COI Discloser Quick Tips!

Annual Staff Disclosure

Northwestern

NetID/eDisclosure Login ID: |

Password:

I/ Remember me

1. Open your 2/1/17 Go-Live email and log in to the eDisclosure system with
your Northwestern NetID (or eDisclosure ID) and password, the click ‘Login’.

2. Review the information and resources on the ‘Welcome’ page. Click the ‘Disclose’ button to begin your disclosure.

Northwestern

Welcome!

Annualty, Staff members are requined to complete a Gonfiict of inte SO dEsctasure. This extirnal TRrists ang sctivities iScInsd an assessed 10 dEtermans whisther o not thisy could potentialy mtesfens with or detract from ane's Norihwestern
Ghligations and responsibilties. A "Yes' responsa in this disclosure do 1ot necessariy mean a COI exists. However, without complete disclosure of the facts, a fair and reagonabie asseessment of a situation cannat be made. It s Northwestern's cbligation to
cetermine whether or not Glsclosed interests and activities could directly or significantly affect Univarsity resgonsiailities or Interests and, If §0. How to manage. reduce. or eliminate the (dentitied conflict.

COl glsclosure requirements and the procedures for hangling potential Conflicts of Interest are outlined In the University's Conflict of Interest ana Conflict of Commitment Palicy.

Horthwestirn expcts its community to perform activities on behalf of the university with the highest sigree of integrity and frbe from actual o perceived bias resulting from persenal interests or selationghips.

Ky standards supporting this sxpectation include

« Faculty and Staff should not allow autside activities or culsice financial interests to interfere with their fundamental coligation 1o act in the best interests of Northwestern,
- Faculty and $taff are expected to apply their time and effort appropriately and to use Northwestenn recources towang university ends.

srRCE OF APPEAF 10 influenci: Norhwestem purchasing decisiens

- Facuilly ana Staff shauld avaid engaging m transactions of relationrships with vendars or pelential venders that might it

+ Faculty and Stalf must not participate in making & decision for 1 if his ar her sectly influenced or affected by the outcome

« External Financial In

wsure, as well as any potential or actual

are awire of ya

TeEpOnEES

Thank yeu in agvance for your cooperation.

3. The ‘Introduction/Instructions’ page provides some key information and tips for navigating the site. Click ‘Continue’.

Save | Exit | HidevShow Errors | Print.. | JumpTo: Intreductien/lnstruction =

Please arswor all quistions honestly and completely 1f you are uncertain of whether or not ta disclos something, it is generally prudent 1o discloss rathis than not disclose 1f you are not certain of specific infarmation requested fallowing an affirmative response, 3 reasanable estimate ar explanation to the
vest of your knowledge i appropriate.

You may contact Northwestern's Contlict of interest Office at nucol@northwestern eduy or BA7-467-4515 if you have questions regarding disclosure,

Your resp hould calendar year 2016 (January 1, 2016 through December 31, 20181

Koy tigs for navigating this sie:

« Click the "Continue” button (lccated at the top and bottom night section of the screen) 1o advance to the next section of the disclosure.

Save | Exit| Hide/Show Errors | Print... | JumpTo: Introduction/Tnstruction -

4. The ‘Relationships/Interests’ page asks you to respond, via ‘Yes’ or ‘No’ selection, whether or not you have external
relationships and/or interests meeting the disclosure criteria.

= Click the " con throughout the cisclosure for helpfisl hints and acaitional infermation,

« Click any underlined text to view definod torms ar policies

Click on System Help for more cataile system hetp and guidance,

Northwestern must understand personal relationships and interests Staff members have with companies that conduct business with the university. During the previous calendar year, did any of the following apply to you or your Immediate Family Member with respect to your Institutional Responsibilities?

+ Relationship with or Financial Interests in an Entity that conducts business with Northwestern?

+ Provided or received individual gifts, goods, or funds to, or from any Entity that conducts business with, or is in the process of sesking business with, Northwestern?

*Yes 'No Clear

5. If you do not have anything to disclose in response to this question, select ‘No’. Click ‘Continue’. If you do have something
to disclose, select ‘Yes’, and an option will appear for you to ‘Add Disclosure’. Click ‘Continue’.

*Yes " No Clear
If YES, please disclose the Entity with which you or your Immediate Family Member had a relationship and/or interest.

Adding new disclosures or modifying/removing existing disclosures:

rinterest, click the "Add Disclosure" button below.

Save | Exit | MidesShow Errors { Print. | Jumg To:  Relationshigds) and/or interestis) - @
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6. Upon indicating that you have a relationship and/or interest to disclose, you will identify the entity (i.e.
company/organization name) with whom the relationship and/or interest exists. Start typing the name of the entity in the
box, and selections will appear in a drop-down menu list. Upon locating your entity name, select it, click ‘Select’, and then
click ‘OK’ to continue. If you do not locate the entity name in the menu, you can type in the entity name in the second box.

Create New Disclosure

Please click "OK" to select the Entity entered above, or click "Cancel" to exit this window.

7. Having selected the name of the entity with which you have a relationship and/or interest to disclose (e.g., K&L Gates, LLP.),
you are now asked more information about the nature of the relationship and/or interest. You may see more or less
options than what appears in the screen shot example below, depending on your role. Check as many that apply. If you are
not certain what something means or what is being asked, click the ‘?’ icon for guidance/more information. Make your

selections and click ‘Continue’.
Save | Exit | Hide/Shaw Errora | Print_ | Jump To! Disclosures For this Entity ~ @

Kavita Staff: Relationship and/or Interest with K&L Gates, LLP

iou nave indicated that you or an immedizte Family Member nad a relationship and/or interest with K&l Gates, LLP

ribe your {or your iImmediate Family Member's) relationship andior intorest with this Entity. (Check ANY AND ALL that apply): &

Paymentis) For Services (e.g., consulting, speaking. honorarta, employment, etc)

[Ownarship or Equity Interestis)
[Proviged or Received Ingividual Giftis). Gooals), Funefs) to or from Entities that Conduct Business with Norinwestern

Save | Exit | Hide/Shaw Ervors | Print_| Jump To: Disclosures Far this Entity - @

8. Identify whether the relationship and/or interest with the entity is for yourself or an immediate family member (or both).
Self
Immediate Family Member

9. For each type of relationship you have identified with the entity, you will be asked to provide additional information.
Enter the information requested, and then click ‘Continue’.
=< Frevious Page Save | Ext | Hide/Show Errors [ Prnt... | Jump To. Ownership or Equily Interestis) « @

Kavita Staff; K&L Gates, LLP - Ownership or Equity Interest ¥
—

* Individual with Interest:
Self

- Immuediate Family Member

Response Felds: [mmediate Family Member
ol § diate Family Member(sl, describe all such ionship(s) (e.g.. my spouse, my SIDlings, et

spouss

+Type ot comership: Provide the additional information
Stock purchased on open market .
p— required by your response

L4 Other
* If othar, desoribe

Cwnersnip

Additional Information

My spousie awns 4 business that conducts business with Northwestern|

—

Save | Exit | Hide/Show Errara | Print... | Jump Te! Ownership or Equity Interest(s) + @

Quick Tips for Staff Disclosers: 2017
Questions? Contact NUCOI: nucoi@northwestern.edu or 847-467-4515
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10. You will see a summary table of your relationships/interests disclosed with this particular entity. If you need to make
edits, click ‘Previous Page’. If you are done disclosing for this entity, click ‘Return to Relationships Page’.

Kavita Staff: K&L Gates, LLP - Disclosure Summary

Click "Return to Relationships Page” if you wish to complet inalize y - for this Entity.

Upon clicking "Feturn to Relationships Page”, you will ba taken back to the main "Relationship(s) and/or Interests)” page, whene you will be able to click the "Add Disclogure” button to disciose additional Entities with which you have relationship(s) and/or interestis), or you will be abls to click the "Continus™
button (located at the top and bottom right section of the scréen] to advance to the naxt section of the disclosure.

Relationship/Activity Value Individual with Interest
Ownership or Equity Interestis) ik mmegiate Family Member
Total Value $0.00

Save | Exit | Hide/Show Errors | Print... | Jump To: Disclosure Summary = Return to Relationships Page »>

11. You are back on the main ‘Relationships and/or Interests’ page. You will see the disclosure you entered in the table at the
bottom of the page. You have the opportunity to add additional relationships and/or interests with additional entities by
clicking ‘Add Disclosure’ and repeating step #s 6-10 for as many external entities for which you have relationships and/or
interest to disclose. Once you are done adding disclosures for different entities, click ‘Continue’.

Kavita Staff: ReIannshrp{s} and/or Interest(s) ¢

must porsonal i Staff mimbers hive with companies that conduct business with i ing i yous, did nny of the following apply to you or your {ate Family Mambr with 6 o kil N

« Relationship with or Financial Interests in an Entity that conducts usiness with Northwestem?

- Proviaed of feceived individual gifts, gooas, or funds 1o, or fram any ENTity That CoRdUCts BUSINGSS with, o It in the process of soeking Business with. Northwestern?

WO B Click ‘Add Disclosure’ if you have another external entity
(i.e. another company) for which you need to disclose
relationships/interests.

IFYES, ploase disclose the Entity with which you or your immuediate Family Member had a relationship and/for interest.

This table displays the disclosure(s)

you have already entered. You may

edit the disclosure already made by

Niw or Modified Relationshipls) and/for Interestis):

Please review the relationship(s) and or interestis) below. if the reiationsiip no lenger exists, Click the "X~ ican under the “Remove” column. If the relationshig is stid agplicabie, click the "E

= clicking the ‘Edit’ button, or remove it
View/Edit Remove Entity Relationshipis) Interestis)
[ZFem ] [&=n Kl Gates, LLP Ownership or Equity Interestis)

by clicking the ‘X’ icon.

<< Previous Page Save | Exit | Mida/Show Errors | Print._ | Jump To:  Relationship{s) and/or Interestis) - @

13. You will be asked a few additional questions that are broader and not necessarily tied to specific external entities.
Respond ‘Yes’ or ‘No’ to each question and provide information as required for ‘Yes’ responses. Click ‘Continue’.

Kavita Staff: Relationship(s) and/or Interest(s) - Other Activities

* Horthwestern upom Its rescurces to la used for university purpeses. During th i year, did you rescurces l space, supplies or your pakd work time other than
Incidental g voluritesr activity for entities oth ge th Ies affiliates?
Yes ®No  Claar
that decis) funding or are not Imp: or interests. At any time during fiscal year 2016 (September 1, 2015 through August 31,
?0‘51 did you participate in the selection of amy Us ity grant or other similar 1 yourself I]i] unr Family Membar, or (Iii) any Entity that you or a Family Member own directly or indirectly, individually or

collectively, more than 35% interest in?
Yer WNe  Clgar

* Aro thorw any other activities, rlationships and/or intorests not spocified i the provi wstions that you would like to di in the interest of full andios, & o hanges in th
curront yoar, that would lad you to answer "yos” to any of that you did not answir 7]
Yos ® No Cluar

<< Previows Page Save | Exst | Hide/Show Errors | Piint__ | Jump To:  Other Actiities - @

14. You have reached the ‘Submit’ page! Submit your disclosure by clicking the ‘Submit My Disclosure’ button. To save your
disclosure but not submit it, click ‘Save as Draft’. To view and/or print your entire completed disclosure, click ‘View/Print’.

Kavila Stam. Submit Lisclosure

If you wigh to review, edit, or confi ok the “Save As Draft® button belo

If you wigh il finakize vour di a6 of this date, ciick the *Submit My Disclosura® button Balcw

i Submit My Disclosire

W you wish to view or print & copy of your disclogure, click the "View/Print® butl

onflict of Interest Office at 847-467-4515 or nucol@northwestern aa

Fortechnical assistance or disclosure support, pieass co

Please note that clicking the "Save As Draft” button saves, but does not submit, your disclosure.

Quick Tips for Staff Disclosers: 2017
Questions? Contact NUCOI: nucoi@northwestern.edu or 847-467-4515
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