
301 W 2nd Street, Suite 1120 | Austin, TX 78701 
(512) 974-2210 | city.clerk@austintexas.gov 

 
 

Conflict of Interest Questionnaire (CIQ) Form   |  Page 1 of 4  

Conflict of Interest Questionnaire (CIQ) Form 

E-Filing System Guide 
 

 

 

Under State Local Government Code Chapter 176, city vendors are required to file Form CIQ (Conflict of 

Interest Questionnaire) when a relevant conflict exists.  

 

1. Registering in the E-filing System  

 
a. Access the CIQ E-Filing Portal. 

 

b. If this is your first time filing a CIQ in 

the e-filing system, select the link to 

the right of the login portal to create 

your User ID.  

 

c. Enter the required contact 

information. Select user type:  

Conflict of Interest Vendor.  

 

d. Click Create Account. 

 

e. The system will automatically send 

an email to set up the account and 

password. The email will come from 

donotreply@ethicsfile.com.  

 

Note: If an email is not received 

within 5 to 10 minutes, please check 

your junk folder.  

 

 

f. Upon logging in, verify that the user information is correct and select Accept. If changes are required, 

select Update. 
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2. Filling Out the Conflict of Interest Questionnaire 
 

a. On the main dashboard, select Manage My Questionnaires and Start COI Questionnaire.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

b. Select Learn More to reference 

Chapter 176, Local Government 

Code.  

 

c. Enter the Business Entity Name. 

Answers like “N/A” or “None” will 

not be accepted, and the form will 

be rejected. 

 

d. If this is an update to a previously 

filed questionnaire, check the box 

for question 2. 

 

e. Enter the name of the local 

government officer. 

 

f. Select Next. 
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g. On the next page you will describe 

the relationship.  

i. Enter a description 

ii. Answer Subpart A, Yes or No 

iii. Answer Subpart B, Yes or No 

 

 

h. If you have multiple relationships 

to disclose between the business 

entity and local government 

officer, select Add Another and 

complete the process for each 

different relationship. 

 

 

i. When the information is complete, 

select Next.  

 

 

 

 

 

j. For question 5, the “vendor 

named in Section 1” is the name 

added on the first screen, 

question 1. (Refer to Section 2c 

on this document.)   

 

k. Reference Local Government 

Code Chapter 176.003(a)(2)(B) 

for help answering question 6. 

 

l. Select Next. 
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3. Submitting the Conflict of Interest Questionnaire 
 

a. On the final screen, before 

selecting Submit, there is an option 

to preview a PDF of the CIQ. 

Review carefully for errors. 

 

b. Also, there is an option to add an 

alternate email if you would like to 

receive a confirmation to a 

different email address than the 

one previously provided when 

creating the account.   

 

c. Enter the First Name, Last Name, 

and login password to sign 

electronically.  

 

d. Click Submit.  

 

 

 

 

4. Reviewing your CIQ and Submitting Additional Questionnaires 
 

a. There is an option to   print the complete questionnaires in the Manage My Questionnaires screen by 

searching for the report and selecting the Print button.  

 

b. If you have other questionnaires to submit, you may do so from this same screen by selecting Start COI 

Questionnaire.  

 

mailto:city.clerk@austintexas.gov

