CONFIDENTIALITY AND CONFLICT OF INTEREST GUIDANCE
FY 2017 Day of Service STAFF REVIEW
Instructions:
1. Read this form to understand your responsibilities regarding confidentiality and potential
conflicts of interest.
2. Check your assigned applications for any perceived or actual conflicts of interest.
3. If you identify a potential conflict of interest, you must immediately notify OGPO Review
Coordinator, Femi Estrada-Petersen, at FEstrada-Petersen@cns.gov,
PeerReviewers@cns.gov, and consult with the Designated Agency Ethics Official (DAEO) or
Alternate DAEO.

As a CNCS Staff Reviewer, you are required to abide by the following requirements regarding
maintaining the confidentiality of information obtained as part of this review and disclosing any
possible conflict of interest as a Review Participant.

Responsibilities as a Federal Employee
Federal employees must comply with standards for conflicts of interest in grant reviews. 5 C.F.R.
Part 2635, “Standards of Ethical Conduct for Employees of the Executive Branch” used to evaluate
the conflicts of interest that apply to employees. These regulations are available here.
Each employee is expected to respect and adhere to the principles of ethical conduct and the
implementing standards contained in this regulation. In addition to the standards of ethical
conduct set forth in this regulation, there are conflict of interest statutes that prohibit certain
conduct. Criminal conflict of interest statutes of general applicability to all employees, 18 U.S.C.
201, 203, 205, 208, and 209, must be taken into consideration in determining whether conduct is
proper.
CNCS Staff Reviewers must take the “LMS Training on Conflict of Interests for CNCS Staff
Reviewers” at least once per calendar year before they participate in a grant review; if you have
taken it for another review, you do not need to take it again:
https://gm2.geolearning.com/geonext/cns/NewCourseCatalog.geo?id=155213.

Confidentiality of Information







As part of this review, you will have access to information that is not available to the public, and
you have special professional and ethical responsibilities to maintain the confidentiality of that
information. You may use the information we give you about applicants only during the review
process and in discussions with fellow review participants and CNCS staff.
After CNCS announces awards, we may disclose information that we provided to you (or that
you produced) while you participated in this review. If CNCS does not reveal this information,
you may not either. You must keep confidential any information you received or produced
during this review.
You may not use information provided to you during this review for your personal benefit or to
make it available for the benefit of any other individual or organization. You may only use the
information to fulfill your specific responsibilities as a part of this review process.
After you complete your participation in this review, and consistent with your normal
practices, you may (but are not required to) maintain archival hardcopy or electronic copies of
any such information. If you keep any archival copies, you must maintain them in a manner
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consistent with your confidentiality obligations. Likewise, if you do not keep any archival
copies, you must dispose of the information in a manner consistent with the confidentiality
obligations stated in this document. Any archival copies of information you retain must be
provided upon request to CNCS, its Inspector General, the Government Accountability Office, or
any other request made pursuant to a competent legal authority.

Confidentiality of Review Participants



As a participant in this review process, you may not disclose the names of other participants to
applicants or anyone else.
CNCS does not release the names of reviewers when distributing and/or publishing the review
products that may result from this review process.

Conflict of Interest





For purposes of this review, a Conflict of Interest is any private interest, affiliation or
relationship which could potentially compromise your ability to impartially carry out your
official responsibilities. Examples of potentially biasing affiliations or relationships are listed
below.
Before you review any grant applications, you must tell CNCS about any possible Conflicts of
Interest or even the appearance of a Conflict of Interest.
The duty to disclose potential Conflicts of Interest is an ongoing duty. If a Conflict of Interest or
the appearance of a Conflict of Interest arises during the course of your participation, you must
tell CNCS.
All Review Participants must disclose any possible Conflicts of Interest in advance of the
Review Process. If you become aware of a potential conflict once the Review Process has
begun, you are required to alert the OGPO Review Coordinator and consult with the
Designated Agency Ethics Official (DAEO) or Alternate DAEO. CNCS staff will review the
information, make a determination as to whether there is a conflict, and notify you of what steps,
if any, need to be taken.

What are the potential conflicts of interest that I must disclose to CNCS?
You must disclose whether you or any related person has a potentially conflicting relationship
with an applicant organization application, or any affiliated organization.
Who are the related persons for whom I must disclose any potentially conflicting relations?
In addition to any potentially conflicting relations you may have, you must disclose any potentially
conflicting relationships involving—
 your spouse, domestic partner, or civil union partner
 your minor child
 a relative living in your immediate household.
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What are the affiliated organizations for which I must disclose any potentially conflicting
relationships?
In addition to any potentially conflicting relationships you or a related person may have with an
applicant organization, you must disclose any potentially conflicting relationship with—
 any known partners or organizations which are collaborating with the applicant regarding
the current application
 any known former sub-recipient of the applicant organization
 any known organization that will likely become a sub-recipient of the applicant
organization if the present application receives funding.
What are the potentially conflicting relationships that I must disclose?
You must disclose when you or a related person—
 has submitted an application in the present competition, or was personally involved in
preparing an application
 could personally benefit if an application submitted in the present competition is selected
to receive funding
 are currently being considered for employment, or were (within the last 12 months) had an
employment, consulting, advising, or other similar affiliation with the organization
 holds any office or membership on the organization’s governing board, visiting committee,
similar body
 directly own any securities or evidences of debt of the organization
 has a financial interest that would be affected by the outcome of this grant competition
 is a currently enrolled student (in the case of an organization that is an educational
institution)
 has received and kept an honorarium or award from the organization within the last 12
months
 has collaborated on a project or on a book, article, report, or paper with the organization
within the last 12 months
 had any other past or present business, professional, academic, volunteer, or other personal
relationship with the organization that could reasonably call into question whether you can
objectively participate in the current grant application review process.
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