
EmployeeEmployee

Human ResourcesHuman Resources

Organizational Unit Head

(VPs/Dean/Chief/Director)

Organizational Unit Head

(VPs/Dean/Chief/Director)

Senior Administration

(President/Provost/VP Admin/AUBMC Director)

Senior Administration

(President/Provost/VP Admin/AUBMC Director)

President’s Cabinet then PresidentPresident’s Cabinet then President

Conflict of Interest and Disclosure Workflow - Annual Cycle

Asks employees to fill 
COI forms (Oct-Nov)

Fills out COI form (Nov 30 )

Reviews forms ensuring 
no discrepancies exist in 

declarations among 
relatives

COI 
declared?

Shares COI 
with org. unit 
head, asking 

for resolution 
plan (Jan 31)

Shares 
suppliers’ 

related COI  
with PCA  

No

Reviews COI and 
recommends resolution 

plan to HR (Feb 28)

Assesses 
response & 

plan

Raises unresolved COI 
and plan to senior 

admin.

COI 
managed?

Yes

No

Yes

Reviews unresolved 
COI and plan

COI well 
managed?

Discusses unresolved 
COI in President’s 

Cabinet 
(Mid March)

Reviews unresolved 
COI and shares 

decisions with HR

No

Yes

Implements decisions of 
President’s Cabinet

Submits report to 
BOT Audit 

Committee (June)

Employee file

Employee file

Employee file

Employee file
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Human ResourcesHuman Resources

Organizational Unit Head

(VPs/Dean/Chief/Director)

Organizational Unit Head

(VPs/Dean/Chief/Director)

Senior Administration

(President/Provost/VP Admin/AUBMC Director)

Senior Administration

(President/Provost/VP Admin/AUBMC Director)

PresidentPresident

Conflict of Interest and Disclosure Workflow - New Hires

Asks employees to fill 
COI forms (upon 

appointment)

Fills out COI form 

Reviews forms ensuring 
no discrepancies exist in 

declarations among 
relatives

COI 
declared?

Shares COI 
with org. unit 
head, asking 

for resolution 
plan (15 

calendar days)

Shares 
suppliers’ 

related COI  
with PCA  

No

Reviews COI and 
recommends resolution plan 

to HR (15 calendar days)

Assesses 
response & 

plan

Raises unresolved COI 
and plan to senior 

admin.

COI 
managed?

Yes

No

Yes

Reviews unresolved 
COI and plan

COI well 
managed?

Discusses unresolved 
COI in President’s 

Cabinet 
(15 calendar days)

Reviews recommendation of Unit 
Head/Provost/VP Admin and 

makes final decision

No

Yes

Implements decisions of 
President’s Cabinet

Employee file

Employee file

Employee file

Employee file
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