Annual Outside Employment Disclosure for MPPs
Adobe Sign Filing Process — Employee’s Guide

California law and CSU Policy require all Management Personnel Plan (MPP) employees,
including part-time, full-time and rehired annuitants, to disclose any compensated outside
employment activities by completing the Outside Employment Disclosure form at various
times, including once a year. Your disclosure is then reviewed by your HEERA manager to
determine if your outside employment poses a conflict of commitment or a conflict of
interest with your CSU employment. If there is, you and your HEERA manager will
discuss actions you must take to reduce or eliminate the conflict. Any disagreement
between you and your HEERA manager on whether a conflict exists or on how to reduce
or eliminate the conflict would be determined by an independent review committee.

For a detailed explanation of what type of outside employment you must report, go to
Forms.

Annually, the Outside Employment Disclosure is filed electronically through Adobe
Acrobat Sign (Adobe Sign). Below are instructions to help you navigate through the
Adobe Sign process.

After you complete your section of the form and provide your HEERA manager’s email
address, Adobe Sign routes the form to your HEERA Manager, who will review your
disclosure and complete their section of the form.
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Quick Guide — Submitting a Disclosure

Access the Adobe Sign form by clicking on “Adobe Sign filing process” under Step 2 in the
Outlook email that you received from Employee/Labor Relations & Compliance with the
subject line “Annual Outside Employment Disclosure.”

Fill in all required information on the form. Review the affirmation and certification
statements, check the box next to those statements, sign the form, then click on “Click to
Sign.”

When the pop-up window appears prompting you to provide the name and CPP email
address of your HEERA manager, enter that information and doublecheck your entry, as
your HEERA manager will not receive your form if you make an error here. Then click on
“Click to sign.”

Verify your identity by going into your Outlook Inbox to look for an email from Adobe Sign
<adobesign@adobesign.com> with the subject line “Ex: Please confirm your signature on
HRS — Outside Employment Disclosure Form — MPP . ..” Open the email and click on
“Confirm my email address.”

Quick Guide — Correcting Information Entered

You can only correct any information that you have entered on the form before you click
on “Click to Sign.”

After you click on “Click to Sign,” neither you nor anyone else can correct an error you
made. At that point, you must start a new form to correct information. To start a new form,
follow the steps under Submitting a Disclosure.

Quick Guide - Viewing Completed Form

Once your HEERA Manager signs the form, both you and they will receive an Outlook
email from CSU- California State University Pomona via Adobe Acrobat “sign
adobesign@adobesign.com with the subject “Ex: Completed: “HRS — Outside Employment
disclosure form — MPP . ..” In the email, click on “Open Agreement” to view the
completed form in Adobe Sign.

You can also log in to Adobe Sign with your CPP credentials to view the form at any time.

To download a copy, click on “Download PDF.”
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Detailed Guide - Submitting a Disclosure

Step 1: Look for the Outlook email that you received from CPP Employee and Org Devel
& Advancement <eoda@cpp.edu> with the subject line “Outside Employment Disclosure.”
Click “here” in the email to open the Annual Outside Employment Disclosure form in the
Adobe Sign application.

Step 2: Click on “Continue”
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Step 3: Provide all required information, which is marked by a red asterisk on the form.

Under the “Type of Disclosure” section, the “Annual” button is pre-selected. If you've been
in your MPP position the entire 2023 calendar year, the year is pre-filled.

Please sign: HRS - Outside Employment Disclosure Form - MPP (Annual)

The California State University I
SYSTEMWIDE HUMAN RESOURCES \p’

Outside Employment Disclosure Form

CalPolyPomona

For Management Personnel Plan (MPP) Employees!

Requirements: This form is to be completed as appropriate by MPP employees ! pursuant to Section 42740 of Title 5, California Code of
Regulations, even if completed at an earlier date.

= *
B Name: Position/Title:

+*
Cal Poly Pomona Department:

Campus:
* .
Bronco ID: CPP Email: *enter your email address
Tvpe of Disclosure (Checkat least one box):
| ® Annual: The period covered is January 1, 20 23 , through December 31, 20 23,
-OR- The period coveredis (Tme of hire or appomument) through December 31, 20, .

O Time of Hire or Appointment Date:

O Accepted outside employment: Outside employment accepted date:

O Administrator request: The period covered is through
-OR- Current outside employment beginning

If your MPP appointment began after January 1, 2023, provide the date and month that
your MPP appointment began by selecting from the drop-down choices.

Please sign: HRS - Outside Employment Disclosure Form - MPP (Start Date After January 1)

The California State University

{ }CalPaIyF’omona
SYSTEMWIDE HUMAN RESOURCES b

Outside Employment Disclosure Form
For Management Personnel Plan (MPP) Employees!

Requirements: This form is to be completed as appropriate by MPP employees ! pursuant to Section 42740 of Title 5, California Code of
Regulations, even if completed at an earlier date.

- -
m Name: Position/Title:

Cal Poly Pomona b

Campus: Department:

*
Bronco ID: | CPP Email: *Enter your email address

Ivpe of Disclosure (Check gt least one box):

M .

®  -oR- The period coveredis#s.. v *s. +2023 (Time ofhire or appointment) fhrough December 31, 20, 23
[0 Time of Hire or Appointment Date:
O
O

Accepted outside employment: Outside employment accepted date:
Administrator request: The period covered is through
-OR- Current outside employment beginning
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Step 4: If you have outside employment, choose “I have outside employment to report.”
Then provide details regarding your outside employment.

Outside Employment Status (Select one):

®)| I have outside employment to report (complete table below).

‘| I have no outside employment to report.

Nature of Outside Employment Held Number of Expected
Hours for Duration
Reporting From/To
Period
Advanced Placement Test Tutor - Bright Futures, Inc. 26 Mar-May 2023
1
2

If you have no outside employment, choose “l have no outside employment to report.”

Quiside Employment Status (Seleci one):

() T'have outside employment to report (complete table below).

+ (@ !have no outside employment to report.

Nature of Qutside Employment Held Number of Expected
Hours for Duration
Reporting From/To
Period
1
2
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Step 5: Check the Affirmation and Certification statement button. Sign the form. Click on
“Click to Sign.”

I affirm that the information on this form is accurate to the best of my knowledge, that | have read and understand my
obligations under the CSU's policy on Outside Emplayment Disclosure, and that [ will comply with the conditions and restrictions
imposed by the C5U to manage, reduce, or eliminate conflicts of commitment finterest. | certify that my time commitment to the
outside employer(s), if applicable, does not create a conflict of commitment/interest that would interfere with CSU work
assignments and satisfactory performance. 1 also commit to providing an updated form to my immediate supervisor whenever a
significant change occurs in the information | have provided. (Complete and sign below)

0572112024

Employee Signature: :'15.? ‘::Cff Date:

To be completed by the Employvee’s Immediate Supervisor/Appropriate Administrator:
I have reviewed this disclosure form and assessed whether the outside employment described above will create a
conflict of commitment or interest between the employee and the CSU. 1 find that:

the information submitted does not present a conflict of commitment or conflict of interest.
Q the information submitted may present a conflict of commitment or a conflict of interest.

By signing, | agree to this document, the and o utilie clectronk Click to 5@“

Step 6: In the pop-up window, provide your HEERA manager’s name and CPP email
address. Doublecheck the email address, as your HEERA manager will not receive
your form if you make an error. Click on “Click to sign.”

Assign to next participants

T comeplete the form please envter the nformation for the next partoipant. They will receive an
emal o complete this fom.

2
Plesxte enter your HIEERA Manspers nome 3nd PP emof addrecs to roote this form_

“First name Last name

HR

- Ernadl sddrcg
hapolsCyE ppedu
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Step 7: You'll see the message below.

Powered by

O CalPolyFomona Adobe
Acrobat Sign

Just one more step

We just emailed you a link to make sure it's you. It'll only take a few seconds, and
we can't accept your signature on "HRS - Outside Employment Disclosure Form -
MPP {Annual)” until you've confirmed

Step 8: Go into your Outlook Inbox to look for an email from Adobe Sign
<adobesign@adobesign.com> with the subject line “Ex: Please confirm your signature on
HRS — Outside Employment Disclosure Form — MPP . ..” Open the email. Click on
“Confirm my email address.”

File Message Help Acrabat 'Q Tell me what you want to do
" 5 Meeting f'?' oo| CY Reference Chec.. —* To Mana
awee [l B |0 ) 5 | 63 | 2
Cial Aechit Re R F EIM - " A Tearn Email Done
;'_.; Juplgs  Delete Archive ply ﬁ S More T:;Zn Ap:-i L5 Reply & Delete ¥ Create N
Delete Respand Teams Apps Qi ck Steps

Ex: Please confirm your signature on HRS - Outside Employment Disclosure Form -

Adobe Sign <adobesign@adobesign.com>
To @ Ellen Bu

rLu__:] If there are problems with how this message is displayed, dick here to view it in 3 web browser.
Powered by

C} CalPolyPomona | Adobe
Acrobat Sign

Thank you for signing HRS - Outside Employment Disclosure Form - MPP (Annual). To complete the process, you
just need to confirm your email address wsing the link below. It will anly take seconds.

Confirm my email address

After you confirm your signature and other form participants have fulfilled their roles, all parties will be notified.

To ancors that you ontinue recelving our emafls, please add sdobesigniadobesign, com to vour sddress book or safe laz,

ECAUTIOHT This amail was not sent from a Cal Poly Pomona service, Exercise caution when clicking links or of
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You'll see the message below, indicating that you have completed your section of the form.
The form is now routed to your HEERA manager for review and completion.

Adobe Home Send Manage Workflows Reparts
Acrobat Sign

Your e-signing of HRS - Outside Employment Disclosure Form - Senlor Management (Start Date After January 1) has been verified. It has now been emailed to the
additional signer(s) for their signature.

Detailed Guide — Viewing Completed Form

Step 1: Once your HEERA Manager signs the form, both you and they will receive an
identical Outlook email from CSU- California State University Pomona via Adobe Acrobat
“sign adobesign@adobesign.com with the subject “Ex: Completed: “HRS — Outside
Employment disclosure form — MPP . ..” Click on “Open Agreement” in the email to view
the completed form in Adobe Sign.

Ex: Completed: "HRS - Outside Employment Disclosure Form - MPP (Start Date After

CSU - California State University Pomona via Adobe Acrobat Sign <adobesign@adobesign.com=
To  HPolydoc Support and Administration; @ Ellen Bui; @ Ellen Bui

= | ACrobpat >ign |

All parties finished
HRS - Qutside Employment Disclosure Form - MPP
(Start Date After January 1)

Open agreement«iie—"

The agreement is completed between:

« CSU - California State University Pomona
« Jane White
» John Doe

You can open the final agreement to review its activity history or
download a copy for reference.

The agreement is fully executed. The sender of this agreement has
control over the retention period for this agreement which determines
the amount of time it will be available for download from Adobe Acrobat
Sign. Adobe recommends that you save a local copy of this fully-
executed agreement for your records.
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You can log in to Adobe Sign with your CPP credentials to view the form at any time. To
download a copy, click on “Download PDF.”

Powered by
Adobe Signin - (D
Acrobat Sign

oo HRS - Outside Employment Disclosure
Form - MPP (Start Date After January 1
Created May 24, 2024 3:30 PM

The California State University I >ca|p°|ypomona
SYSTEMWIDE HUMAN RESOURCES ‘b
From: Cal Poly Pomona PolyDoc

Outside Employment Disclosure Form e
Si : Signed
For Management Personnel Plan (MPP) Employees! et e

Requirements: This form is to be completed as appropriate by MPP employees ! pursuant to Section 42740 of Title 5, California Code of
Regulations, even if completed at an earlier date. Actions /
Name: Jane White Position/Title: Operations Mgr., College of Education [  Download PDF
Campus: Cal Poly Pomona Department: Education [F, Download Audit Report
Bronco ID: 123456789 il- H
CPP Email: ngbui@cpp.edu Bl AddNotes

Type of Disclosure (Check at least one box):

Annual:  The period covered is January 1, 20 through December31,20___. > 2 Recipients (2 Completed)

-0R- The period covered is oz 10 2023 (Time of hire or appointment) through December 31, 20 23 .
0 Time of Hire or Appointment Date: n
O Accepted outside employment: Outside employment accepted date: > Activity
O Administrator request: The period covered is through

-OR - Current outside employment beginning

Qutside Employment Status (Select one):
I have outside employment to report (complete table below).

C}] I have po outside employment to report.

2
Nature of Outside Employment Held Number of Expected
Hours for Duration
Reporting From/To
Period v
Advanced Placement Test Tutor - Bright Futures, Inc. 96 Mar-May
1 2023 c
@,
2
®
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