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DISCLOSURE OF INTERESTS FOR PROCUREMENT ACTIVITY
Members of staff, their relations and or friends who provide professional advice and services to the University, in addition to their employment duties at the University, are reminded of the Principles of the University to which all employees of the University are expected to adhere: 

a. Ensure the interests of the University remain paramount at all times;

b. Be impartial and honest in the conduct of their official business; 

c. Use University funds to the best advantage of the service, always ensuring value for money in terms of cost, technical ability and commercial aspects. 

d. Declare any matter which may give rise to a conflict of interest or of trust in fulfilling their role in the University. 

e. Distance themselves from any possibility of a conflict of interest between any of their personal activities and matters with which they are involved as employees of the University. 

Employees must ensure that they do not:
a. Abuse their official position for personal gain or to benefit their family and friends; 
b. Seek an advantage or further private business or other interests in the course of their official duties
Particular attention is drawn to the requirement that all employees declare relevant external interests and exercise considerable caution in situations where a conflict of interest might arise, or be perceived as arising. In the case of family or close personal relationships the interest of one party shall, if known to the other, be deemed for the purposes of this declaration to be also an interest of the other. 
Also, where a member of staff is a Director or has been employed or retained by a company to offer professional advice or services, or has been involved in research and development involving a company’s products or potential products, or has received hospitality from a company (other than where it is small or insignificant and that cannot reasonably be expected to influence you, e.g. working lunch) such interests should be declared if the employee is asked to offer advice on the award of a contract in which the company concerned has an interest. Such a declaration would be intended to ensure that any conflict of interest or perceived conflict of interest is avoided. (It may not automatically preclude the employee from offering professional advice, as long as no conflict of interest is found).

Please note that this declaration refers to Procurement activity only and does not supersede any existing policies, procedures or University Codes of Conduct.

For further guidance please refer to the following:

· Financial Regulations

· Purchasing Policy
· Governance
Please complete the following declaration and attach it to the electronic proposal form when nominating a potential new supplier.  If any clarification is required, please consult financeservicedesk@sussex.ac.uk  This declaration should still be returned if you perceive no conflict of interest or if your external interest is already registered with the University. This declaration will be drawn to the attention of the Category Manager during the approval process to proceed with the supplier being added to the Finance System.  
……………………………………………………………………………..[name of proposed supplier] 
has been asked to offer professional advice, goods or services to the University in respect of 
………………………………….……………………………………..…………….[School/Department]
The service the proposed supplier will be providing is:

……………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………….
I, the university client, confirm that I have read the instructions set out above and have no relevant external interest(s) to declare.
Signature 
______________________________________________
Name (Print)
______________________________________________






Title 

______________________________________________

Date

______________________________________________

Or

I confirm that I have read the instructions set out above and I do have relevant external interest(s) to declare.
Signature 
___________________________________________

Name (Print)
_______________________________________________________
Title 

___________________________________________  Date
______________________

Please provide details: 
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I, the supplier, confirm that I understand the Principles of the University as set out above and have no relevant external(s) to declare.
Name:_________________________________________________________________

Signature:______________________________________________________________

Title: ____________________________________________________       Date:________________________
OR

I, the Supplier, confirm that I have read the Principles of the University as set out above and do have external interests to declare
Name:_________________________________________________________________

Signature:______________________________________________________________

Title: ____________________________________________________       Date:________________________
Please provide details:
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