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	Procurement and Contracts
David E. Armstrong Complex
501 Stockton Street
PO Box 6885
Radford, Virginia 24142
P: (540) 831-5419 F: (540) 831-5946
purchase@radford.edu



PETITION TO REQUEST A WRITTEN FINDING OF THE PRESIDENT OF RADFORD UNIVERSITY REGARDING AN EMPLOYEE’S CONFLICT OF INTEREST WITH A CONTRACTING ENTITY WISHING TO ENGAGE IN BUSINESS WITH RADFORD UNIVERSITY
Complete the following with detail.
Employee Name: ___________________________________________________________
Employee Department(s): ____________________________________________________
Employee Home Address: ____________________________________________________
__________________________________________________________________________
Name and address of legal entity that meets the following definition of personal interest:  __________________________________________________________________________
Name of Immediate Family Member’s Name (if applicable):  _________________________
__________________________________________________________________________
Personal Interest:  Employee’s or immediate family member’s (i) ownership in a business if the  ownership interest exceeds three percent of the total equity of the business (ii) annual income that exceeds, or may reasonably be anticipated to exceed, $5,000 from ownership in real or personal property or a business; (iii) salary, other compensation, fringe benefits, or benefits from the use of property, or any combination thereof, paid or provided by a business or governmental agency that exceeds, or may reasonably be anticipated to exceed $5,000 annually; (iv) ownership of real or personal property if the interest exceeds $5,000 in value and excluding ownership in a business, income or salary, other compensation, fringe benefits or benefits from the use of property; (v) personal liability incurred or assumed on behalf of a business if the liability exceeds three percent of the asset value of the business; or (vi) an option for ownership of a business or real or personal property if the ownership interest will consist of clause (i) or (iv). 
Nature of the legal entity’s business: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Reasons why it is in the best interest of the university to do business with entity (attached additional pages if necessary):  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
CERTIFICATION: 
As an employee of Radford University, please certify the following as indicated by your initials: 
_______:  I have, or an immediate family member has (as defined by the Code of Virginia) has a personal interest in the legal entity listed; 
_______:  The legal entity wishes to do business with the university under all rules for standard competition and vendor selection and in compliance with all university financial procedures;
_______:  As an employee who has a conflict of interest, I hereby certify I have not and will not participate in any contract negotiations between the university and this legal entity;
_______:  As an employee who has a conflict of interest, I have not had authority nor will have authority to participate in the procurement or letting of the contract on behalf of the university and I hereby disqualify myself from ever participating in the future as a matter of public record;
_______:  As an employee who has a conflict of interest, I will not participate on behalf of the university in negotiating any contracts or approving any contracts with the legal entity listed.

I declare and affirm under penalty of perjury that the statements made herein are true and correct to the best of my knowledge, information and belief. 

_________________________________________			______________________
			Signature of Employee					Date

SUBMIT TO:
Radford University Procurement and Contracts Office (Attn: Kimberly Dulaney, Executive Director), David E. Armstrong Complex, 501 Stockton Street, PO Box 6885, Radford, VA, 24142.
Written Confirmation of University President or Designee:
_________________________ (Employee) is an employee of Radford University.  I have received the above written petition declaring he/she has a conflict of interest with the following legal entity, ________________________________________________________________________, because of a personal interest by the employee or immediate family member. 
I am aware of the university’s need for the goods and services provided by this legal entity.  I understand those goods and services may exceed the $500.00 exemption threshold as provided in the Code of Virginia State and Local Government Conflict of Interests Act.  After reviewing the information provided by the employee, I have determined it is in the best interest of the university to engage in acquiring goods and services from this legal entity. 
As required by Section 2.2-3110(A)(5) of the State and Local Government Conflict of Interests Act, the employee has certified that he/she has not and will not participate in any contract negotiations between the legal entity and the university and that he/she also does not have authority on behalf of the university to participate in the procurement or letting of any contract to the legal entity.  He/she has certified that they will not, in any event, exercise such authority or in any way participate in the University’s procurement or letting of the contract and has notified their immediate supervisor of such as well. 


___________________________________________		______________________
Signature of President or Designee	                                                     Date
(Vice President for Finance and Administration)


Distribution of completed written confirmation will be made to:
· Employee
· Employee’s Supervisor
· Procurement Department
· Controller’s Office
· Human Resources Department
· University Counsel
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