [Company name] hosted me at an all-day golf outing. The value of the golf and meals was [approximate
value]. A [company name] representative was present at the golf outing.

- Within the past year, [company name] has hosted me at a professional basketball game on two occasions.
The value of the tickets were [approximate value]. A [company name] representative was present at each
basketball game with me.

- [Company name] sent me a holiday ham worth approximately [approximate value]. | handled the gift in this
way [explain how you handled the individual gift (e.g., you donated it or returned it) and who was notified
(e.g., immediate supervisor, COl, etc.)].

DO DISCLOSE greater than incidental use of University time and/or resources for outside activities. Listed below are
examples of appropriate responses to this question:
- lam involved in civic activities for which | use my work computer to make meeting materials and receive e-
mails. | occasionally receive and make related phone calls, too.
- | occasionally use the department copier to make a small number of handouts for a youth group | volunteer
with once a month. | have discussed this with my supervisor.
- When presenting at [professional association name] meetings, | will occasionally use Lehigh University
resources to prepare for my presentation.

DO DISCLOSE: Anything that could potentially be perceived as influencing or detracting from your role at the
University that is not covered by the previous questions.

Your responses will be kept confidential; however, as stated within the policy, they may be shared with your
supervisor, department head or dean. This is necessary to allow the University to be proactive in addressing future
transactions which may result in a conflict.

Please note that the “DO’s” described above for disclosing apparent or real conflicts of interest are examples for
illustrative purposes and are not all inclusive. There may be other circumstances and situations which must be
disclosed as potential conflicts of interest and it is important to read the University Conflict of Interest Policy and the
definitions of conflicts of interest. If you have any questions regarding the policy or questionnaire, please do not
hesitate to contact the Internal Audit Department at 85012 or inaudit@Ilehigh.edu. We appreciate your timely
response to the survey.



Lehigh University Conflict of Interest Questionnaire

1. Do you, or any member of your immediate family, hold any position now or in the past year, in such an entity
(as defined above)?
Yes( ) No( ) If Yes, Explain

2. Have you, or any member of your immediate family, in the past year, accepted, received, derived, or been
promised, either directly or indirectly, compensation or a gift of any kind of value greater than $100 during the
past year from such an entity?

Yes( ) No( ) If Yes, Explain

3. Do you, together with all of the members of your immediate family, now or in the past year, have an investment
with the ability to control, exceeding $10,000, and an equity interest exceeding 10% or more in such an entity?
Yes( ) No( ) If Yes, Explain

4. Has any interest, position, or relationship with such an entity been offered or promised to you, or any member
of your immediate family, or likely to be offered within the next year?
Yes( ) No( ) If Yes, Explain

5. Have you, or any member of your immediate family, entered into, or are likely to enter into, any contract or
transaction not identified above which might constitute an apparent or real conflict of interest?
Yes( ) No( ) If Yes, Explain

6. Have you any continuing relationships (other than a trustee position - including but not limited to full or part
time employment, serving in a consulting or advisory capacity whether compensated or not, or having an
ownership interest) with any other entity engaged in the delivery of educational or other services that fall within
the scope of the University's activities or which may influence the exercise of your professional judgment on
behalf of the University?

Yes( ) No( ) If Yes, Explain

7. Have you any consulting arrangements that might detract from, or interfere with, performing your
responsibilities to the University?
Yes( ) No( ) If Yes, Explain

8. Do you have any interest in or receive any compensation from any companies or organizations where Lehigh
students (graduate or undergraduate) or staff members perform services for academic credit, compensation,
non-compensated, internship experience, etc.

Yes( ) No( ) If Yes, Explain

9. Do you have a spouse and/or immediate family that works for the University?
Yes( ) No( ) If Yes, Explain

10. Are there any additional disclosures you’d like to note for consideration that have not been addressed by the
questions above?
Yes( ) No( ) If Yes, Explain

By completing and returning this questionnaire | am indicating that | have read and agree to abide by the
requirements of the University’s Conflict of Interest Policy and I have answered the above questions to the best of
my knowledge. If any subsequent changes occur, | will immediately notify the Director of Internal Audit in writing.

Name (Please Print) Signature Date

Please return the completed questionnaire to the Internal Audit Office, 616 Brodhead Avenue.



