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A8. 910 Procedures for the Preparation and Submi ssion of

Proposals to External Sponsors and the Review Approval
Requi renents for sponsored Agreenents

1. Pur pose

To establish policies and procedures which insure that
Uni versity of Hawai i (UH proposals and awards for
extranural ly funded prograns are systematically reviewed and
processed on a tinely basis in accordance with state statutes,
UH policies and sound nmanageri al practices.

2. oj ecti ves

To establish guidelines and procedures for the preparation,
review, and subm ssion of research and training proposals to
external sponsors and for the review and approval process of
sponsor ed agreenents.

3. Applicability

These procedures shall apply to all externally financed
prograns and activities entered into by the UH with the
exception of the foll ow ng:

E a. Cassified research, which is prohibited by Board of
Regent' s policy.

b. Col | ege of Tr opi cal Agriculture Basi c Feder al
Appropri ations.

C. Tuition assistance agreenents for mlitary personnel and
dependents, and ROIC agreenents (for procedures, refer
toitem4.(b) (5 on page 7).
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Student Financial A ds and Loans program agreenents (for
procedures, refer to item4.(b) (5) on page 7).

Non-financial affiliation agreenments (for procedures,
refer toitem4.(b) (5 on page 7).

Pr ocedur es

Preparati on of Proposals

The Principal Investigator (Pl) prepares proposal(s)
which includes the design of the scientific and
technical specifications and scope of work. The Pl also
devel ops an overall expenditure plan which identifies
the program funding requirenments including direct and
i ndi rect costs. Pr oposal preparation should be
initiated by the Pl approxinmately 120 days in advance of
the sponsoring agency's deadline to avoid l|ast-mnute
haste which may result in wunintentional errors and

om ssi ons. The Pl should initiate early discussions
with the Admnistrative Director (AD) or Fiscal Oficer
(FO, t he Depar t ment Chai r per son or Provost,
Chancel | or/ Dean/ Di rect or, Ofice of Resear ch

Adm nistration (ORA) and Contracts and G ants Managenent
Ofice (CAVO), as appropriate, to provide tinely
notification of the proposed activity and to allow
sufficient time for the proper review and consideration
of University resources that are required in support of
t he proposed programor activity.

(1) Assistance in Proposal Preparation

CRA shall provide guidance and assistance in the
preparation of proposals. For departnents and
units which do not have access to admnistrative
and fiscal support staff, ORA shall supply such
assi stance in the preparation of proposals.

(2) Formand Content

Application fornms and instructions for proposal
preparation and subm ssion are usually provided by
the sponsor and are to be used whenever avail abl e.

Application forns and instructions may be obtai ned

[:] from ORA.  Prograns should use the format specified

in Attachment A of this APM when applying to those
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sponsors that do not provide application forns or a
gui de.

(3) Proposal Deadlines

Proposals should be reviewed by the AD or
departnental FO and approved by the Chairperson or
Pr ovost and submtted to t he
Chancel | or/ Dean/ Di rect or. After approval, the
proposal shall be submtted to ORA for review and
approval at least five working days prior to the
mai ling date of the sponsor's deadline. D scussion
in advance of the mailing deadline for the proposal
with all concer ned, especially wth OCRA I's
encour aged. If the proposal wll result in a
bi ndi ng contract upon acceptance by the sponsor, it
may be helpful to have drafts of the proposal
reviewed by all appropriate parties before it is
assenbled in final form

Revi ew Appr oval and Pr ocessi ng Requi r enent s for
Pr oposal s

Al proposals to external sponsors nust be reviewed by
the AD or FO and approved by the Departnent Chairperson
or Provost, Chancel | or/ Dean/ Di rect or, and ORA in
accordance with the requirenents prescribed bel ow, using
ORA Form 5, University of Hawai‘i Proposal Coordination
Record (Attachnent D).

The informal transmttal of proposals to sponsors prior
to official UH review and approval Is strongly
di scouraged since the UH nmay not honor obligations
resulting from proposals which have not been properly
revi ewed and aut hori zed.

(1) Responsibilities of the Principal Investiqgator

(a) Insure that all scientific and technica
aspects of the proposed scope of work and the
funding requirenents for the attainnment of
program objectives have been identified and
properly disclosed, and that all proposed cost
sharing/ matching coomtnents are avail able and
properly docunent ed. Particular attention
shall be devoted to the identification of



(2)

(3)

(b)

(c)

(d)
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exposure to risks or potential risks under the
proposed project, and to the commtnent of UH
resources (faculty effort, funds, space, and
equi pnent) to the project.

Insure that the appropriate nunber of copies
of the proposal application as required by the
sponsor plus two additional copies for the
UHs wuse have been properly prepared in
accordance with the format and requirenents
prescribed by the sponsor. Al so, prepare and
conplete the original and three (3) copies of
CRA Form 5.

Forward the proposal for review and approval
by t he depart nent al Chai r, and t he
Dean/ D rector of each unit when nore than one
department or college is involved.

Forward all required copies of proposal

application and signed ORA Form 5's to the
assigned departnmental FO for review The FO
shall retain one copy of ORA Form 5 for

i nformation.

Responsibilities of the Admnistrative D rector or

Departnental Fiscal Oficer

(a)

(b)

(c)

Revi ew the adequacy and conpleteness of the
proposal and rel ated budget, utilizing the
Proposal Preparation Checklist (Attachnent B)
as necessary and appropri ate.

Consult with the PI to understand the program
needs and to insure that all <costs are
properly identified and realistically
estimated in the proposed program budget.

Insure that all cost itens included in the
proposed budget are consistent wth the
policies and requirenents of the UH and the
sponsor.

Responsibilities of the Departnent Chairperson and

Chancel | or/ Dean/ D r ect or
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Evaluate and approve all aspects of the
proposal application for:

(1) Substance and nerit of the proposed
programor activity.

(2) Academc appropriateness, desirability
and conpatibility with the mssion of the
unit.

(3) Commtnents) of faculty and staff effort
and its effects on teaching and other
obl i gations of personnel involved.

(4) Adequacy of t he pr oposed f undi ng
requirements.

(5) Qher non-personnel program requirenents
such as equipnent, special facilities,
conputer tinme, and other admnistrative
support needs and arrangenents.

Appr oval of ORA Form 5 shall signify
acceptance and assunption  of the ful
responsibility for the admnistration and
fiscal accountability of the proposed research
or training activity and to provide the
necessary resources for the project.

Forward the original plus two extra copies of
the proposal in addition to the nunber of
copies required by the sponsoring agency, and
two copies of the conpleted and signed ORA
Form 5 to ORA for final institutional review
and approval. CORA shall send one copy of the
Form5 to CGVOD for information.

Responsi bilities of ORA

(a)

Final institutional review of all program and

academc  aspects including the proposed
program budget to insure conformty with UH
St at e, Federal , and sponsoring agency's
policies and procedures. ORA shall consi der

all itens bel ow
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(1) Appropriateness of proposals with regard
to the UH s overall goals and objectives.

(2) Mnimzing mul tiple subm ssi on of
proposals to sponsoring agencies who
restrict the nunber of proposals to be
submtted by t he institution, and
coordination of possible collaboration
anong UH units with simlar interests.

(3) Higibility of the investigator to be a
Pl under UH policy and requirenents.

(4) Conpleteness of proposal to insure that
al | i nformation required by t he
sponsoring agency are properly provided
and in accordance wth the prescribed
format.

(5) Review and approval for the protection of
the rights, welfare and personal privacy
of human subjects where applicable, and

conpl i ance with al | appropriate
regul ations for the hunmane treatnent of
any live, vertebrate aninals used or

i ntended for use in research.

(6) That proper docunmentation of all itens
required on the CRA Form 5 are conpl et ed.

(b) Approve all research, training, and special
pr oj ect proposals signifying official UH
sponsorship and submt the proposal(s) to the
prospective sponsors, forward a copy to GGV
and follow up, negotiate, and nonitor the
proposal's status with the sponsoring agency.

(c) Route proposal applications to CGVD for action
only if the proposal application(s) or the
sponsoring agency require the signature of the
"Chief Business Oficer” or the authorized
institutional officer with binding contractual
authority.

(5) Responsibilities of CGVMO
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Except for classified research and College of
Tropical Agriculture Basic Federal Appropriations,
CGVO shal | process all proposals not subject to ORA
revi ew and processing.

Neqgotiations with Sponsoring Agencies and Revisions to
Pr oposal s

ORA is designated as the focal point of contact for
coordination of all proposals to external sponsors
including revisions thereto. Formal negotiations nust
be coordinated through ORA for any and all changes. |If
any informal discussions or notifications should occur,
t he Pl shoul d advi se t he sponsori ng agency's
representative that negotiations nust be fornmalized
t hrough ORA Al though prelimnary discussions nmay be
appropriate, it should be clearly understood by all
parties that sponsored prograns can be officially
established only after proposal applications and any
necessary revisions have been reviewed and approved
t hrough the established UH channel s.

Accept ance of Awards

Contract and grant awards from external sponsors shall
be reviewed in accordance with the guidelines prescribed
under Attachnent C Quidelines for Acceptance of
External Awards" and approved in the sequence outlined
below Oficial notification from sponsors are directed
to ORA for formal acceptance by the UH If any award
notification is inadvertently routed to the Pl or
department, it shall be imedi ately forwarded to ORA

(1) ORA shall:

(a) Review the award notification fromthe sponsor
to insure that it 1is in response to an
approved UH proposal and that the authorized
funding and project period are consistent with
the requested program requirenents. If the
award from the sponsor is not supported by an
approved ORA Form 5 or is without official WH
sponsorship, ORA shall imrediately notify the
appropriate Chancellor/Dean/Drector and Pl
and coordinate the necessary corrective
action.
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(b) Forward the original and all required copies
of the award instrument including all terns,
condi ti ons, and revisions to CGVO for
appropriate review and acti on.

CEGVO shal | :

Be responsible for the final institutional review
for all business, financial and legal nmatters
pertaining to contracts, grants and cooperative
agr eement s. This includes the review and approval
of all terns and conditions relating to the nethod
of financing, paynment terns, indemification and
i nsurance requirenents, financial accounting and
reporting, and other admnistrative or financial
managenent requirenments that any be inposed by the
sponsor. If the terns and conditions of an award
are not acceptable or in conflict with UH policy;
CGVD shall specify changes that are acceptable and
in the best interest of the UH and shall advise and
consult ORA and the UH departnment or wunit as
appropri ate. changes recommended by CGMO shall be
made on the award instrument and shall be a
condition for award acceptance by the UH.

Execute all agreenents which require legally
bi nding signatures on behalf of the UH for funding
amounts of |less than one mllion dollars.

(1) If an award is only partially executed or
conditionally accepted by the UH CGVOD shall
forward all copies of the award agreenment with
the nodifications, revisions, and/or specified
conditions to ORA for transmttal to and
coordination with the sponsor for approval and
executi on.

(2) If an award agreenent is fully executed
without any conditions or does not require
bi | at eral signature of an authorized WH
official, CGVD shall forward signed copies of
award to ORA for final institutional
processing and transmttal to the sponsoring
agency. CGVO shall serve as the UH s centra
depository for all contracts, grants, and
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cooperative agreenent s i ncl udi ng any
amendnents and revisions thereto.

CGMD shall route award docunents which are in
excess of one mllion dollars to the UH President
for signature.

ORA shall:

Accept and acknowl edge grant awards on behalf of
the UH and where appropriate, forward executed
contracts and agreenents to the sponsoring
agenci es.

If the award is conditionally accepted, ORA shall
forward the original and copies of the award
agreenmrent to the sponsor for acceptance and
execution and shall followup and nonitor the
status with the sponsor.

D stribute copies of the acceptance letter to the
Pl, FO departnental Chair, Dean/Drector, and
CGVMD. Copies of the fully executed award docunents
shall also be given to the PI and FO

Report all external awards to the UH Board of
Regents on a nonthly basis for acceptance and
approval .
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PROPCSAL FORNVAT

Cover Page

Prograns should use the follow ng sanple of a cover page for
proposals to sponsors that do not specify a required fornmat:

Budget

Budgeting is the process whereby the proposed scientific and
technical scope of work is translated into an item zed and
systematic plan of operation, expressed in dollars over a
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defined period of tine. The program budget provides the
sponsoring agency wth an opportunity to examne the
conposition and viability of the proposed progranmfactivity.

Unl ess otherw se specified by the sponsoring agency, proposal
budgets should be in the follow ng format:

Salaries - This section covers all salary requirenents and
should identify the types of personnel, an estimate of the
nunber of nonths and percentage of full time effort each wll
devote to the sponsored activity, the salary rate, and the
total anount of salaries to be paid fromthe proposed grant or
contract. Nanmes and titles of all key personnel and senior
prof essional staff should be identified, whether a part of
their salaries are to be directly charged to the project or
pl edged as UH cost sharing/ matching. Cost shari ng/ mat chi ng
funds nust be checked and cleared through the appropriate UH
official (see Section 5 of APM A8.947 for details) Salary
rates included in the proposed Budgets are only estinmates and


apm/congrant/a8947.pdf
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shoul d be noted as such. Actual salaries are set at the tine
of appoi ntnent or extension, in accordance with current salary
scal es and rel evant UH poli ci es.

Overload Salaries - Conpensation on an overload basis for work
perfornmed by faculty and staff on the proposed program shoul d
be properly identified and budgeted for. The use of overl oad
is to be admnistered pursuant to the guidelines that are
issued annually by the Vice-President for Academc Affairs
(VPAA) and with any other specific policies of the sponsoring
agency.

Anticipated Salary Increases - Provision for anticipated
collective bargaining increases, as well as for pending
pronotions or upward position reclassification and repricing
must be properly budgeted for in the proposed funding
application to sponsors. These increases should be consi dered
for any programthat extends beyond June 30th or for nore than
one year. Budgeted sal aries should be properly footnoted to
explain the types of anticipated salary increases, the rate of
i ncrease, and the period for which the increases apply.

Enpl oyee Benefits - enployee fringe benefits are treated as a
direct program cost and nust be provided for as an expense in
t he proposed program budget whenever salaries are identified.

The current fringe benefit rates to be used for budgetary
pur poses are provided in attachnent A of APM A8.911

D rect Program Costs

a. Travel - Indicate the nunber and estimated cost of
trips as well as the destinations (if known) and the
nunber of individuals for each trip. If the exact
location is not known, the general geographic |ocation
should be specified. The estimated cost should be

itemzed by air fare or other node of transportation,
the nunber of days of per diem and daily rate,
regi stration and conference fees, ground transportation,
excess baggage and handling charges, and other related
travel expenses. Most sponsors require a statenent
regarding the purpose of each proposed travel and its
relevance to the sponsored program particularly in
connection with foreign travel. Sone sponsors require
prior approval of foreign travel. Foreign travel is
defined as any travel outside of Canada, and the United
States and its territories and possessions.
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Equi pnent Purchases - Each equipnent item costing nore
than $500 with a life expectancy of nore than two years
should be Ilisted by type, mnmanufacturer, and nodel
nunber . Catalog or estimated prices including
anticipated price increase (wth proper justification),
shipping, insurance, and custom fees (for foreign

purchases), delivery and installation charges (if any),
and applicable taxes should be included as part of the

cost of equipnent acquisition. Catalog prices and
witten vendor quotations should be retained as
supporting docunentati on. | f equi pnent needs are not
definite, probable choices should be Ilisted wth

estimated costs. Where it is difficult to predict the
types and quantities, such as for the overhaul and
restoration of a major system circunstances justifying
needs should be fully expl ai ned.

Fabri cated Equi pnent - The nature of the equipnment to be
fabricated should be properly identified with a detailed
br eakdown of conponent purchases, material and supply
items, UH or RCUH cost center services, consultant fees,
and sub-contract requirenents. If the cost estimate is
based on historical experience, docunentation supporting
costs should be nmade available for pricing review by the
sponsor or Defense Contract Audit Agency (DCAA). The
total charges related to the equipnment fabrication shal

be ultimately recorded as "equi pnrent" charges by the UH

Materials and Supplies - WMterials and supplies should
be identified by major categories with the estinated
costs for each category. An indication of how the
estimates were arrived should be provided. Prior vyear
accounting records or other docunentation may be used to
support these estimates.

Consul t ant Fees and Subcontracts - Cost s for
prof essional and consultant services of a particular
profession or special skill required in the performance
of proposed activity should be properly justified and
budget ed. To the extent possible, consultant fees
should Ilist all conponent costs, such as, rate of
service fees, travel expenses, etc. Since intra-

University consulting is assumed to be undertaken as
part of the normal faculty and staff workload, extra
conpensation in addition to full-tine base salary should
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not normally be budgeted for; this principle shal
generally apply to all faculty nenbers who function as
consultants or otherwise contribute to a sponsored
agreenment conducted by another faculty nmenber within the
UH.

f. QG her Costs - This category includes all costs that can
be specifically identified and are directly beneficial
to the proposed program such as, conputer tine,

publication costs, telephone toll charges, etc. Itens
listed should be separately identified by class category
with a justification for the estimated cost. For

exanple, publication costs should list the nunber of
pages to be published and the cost per page. Al other

direct costs listed should be supported in as mnuch
detail as possible and docunentation should be retained
by the departnment FO M scel | aneous and conti ngency

costs are not normally recognized by the sponsor and
t herefore shoul d not be included.

Cost Sharing and Matching - Sone federal sponsors require cost
sharing/ matching on research grant awards. Since cost
sharing/ matching identified in proposals may becone a
contractual commtnent of the UH they should be kept to a
mninmum and be limted to those itens that can be easily
docunented and verified, such as, salaries, wages and fringe
benefits. Salary costs for Deans/Drectors, admnistrative
and clerical support personnel, and use of UWH facilities and
equi pnent shall not be utilized for cost sharing/ nmatching
since these costs are included as part of the University's
i ndirect overhead conputation. Costs that are financed from
federal sources cannot be used for sharing/ matching purposes.

Moreover, the same costs cannot be wutilized as cost
sharing/matching on nore than one federal awar d.
Docunentation for the cost sharing/ matching nust be obtained
prior to proposal subm ssion

Indirect Costs - Indirect costs are real costs incurred by the
UH that are comon to all prograns but which cannot be
precisely assigned and charged to individual prograns.

| ndi r ect costs are those <costs incurred for (general
adm ni stration support and mai nt enance and I ncl ude
expenditures relating to depreciation and use allowance,
operation and mai ntenance, general adm nistration and general
expense, depart nent al adm ni stration expense, sponsor ed
pr oj ect adm ni strati on, library expenses, and student
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admni stration and services. Al proposals for external
support should request for the full reinbursenent of indirect
costs as prescribed under Attachnment A of APM A8. 927.

Unexpended Bal ance - Proposals for the extension or renewal of
exi sting sponsored activities may require an estinmate of the
unexpended bal ance antici pated upon expiration of the current
grant or contract budget period. Considerable caution should
be exercised in projecting unexpended balances since sone
sponsors apply the unexpended balance as partial funding
support for the next budget period.
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PROPOSAL PREPARATI ON CHECKLI ST

The followng checklist itenms should be considered in the
preparation and review of proposal applications to external
sponsors. tHe checklist will help to insure the rapid review of
proposals within the UH avoid delays in rewiting and revising
proposals, and facilitate planning for the initiation of the
proposed program

A Facilities

1. WI1 1| space presently available to the UH be adequate?
a. Has approval been obtained for the use of space
needed for the project?
b. Are any of the follow ng renovations required:
1. Partitions, walls, or ceilings?
2. Pai nti ng?
3. New | i ghting arrangenents?
4. Addi ti onal el ectri cal power and air
condi ti oni ng?
S. Wt er ?
6. Special services or facilities, new tel ephone,
drains, fune hoods?
C. | f renovations are required:
1. Have costs been properly estimated and
approved by appropriate UH personnel (FQ
Depart ment Chai r per son or Provost,

Chancel l or/ Dean/Director, Facilities Planning,
and Facilities M ntenance Ofice)?

2. Are costs properly included as direct costs in
the proposed budget including nonrecurring
charges, such as, telephone installation and
rel ocati on?



B

2.

Staff

3.
W |
required?
a.

1

2.

3.

4,
b.

| f
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Are any of the funds to be provided by the UH?
|f so, are these funds avail abl e?

space not presently available to the UH be

| f non-UH space is required:

Have rental or | ease arrangenents been
di scussed with the Procurenment and Property
Managenment O fice?

Is rental cost included in the proposed
budget? What about utilities and naintenance
requi rement s?

Are facilities being provided by governnental,
private or non-profit organizations w thout
cost to the University?

If renovation of non-UH facility is required,
have costs been properly budgeted?

If newfacilities are to be constructed:

1

Have requirements been di scussed with
appropriate UH personnel (FQ, Depart ment
Chai r per son, Dean/ D rector, Facilities
Planning or Facilities Managenment O fices)?

Are funds for planning and construction
identified in the proposed budget ?

the follow ng personnel requirenents are provided in

the proposal, have they been approved by the Departnent
Chai rperson or Provost and Chancel | or/ Dean/ D rector?

a.

b.

Rel ease teaching tinme of faculty

Facul ty/staff sal ari es pl edged for cost
shari ng/ mat chi ng?

Over| oad sal ari es?
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d. Are faculty/staff salaries shared between nore than
one external funding source and/or appropriated UH
funds? |If so, are there any gaps in funding due to
varying program fundi ng peri ods?

Have staff positions for admnistrative type personne
that are directly charged to the proposed program been
di scussed with CGVO and specifically approved by the
sponsor ? Are these costs properly identified and
justified in proposed program budget ?

Are anticipated salary increases and related enployee
fringe benefits properly included in the proposed
budget ? What about anti ci pat ed pronoti ons,
reclassifications, or repricing?

Are new faculty/staff positions required? Have
personnel requirenments been discussed with the assigned
FO and UH  Personnel Ofice to i nsure pr oper

classification and salary level are identified in the
proposed budget? Wat about recruitnent and relocation
expenses? Are they properly budgeted in the proposal ?

C Equi prent, Material /Supplies, and Services

1

If the proposed program or activity requires extensive
equi pnent acquisitions, surplus property, or equipnent
fromforeign countries:

a. Have requirenents and possible sources been
di scussed with the departnment FO and PPMO?

b. Have the equipnent requirenents been screened at
the departnental Ilevel, or at PPMO to avoid
duplication of purchase?

C. Have the acquisitions been specifically justified
in the proposal if it wll duplicate equipnent

al ready on canpus?

d. Have U S. CQustom cl earance requirenents for foreign
purchases or equipnent |oans been considered?
Have costs been included in the proposed budget?
Are there any tine limtations for equipnent |oans?
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| f officel/general purpose equipnent will be needed:

a. Has it been budgeted as a direct cost through
purchase or rental ?

b. Does the proposal justify requested office/general
pur pose equi pnent , in terns of pr oj ect

requi rement s?

If the proposal calls for the purchase of conputing
equi prent has the Conputing Center or Managenent System
Ofice been consulted to insure necessary approval s?

Speci al Consi der ati ons

1.

|f the proposal involves the use of human subjects, has
provision been mnade for review in accordance wth
current UH policy and has the human subjects application
been conpleted and forwarded to the Conmttee on Human
Studi es at ORA?

If the proposal involves the use of any live vertebrate
animals in the research experinentation, testing,
training, or related purposes; has provision been nade
for review by the Commttee on Protection of Aninals,
and Laboratory Aninmal Services at CORA?

If the proposed project involves radiation safety and
environmental hazards, or reconbinant DNA, has the
Bi ol ogical Safety Commttee and Environnental Health &
Safety O fice been consulted?

| restrictions on I nformation or security
classification will be required:

a. Has the project been discussed with the Departnent
Chai rperson, Dean/D rector, and CRA?

b. Has security matters, including safekeeping of
facilities and security clearances been discussed
with the UH Security Oficer?

If other institutions are participating in the proposal,
has appropriate institutional appr oval from the
participating institution been obtained? 1Is the role of
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each institution clearly stated in the proposal to avoid
m sunder st andi ngs and potential disputes?

If the proposed project is likely to result in the
publication of a book or nonograph:

a. Has publication cost been included in the proposal ?
b. Have publication arrangenents been discussed wth

the UH Press?

If the proposed project involves potential risks,

hazards, or financial liability to the UH such as the
use or rental of ocean vessels, aircrafts, deep sea
diving equipnent, contagious matter, untested or
potentially danger ous dr ugs, etc., have pr oper

precauti ons been taken? |Is the UH properly indemified?
Is special insurance liability coverage required and
are costs properly included in the program budget ?

If a proposed research or training activity wll be
primarily conducted in a renote location or foreign
country; have all unique requirenments been properly
identified and justified in the budget?

a. Canpi ng and food provisions?

b. Hring of interpreters, guides, escorts, and |oca
ground transportation?

C. Sone foreign countries practice the barter system -
have these costs been specifically justified and
budget ed?

d. What about fluctuating currency exchange rates?

Does the proposal commt the UH to continue the proposed
activity beyond the period of the sponsor's funding?
Beyond anticipated retirement or resignation date of the
principal investigator? If so, do planning and
budgeting offer appropriate support for all such
comm t ment s?

Transmttal of Proposa




A8. 910
P 6 of 6
Attachnment B(cont.)

Has ORA Form 5 been properly conpleted and approved
internally within the UH?

Have the necessary nunber of copies of the proposal been
assenbl ed, i ncl udi ng:

a. Conpl et e budget s?

b. Bi ographi cal information on principal investigator
and seni or personnel ?

C. Any speci al encl osure requirenents?

If special information should be included in the

transmttal letter fromthe UH has it been drafted and
i ncl uded with CRA Form 57

If nore than one departnent or college is involved, has
ORA Form 5 been revi ewed/ approved by all parties?
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CaGVD Form 2

QU DELI NES FOR ACCEPTANCE OF EXTERNAL AWARD

A | nt roducti on

The guidelines below have been developed to facilitate
understanding wth external sponsors in the negotiation
process of contract/grant terns and conditions that are
acceptable to the UH These guidelines shall apply uniformy
to all externally financed prograns and activities,
particularly those involving private industries, foundation

and solicited proposals Request for Proposals) that are
submtted to federal agencies which becone binding contractual
agreement s upon accept ance.

B. Qui del i nes

1. Best Effort and Full Cost Recovery

The UWH received no fee or profit from its
research/training prograns to cover potential business
risks. Since many research/ devel opnent and specialized
training projects are unique and unpredictably in
nature, projects accepted by the UH should generally be
conducted on a best effort and full cost recovery basis.

For this reason, the UH should generally avoid
contracts that are on a fixed price or fee basis which
establish rigid deadlines and inpose penalties for
failure in neeting schedul es; and that require
per f or mance warranti es/ guar ant ees.

2. Financial Stability of Sponsors

Al though prograns/activities that are sponsored by
gover nnent al agencies are usually backed by the
financial strength of the State, County, or Federal
Covernment, private industry and nonprofit organizations
must rely on their available working capital and
financial mainstay to finance sponsored prograns that
are awarded to the UH It is therefore critical that
prograns which are supported by nongovernnmental agencies
be carefully evaluated to insure their ability to cover
costs of the sponsored program since any defaults on
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paynment(s) is the responsibility of the PI, Departnent
Chairperson and ultimately the Chancel |l or/ Dean/ D rector.

Met hod of Fi nanci ng

Advance funding from sponsors is the ideal financing
arrangenent since the UH has a very limted anount of

working capital to cover cost reinbursable projects.
Mor eover, the UH cannot borrow funds for these purposes.
Advance paynment schedules when possible, should be
negotiated with the sponsoring agency based on the
magni tude, scope of project, length of project period,
and the anticipated needs of actual expenditures. |
projected program expenditures are evenly distributed
through out the duration of the program quarterly
paynments in advance should be negotiated wth the
sponsori ng agency. Lunp sum paynent in advance woul d be
desirable for those agreenents that are less than

$15,000 in val ue. If financing nmust be on a cost-
rei nbursable basis, then the frequency of reinbursenent
shall be no less than nonthly due to cash flow

consi der ati ons.

Preawar d Aut hori zati on

Wen a new contract or grant award has been approved for
fundi ng by the sponsoring agency but del ays are expected
in the processing of formal award which woul d adversely
inpact the program or activity due to wurgent and
critical program requirenents, preaward authorization
must be negotiated with the sponsor unless otherw se
delegated to the UH  Preaward authorization would allow
the incurrence of program costs prior to the effective
date and receipt of official award from sponsor.

QG herwi se, costs incurred prior to the effective date of
sponsored agreenent, whether or not they would have been
allowed if incurred after such date will be disallowed
by the sponsoring agency. Negotiation of preaward
authorization wth the sponsor nmust be properly
justified and supported with a realistic estimate of
program funding needs and a definite tine period
(usually no longer than 90 days prior to the effective
date of award). Costs that are incurred beyond the
authorized funding Iimts or tinme period established by
t he sponsor woul d be disal | owed.
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Excessive Financial Reporting Requiremnments

The UH s financial nmanagenent system in support of
Federal |l y fi nanced prograns/activities has been

developed in accordance wth the standards and
requi rements prescribed under the Ofice and Managenent
Budget G rcular A-110. Crcular A-110 promul gates

standards for obtaining consistency and uniformty anong
Federal agencies in the admnistration and reporting of
grants and other agreenments wth public and private
institutions of higher education. Federal agencies
should therefore not inpose nore stringent reporting
requirements for non-construction projects that are not
consistent with the reporting requirenents prescribed
under Attachnment G of A-110; such as, the reporting of
all personnel charges by nane and title, detail travel
cost breakdown by traveler and each trip, or the listing
of al | equi pnent acqui sition wth supporting
docunentation for proof of purchase. In addition,
financial reports to Federal agencies should generally
not be required nore frequently than quarterly wth
subm ssion deadlines no later than 30 days follow ng the
end of each specified reporting period for quarterly and
sem -annual reports, and 90 days for annual and fina
reports. Excessive reporting requirenments should
simlarly be avoided in the negotiation of contracts and
grants that are not subject to A 110 requirenents.

| ndemni fication and I nsurance Requirenent

A careful evaluation nust be nade prior to the
acceptance and undertaking of all extranurally financed
prograns and activities of the UH to determne the
extent and possible exposure to risks, pot enti al
liabilities and hazards. This evaluation process is
necessary to insure that the UH is adequately protected
from exposure to losses that may occur as a result of
its participation or performance of work prescribed
under research and training agreenents.

a. | ndemni fi cati on

The UH is legally precluded from executing an
indemnification provision in favor of an outside
party since any future financial obl i gation
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t hereunder would not be binding against the UH or

the State of Hawai ‘ i wi t hout the specific
appropriation of funds by the State Legislature to
nmeet this obligation. Because of this statutory
limtation, the UH is wunable to accept nost
st andar d I ndemmi fi cation pr ovi si ons on an
uncondi tional basis. Therefore if the sponsoring
agency i nsists on t he I ncl usi on of an

i ndemmi fication or responsibility clause, t he
foll owi ng paragraph shall be used inits entirety:

The University shall be responsible for any clains
for damage or injury caused by or resulting from
any negligent act or omssion of the University,
its enployees, or agents in connection with this
agreenent in accordance with Chapter 661, "Action
by and Against the State", and Chapter 662, State
Tort Liability Act", Hawai'i Revised Statues 1976

as anended.

Liability I nsurance

As a general rule of comon |aw, one is responsible
for the loss or injury suffered by others as a
result of its negligence and that of its agents and
enpl oyees. However, should exposure to risks
dictate the need for insurance coverage under the
sponsored program or activity, protection through
the acquisition of an insurance policy shall be
coordinated with the UH s Procurenment and Property

Managenent O fice. Since the UH as an entity of
the State of Hawai ‘i is self-insured, the cost of
i nsurance coverage nust be included as part of the
aut hori zed sponsor's program budget. Shoul d the

sponsoring agency require the inclusion of an
i nsurance clause the followng shall be used in its
entirety:

AUTOMBILE LIABILITY - The State self-insures its
autonobil e no-fault coverage. "No-fault" refers to
injuries resulting from an auto accident. The
basic no-fault policy contains coverage up to
$15,000 per person for injuries, residual bodily
liability of $25,000 per person, and property
damage liability of $10,000 for each occurrence.

The aggregate |imt of self-insured coverage is
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$300, 000 per occurrence. Excess coverage above the
self-insured limt wll be purchased under a
conprehensive liability insurance policy.

Aut onobi | es covered:

- State autonobil es and nobil e equi pnents.

- Enployee owned cars while on authorized

State busi ness. Coverage is limted to

excess over enpl oyee's personal aut o

i nsurance policy.

- Leased, hired, rented, non-owned cars when
authorized by the State and operated in the
nane of the State.

WORKER S COVPENSATION LAW - Injuries to University
enpl oyees arising out of and in the course of or
proxi mately caused by or resulting from the nature
of their enploynment are cognizable wunder the
"Wirker's Conpensation Law', Chapter 386, HRS.
1976, as anended. Such clains are filed with and
adjudicated by the Departnent of Labor and
I ndustrial Relations pursuant to Section 386-71
t hrough 386-73, as anended, and awards are paid out
of the fund provided for in Section 41-2 and 3,
H RS 1976. Al UH general funded enployees are
automatically i ncl uded in this pr ogr am
extramurally funded enployees are covered by a
fringe benefit rate applied to salaries and wages
and assessed on all grants and contracts, which is
credited to the aforesaid fund.

CGENERAL LIABILITY - Under the 'State Tort Liability
Act", Chapter 662, H R S 1976, as anmended, persons
infjured as a result of the negligence or wongful

acts or omssions of an enployee of the UH (State),

while acting within the scope of their office or

enpl oynent, have the right to file a claim or

initiate suit; suits against the State are governed
by Chapter 661, H RS 1976, as anended. Chapt er

662 in effect waives the State's immunity from
liability for <certain tortious conduct of its
enpl oyees, and provides that the State shall be
liable in the sanme manner, and to the sane extent

as private individuals under |ike circunstances.

CGoverni ng Law




A8. 910
P 6 of 6
Attachnment C(cont.)

Al agreenments from sponsors nust be admnistered in
accordance with the State of Hawai ‘i Laws.
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