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Outside Activity Approval Form 
(For Campus Policy Maker Requests) 

 
According to New York State (NYS) Commission on Ethics and Lobbying in Government regulations, all State 

employees who are designated by the agency as “policy makers” must obtain required approvals before 

engaging in certain activities, as listed in Title 19 NYCRR § 932.5. More information on outside activities and 

prohibited activities is available here.  

The approval process is based on how much you anticipate earning through your intended outside activity. A 

job, employment (including public employment), or business venture that generates, or is expected to 

generate between $1,000 and $5,000 in compensation annually requires approval from the Campus Ethics 

Officer; If the outside activity generates more than $5,000 in compensation annually, approval from the 

Campus Ethics Officer and NYS Commission on Ethics and Lobbying is required prior to commencing service.  

Approval Reference Chart: 

Compensation 
Amount 

Requirements (in writing prior to 
commencing service) 

To Be Completed by the Employee 

$0 to $999/year Notify Campus Ethics Officer Email the Campus Ethics Officer 

$1,000 to $5,000/year Campus Ethics Officer must approve  Buffalo State University Outside Activity 
Approval Form 

More than 
$5,000/year 

Campus Ethics Officer and the NYS 
Commission on Ethics and Lobbying 
in Government  

Buffalo State University Outside Activity 
Approval Form and NYS Commission 
Outside Activity Approval Form 

 

The Campus Ethics Officer shall make its determination based on its interpretation of whether the proposed 

outside activity is in accordance with the applicable provisions of the Public Officers Law, Commission 

Advisory Opinions, pertinent State Agency policies, procedures, or regulations governing employee conduct, 

and such other factors as deemed appropriate. For more information on   This form must be completed, 

signed by the requestor, and authorized by the Campus Ethics Officer. Policy makers may not engage in the 

outside activity until such time as the form is approved.  

 

Section I. Information About Requestor 

Name (First, Last): Budget Title: 

Campus Address: Campus Title: 

Campus Phone:  Campus Email: 

https://ethics.ny.gov/
https://ethics.ny.gov/sites/g/files/oee1281/files/documents/2017/10/19-nycrr-part-932-outside-activity-regulations-and-approval-procedures.pdf
https://ethics.ny.gov/outside-activities
mailto:warnesje@buffalostate.edu?subject=Outside%20Activity%20Notification%20Under%20$1000
https://ethics.ny.gov/system/files/documents/2022/12/2022-coelig-outside-activity-approval-form-and-instructions-12_19_22_writable.pdf
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Section II. Information About Outside Activity 
This is a request for approval for the following outside activity that is expected to generate between $1,000 

and $5,000 in compensation annually. 

1.) Provide a brief description of your duties and responsibilities at Buffalo State University: 

 

 

2.) Provide a detailed description of the outside activity, including the type of work to be performed, number 

of estimated hours per week and days/times of the week you will engage in the outside activity: 

 

 

 

3.) Does the outside activity involve an entity or person that does business with, seeks to do business with, 

has recently done business with, applied for, or received funds from, or is regulated by Buffalo State 

University or any other State agency: 

 

Yes   No 

4.) Provide an explanation as to why you believe the outside activity does not present a conflict with your 

NYS job responsibilities: 

 

 

Certification: 

Signature of the Requesting Employee:  

Date:  

Section III: Approving Authority  

Name:  

Title:  

Signature of Approving Authority:  

Date:  

 

Please submit the completed Outside Activity Approval Form to the Campus Ethics Officer, Jamie Warnes, 

Associate Vice President for Human Resource Management, by email at warnesje@buffalostate.edu or 

interoffice or drop off to Cleveland Hall, 403. 

mailto:warnesje@buffalostate.edu
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