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Instructions for Preparation of University of Hawaii
FM S-41A, Contract Adjustnment Form

General Cuidelines

This formshall be used 1) to |iquidate a remai ning bal ance on
a conpleted contract; 2) to record changes in encunbrance
data, e.g., account code/object code/anount; or 3) to record
appl i cabl e changes to contract terns which may affect paynent
processing, e.g., changes to contract period, paynent terns,
Contractor's nane.

Conpl etion I nstructions

Al fields nust be conpleted unless noted as optional.

1) Campus Ent er Canmpus Code under which
initial encunbrance was
processed.

2) Dat e Enter date of preparation
(m dd/ yy).

3) Contract Number Enter applicable contract nunber
(previously assigned by OPRPM .

4) Contract or/ Payee Nane Enter Contractor's conplete
nane. |f contract is nmade with
an individual, enter |ast nane,
first nanme, mddle initial

5) Contract or/ Payee Enter Contractor's conplete
Rem ttance Address remttance address, including
zi p code, where paynent should
be sent.
6) Vendor Code/ Vendor Leave Vendor Code bl ank.
Federal Tax ID Enter Federal Tax ldentification

nunber (if individual, enter
Soci al Security nunber) if
known, ot herw se, |eave bl ank.

7) Requi si ti oner/ Phone Enter name and tel ephone nunber
of person requesting contract
adj ust nent .



01/2004

8)

9)

10)

11)

12)

13)

14)

Depart ment

Reason for Change
Request

Start Date/
Conpl etion Date

Amount Previously
Encunber ed

Encunbr ance Adj ust nment
Amount (1 ncrease or
(Decr ease)

Revi sed Tot a
Contract Anount

Account Code/
bj ect Code/ Ammount /
Debit (D)/Credit (O
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Ent er organi zation for which
contract was entered into.

Provi de pertinent details of
reason(s) for change request
(i.e., to liquidate a remaining
encunbrance on a conpl et ed
contract; to record changes in
encunbrance data, e.g., account
code, object code, amount; or to
record applicable changes to
contract terns which may affect
payment processing, e.d.,
changes to contract period,
payment terns, or Contractor's
name.

Enter effective dates of
contract peri od.

Enter total anount previously
encunbered for the contract
peri od.

Enter net change in anount
resulting fromthis adjustnent
action (difference between

previ ously encunbered anount and
revised total contract anount).

Enter new total contract
anount .

Enter detailed changes to
account code/ obj ect code

di stributions. Net summary of
debit (increase) and credit
(decrease) anmounts shoul d be
equal to Item 12, Encunbrance
Adj ust nent Amount. Enter "D
for Debit to denote an increase
to an account code/ object code
distribution or "C' for Credit
to denote a decrease to an
account code/ obj ect code

di stri bution.
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15) Contractual Ooligation Check box if contractual
Conpl et ed obligation is conpl et ed.
16) Fund Certification/ Si gnhature of Fiscal Oficer
Dat e/ F. O. Code No. authorized to certify as to

availability of funds for
account code(s) cited and as to
conpliance with applicable

Uni versity policies and

procedures. Include date of
signature and appropriate F. QO
Code No.

17) OPRPM Appr oval To be signed by OPRPM

speci ali st upon verification of
contract and encunbrance
adj ust nent s.

C. Di stribution

Submit in triplicate to OPRPM



