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A8. 930 Services with the Research Corporation of the University
of Hawai ‘i
1. Pur pose

To insure that services directed by the University of Hawai'i
(UH to the Research Corporation of the University of Hawai ‘i
(RCUH) are consistent with the intent and purposes set forth
in: (1) HRS, Chapter 307, as anended; (2) UH RCUH Basic
I nternal Agreenent dated June 12, 1973, as anended; and (3)

UH RCUH Revolving Fund Master Agreenent dated January 18,
1978, as anended.

2. oj ecti ves
To establish guidelines and procedures that govern the
undertakings and services that may be directed to RCUH
i ncluding the review and approval process.

3. Definition of Terns

a. UH RCUH Basic Internal Agreenent: An agreenent between
the UH and the RCUH which establishes the relationship,
appropriate wundertakings and services that may be
directed to RCUH the responsibilities of each party,
and the review, processing and approval requirenents for
the use of RCUH services in accordance with the intent
and purpose of the law. A reference copy of the UH RCUH
Basic Internal Agreenment is available in the Contracts
and Grants Managenent O fice (CAVD) .

b. UH RCUH Revol ving Fund Master Agreenent: An agr eenent
between the UH and RCUH which sets forth the fiscal
rel ationship and responsibilities i nvol vi ng t he
provision of goods and services that are charged
directly to users which include University departnents,
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sponsored agreenents, and affiliated governnental or
private agenci es based on the actual use of services. A
reference copy of the UHRCUH Revolving fund Master
Agreenent is available in CAGVWO

C. UH RCUH Internal Service Oder: A delivery order issued
by the UH in accordance wth the UH RCUH Basic Internal
Agreenment which authorizes the RCUH to act as the UH
agent i n provi di ng al | necessary and required
admnistrative and financial mnanagenent services in
support of a particular research and training program or
activity (Attachnment A for sanple of the request forn).

d. RCUH UH Internal Service Oder: A delivery order issued
by the RCUH in accordance with the UHRCUH Basic
Agreenment which authorizes the UH to act as the agent
for RCUH in providing all necessary admnistrative and
financi al services where the RCUH is the prine
contractor or recipient of a contract/grant.

e. | ndi vi dual Transacti on: A purchase order or contract
issued by the UH authorizing the RCUH to deliver
prescribed goods or services at a specified price and
time frane. Under this relationship, RCUH serves as a
vendor to the University and is responsible for neeting
the requirenents of the procurenment contract in a tinely
and satisfactory manner.

f. UH RCUH Revolving Fund Internal Service Oder: A
delivery order issued by the UH in accordance with the
UH RCUH Revol vi ng Fund Master Agreenent which authorizes
the RCUH to establish, operate, and nmanage a revol ving
fund to provide goods and services of a specific or
speci alized nature on a cost-reinbursable user fee
basis (see Attachnent B for sanple).

g. RCUH Direct Project: Contracts and grants which nmay be
awarded directly by extramural agencies to the RCUH as
the prime contractor or grant recipient responsible for
the overall performance, adequacy, and conpletion of
wor k prescribed under a sponsored agreenent.

Applicability

These guidelines and procedures apply to: I nternal Service
Oders, UHRCUH Revolving Fund Internal Service Oders;



A8. 930
P 3 of 29

I ndi vidual Transactions; and RCUH Direct Projects that require
the use of UH facilities, equipnment or personnel.

Qui del i nes

RCUH may be requested to provide services in support of the UH
when it is determned that the UH cannot effectively and
efficiently carry out the operational needs of «certain
prograns and activities which require admnistrative and
operational flexibility not normally permtted under State
regul ations and directives. This determnation shall be nade
by a Chancellor, a Provost if so designated, or an authorized
Dean/ Director.

The UH shall not request the services of RCUH for purposes of
conveni ence or to avoid statutory requirenents not intended to
be exenpt by the Legislature in creating RCUH

The followng criteria shall govern the conditions under which
certain undertaki ngs and services nmay be provided by the RCUH

a. On-going or contingency situations that cannot Dbe
readily anticipated and which require inmrediate action
for the successful conmpletion of the program or
activity. Such conditions include but are not limted
to the foll ow ng:

(1) The program needs are unique, conplex and require
close and pronpt attention during inplenentation,
manufacture or installation of a product and which
may also require extensive travel, communication,
or coordination;

(2) Urgent or unusual requirenents of the program which
do not permt the normal advertising requirenents
prescribed under State |aw, or

(3) Substantial increase of costs wth serious program

effects i f pur chase(s) cannot be pl aced

i mredi atel y.
b. Mich of the operation wll be conducted outside the
State or involve private organizations or foreign
gover nment s and i nvol ve unusual and conpl ex

requiremnents.
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C. Per sonnel requirenments cannot be readily secured through
the normal UH and State procedures because of the unique
nature of such services, the wurgency of need, the
limted duration of enploynent, or other exceptional
ci rcunst ances.

d. CGoods and services on a cost-reinbursable "user fee
basis" are required to support and enhance research and
training activities of the UH which could not otherw se
be inplemented due to the high cost of specialized
facilities, equipnment, personnel, and nmaintenance of
operations (e.g., research vessel and technical shop-
type operations).

UH prograns and personnel nust renenber that service
orders or any transactions which utilize the services of
RCUH do not relieve the UH of ultinmate responsibility
and accountability for the tinely and proper conpletion
of a contract or grant.

6. Procedures for UHRCUH Internal Service Oders

a. Processi ng and Approval Requirenents

(1) The Principal Investigator (Pl) shall consult wth
the assigned Fiscal Oficer (FO to discuss the
uni que operational requirenments of the program to
determne if the program or activity could be
better serviced by the RCUH

(2) If it is determned that the operational needs of
the program neet the requirenents outlined in
Section 5 above; an original and two (2) copies of
the UWHRCUH Internal Service Oder Form shall be
prepared for review and approval by the FQ
Chancel | or/ Dean/ Director of the unit and RCUH

(3) The FO of the unit shall review and approve RCUWH
Internal Service Oder Forns to insure;

(a) proper conpletion and approval by the
appropri ate Chancel | or/ Dean/ D rect or
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(b) that the identified funding anount and
performance period are consistent wth the
sponsor's aut hori zation, and;

(c) that the contract or grant award that is being
service ordered to RCUH has been executed by
the sponsor and formally accepted by the UH.
A copy of which has been attached to the
request form including general and special
provi sions, and approved program budgets.
This is applicable only to externally financed
prograns and activities of the UH to insure
that RCUH is fully aware of all requirenents
i nposed by the sponsoring agency.

The follow ng procedures pertain if the account has
not been previously established on the UH naster
file.

(a) The FO of the unit shall

(1) Insure that a Request for Account Code
Form (UH Form 21) is properly conpleted
in accordance with APM A8.612 for al
projects service ordered to RCUH Thi s
proj ect account code is established wth
t he applicable UH nmaj or organi zati on code
and shall not be utilized for any purpose
other than to record and summarize all
financial transactions between the UH and
RCUH.

Not e: Receipt of a fully executed
contract or grant award is
mandatory for establishing a
correspondi ng UH pr oj ect
account code for servi ce
ordered projects.

Assignnment of the Fiscal Oficer (FO

shall be made in accordance with the
fol |l ow ng:
a. Federal (F) and Trust (P) accounts

shall be designated with the FO code
041" .
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b. CGener al (9, Revolving (R and
Speci al (S) accounts shall be
designated with the appropriate UH
depart nent FO code.

(2) Insure that a <copy of Research and
Trai ning Budget Status Report Input Form
(RTBSR - CG Form 1) which identifies the
aut hori zed project period, total anount
of approved funding, specific fund
allocations by nmajor categories  of
expendi t ures, and applicable indirect
cost rate and base is properly conpleted
in accordance with APM A8. 946.

(3) Insure that a copy of Cost Sharing I|nput
Form (CG Form 2) is properly conpleted in
accordance wth APM A8.947 for those
prograns and activities which require
docunent ati on of cost sharing or matching
by the sponsor.

(4) Forward the following fornms to RCUH as
one Service Order Package:

(a) Oiginal and two (2) copies of the
UH RCUH I nternal Service Order Form
(b) Oiginal Request for Account Code
Form
(c) Oiginal RTBSR I nput Form
(d) Copy of proposal
(e) Copy of contract or grant award
(f) Oiginal Cost Sharing Input Form if
appl i cabl e
RCUH shal | :
(1) Review and approve the Internal Service

O der Form If there is a need for
intra-University service such as hiring
of UH personnel, wuse of UH specialized
service facilities, bookstore purchases,
tel ephone  toll char ges, dupl i cating
services, mail charges, etc., a separate
Agency (A account code  nust be


apm/congrant/a8946.pdf
apm/congrant/a8947.pdf
Available Links

Reference to APM Section:

A8.946, A8.947
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established by RCUH in accordance wth
APM A8.612. This clearing account shall
have appropriation code 'A-993 and a
maj or organi zation code ranging from
921" to '929'. Al Agency (A) accounts
with a reciprocal Federal (F) account,
shall be designated by RCUH with the
appropriate UH departnent FO code.

(2) Review and initial the FO designation on
the original Request for Account Code
Form for all Federal (F) and Trust (P)
accounts, to insure that FO designation
is '041".

(3) Retain the following for their files:

(a) Oiginal UHRCUH Internal Service
O der Form

(b) Copy of the original Request for
Account Code Form

(c) Copy of the original RTBSR |Input
Form

(d) Copy of proposal

(e) Copy of contract or grant award

(f) Copy of original Cost Sharing Input
Form if applicable

(4) Forward the following forns to the CGVD

(a) Copy of the UHRCUH Internal Service

O der Form
(b) Oiginal Request for Account Code
Form

(c) Oiginal RTBSR I nput Form
(d) Oiginal Cost Sharing Input Form if
appl i cabl e

CGVMD shall review the Request for Account
Code, RTBSR Input and Cost Sharing |nput forns
for accuracy and conpl eteness. Upon approval,
the Request for Account Code shall be
forwarded to the Central Accounting Ofice
(CAO for establishnent.
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(5) The following procedures pertain if the account has
been previously established on the UH naster file.

(a)

(b)

The FO of the unit shall forward the follow ng
forms to RCUH as one Service O der Package:

(1) Oiginal and tw (2) copies of the
UH RCUH I nternal Service Order Form

(2) Copy of the original Request for Account
Code Form

(3) Copy of the original RTBSR | nput Form

(4) Copy of proposal

(5) Copy of contract or grant award

(6) Copy of the original Cost Sharing Input
Form if applicable

RCUH shal | :

(1) Review and approve the Internal Service
Order Form If there is a need for
intra-University service such as hiring
of UH personnel, use of UH specialized
service facilities, bookstore purchases,
t el ephone toll char ges, dupl i cating
services, mil charges, etc., a separate
Agency (A account code nmust be
established by RCUH in accordance wth
APM A8.612. This clearing account shall
have appropriation code 'A-993 and a
maj or organi zation code ranging from
921" to '929'. Al Agency (A accounts
with a reciprocal Federal (F) account,
shall be designated by RCUH with the
appropri ate UH departnment FO code.

(2) Conplete a Fi scal Accounti ng File
Mai nt enance Form requesting that the FO
designation in the UH master file, for
all Federal (F) and Trust (P) accounts,
be changed to ' 041'.

(3) Retain the following for their files:

(a) Oiginal UHRCUH Internal Service
O der Form
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(b) Copy of the Request for Account Code
Form

(c) Copy of the RTBSR I nput Form

(d) Copy of proposa

(e) Copy of contract or grant award

(f) Copy of the Cost Sharing |Input Form
if applicable

(g) Copy of the Fiscal Accounting File
Mai nt enance Form

(4) Forward the followng forns to the CAGVD

(a) Copy of the UHRCUH Internal Service
Order Form

(b) Oiginal Fi scal Accounting File
Mai nt enance Form

(c) CaVO shall review any Fi sca
Accounting File Mintenance Form for
accuracy and conpl eteness. Upon

approval, the Fiscal Accounting File
Mai nt enance Form shall be forwarded
to CAO for establishment.

Responsi bilities For Minagenment UH RCUH Service Odered

Projects

(1)

The PI shall be responsible and accountable for the
scientific and technical perfornmance requirenents
prescribed under the contract or grant award.
Responsibilities shall include the review and
approval of program expenditures to insure only
proper and allowable costs are charged in strict
conpliance with the terns and conditions of the
award agreenent and approved program budgets, and a
nmont hl y review and noni toring of pr ogr am
performance and financial status to insure
applicable time schedules and overall program
objectives are satisfactorily conpleted within the
sponsor's aut horized fundi ng and project period.

The PlI's shall also be responsible for the hiring,
supervision, and termnation of project personnel
hired through RCUH and UH for their respective,
servi ce-ordered projects.
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The Chancell or/Dean/ D rector shall assune the ful
responsibility for the overall performance of work
conducted by the PI and shall nonitor and insure
that all deliverables and performance requirenents
are satisfactorily conpl et ed i ncl udi ng t he
subm ssion of final technical reports to sponsors.

The RCUH shall be responsible for: all busi ness,
legal, and fiscal matters including the review,
processing, and approval of all commtnents and
di sbursenents; the proper nmnaintenance of original
book of entries including the retention of all
official records and docunents relating to such
commtnments and disbursenents; the provision of
necessary working capital in support of operational
requirenments of service ordered projects; the
preparation and submssion of financial status
reports, vouchers and billings, and other required
reports to CGMO for revi ew, appr oval and
transmttal to the sponsoring agency; and the
provision of nonthly RCUH financial status reports
to the PI.

(a) RCWH shall not process conmmtnents and
di sbursenents that are not properly authorized
or within the scope and provisions of the
sponsor's contract or grant award. The RCUH
shall refer any concerns and questions to the

appropriate Pl for resolution. If resolution
is not possible at this level, it will then be
referred to t he appropriate
Chancel | or/ Dean/ D rect or . If prior sponsor

approval of expenditures is required, RCUH
shall notify and consult with the PI, and
insure that an appropriate witten request is
made to the sponsor in accordance with the
"Postaward Change" requirenents prescribed
under APM A8. 926.

(b) RCWH  shall conply with t he manpower
certification requirements for UH personnel
assigned to RCUH in accordance with APM A8. 948
and adhere to the admnistrative and financi al
managenent requirenents prescribed under APM
A8.926 for federally financed research and
training prograns.


apm/congrant/a8926.pdf
apm/congrant/a8948.pdf
apm/congrant/a8926.pdf
Available Links

Reference to APM Sections:

A8.926, A8.948
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Paynment for Costs |ncurred by RCOUH

Unless a letter-of-credit or other advance funding
arrangenment has been authorized by the sponsoring
agency, paynents to the RCUH for costs incurred under
internal service orders shall be processed after the
cl ose of each nonth.

(1) Externally financed service order paynents shall be
processed and coordinated by CGMO upon receipt of
nmont hl y sunmari es of expendi t ures and an
Aut hori zation for Paynment Form (UH Form 2) from
RCUH.

(a) RCWH shall identify the unique service order
proj ect nunber and UH project account code for
each service order project and provide sunmary
totals of program expenditures. Pr ogr am
expenditures that are exenpted from indirect
cost such as stipends, tuition, subcontracts
in excess of the first $25,000 and equi pnent
acquisition shall be separately identified.
If not correctly reflected on the UH project
account, RCUH shall reclassify these costs to
t he proper object synbol category on a nonthly
basi s to i nsure accurate and timely
conputation of indirect cost charges.

(b) Equi prment expenditures, including fabrication
charges nmust be supported with a description
of each item the nmake or manufacturer, node
nunber, seri al no. , date  of pur chase,
acqui sition cost i ncl udi ng freight and
delivery charges and |ocation of equipnent to
insure proper recordation in the U4 s property
i nventory records.

(2) Paynment on general fund service orders shall be
initiated and coordinated by the appropriate
department or unit by processing an Authorization
for Paynment (UH Form 2) upon receipt of invoices
from RCUH RCUH invoices nust identify the service
order project nunber, UH account code and equi pnent
acquisitions as noted above to insure the proper
recordi ng of inventory itens.
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Tr ansacti ons

a.

E]

(1)

(2)

Qui del i nes

I ndi vidual transaction nust neet the requirenents
of the Quidelines in Section 5 of this APM

| ndi vidual positions that are service ordered to
RCUH should be |imted to tenporary classified
positions for technical personnel including but not
limted to i nstrunent maker s, t echni ci ans,
draftsnen, etc. Ceneral purpose clerical or
admni strative support positions should not be
hired through RCUH to circunvent established
personnel systens and procedures for BOR and QG vil
Servi ce enpl oynent .

Processi ng and Approval Requirenents

(1)

(2)

Cener al

Since individual transactions are handled via the
issuance of a UH purchase order or contract to
RCUH, the procedures prescribed under APM A8. 200
t hrough APM A8.590 shall govern the processing and
approval requirenents.

Additional Requirenments for |Individual Positions
Service Ordered to RCUH from Federal (F) Accounts

(a) The followi ng objects synbols are required on
pur chase orders:

Per sonal Servi ces Cost 2001
Fringe Benefit Cost 2040

(b) The Fiscal Oficer is responsible for insuring
that the above object codes are used.

Rei nbur senent of Services Provided by RCOUMH

(1)

Cener al

RCUH shal | i nvoi ce t he appropriate UH
organi zational unit(s) in accordance with the terns


Available Links

Section 5
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and conditions specified under the authorized UH
Purchase O der (PO or contract. Paynent shall be
initiated and coordinated by the FO in accordance
with APM A8.270 for POs, and APM A8.330 for
contracts.

Additional Requirenents for Individual Positions
Service Ordered to RCUH from Federal (F) Accounts

(a) RCUH will prepare invoices no less frequently
than nonthly and that coincide with one or
nore pay periods.

(b) Invoices submtted by RCUH will include the
following certification:

| certify that the anount being charged
to this UH account code is correct based
upon authorized work performed by RCUH
enpl oyee |isted above.

Princi pal Investigator Dat e

(c) Action to be taken by the Princi pa
| nvesti gat or

(1) Review RCUH invoice for accuracy.

(2) Insure that all purchase order changes
such as, change in account code,
extension of work/performance period,
i ncrease/ decrease in encunbrance anount,
etc., are coordinated through the
departnmental FO prior to the issuance of
final paynent.

(3) Sign, date and return original RCUH
invoice to the FO for processing.

(d) Action to be taken by the Fiscal Oficer

(1) Verify and match Receiving report wth
RCUH i nvoi ce


apm/proc/a8270.pdf
Available Links

Reference to APM Section A8.270
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(2) Review RCUH invoice for PlI's signature
and date

(3) Insure that the |abor charges are in
accordance with the terns and conditions
specified on the authorized UH purchase
or der.

(4) Assure that purchase order changes such
as, account code, the extension of
wor k/ per f or mance peri od,
i ncrease/ decrease in encunbrance anount
are pronptly entered into the University
system

(a) Initiate a purchase order change
form (POCF) prior to the final
payment to ensure continuation of
paynent .

(5) Forward matched and reconciled invoice
and receiving report or photocopy to
D sbursing for paynent.

8. Revol ving Fund Internal Service Oders
a. Definitions
(1) Revolving Fund: A revolving fund project is a

sel f-sustai ning, incone-generating project that is
established for the purpose of supporting a
specialized service activity, a recharge center,
and other sales and service activities.

(a) Specialized Servi ce Facilities: An
institutional service involving the use of
highly conplex or specialized facilities to
extranmural and University funded activities on
an on-going Dbasis. Speci al i zed service
facilities should have revenue of greater than
$250,000 per year or wll be considered a
recharge center

(b) Recharge Centers: An institutional service
involving the use of highly conplex or
specialized facilities to extranural and
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(3)
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University funded activities on an on-going
basi s. Recharge centers may be classified as
a specialized service facility if revenues
exceed $250,000 in providing their service.

(c) Oher Sales and Services: This revolving fund
category includes all other activities which
generate i ncome from providing speci al
expertise or services to primarily non-
university extranural funded activities.
These type activities nmay have Federal users.

Typical types of revolving funds classified
under the sales and services category include
projects for:

(1) Conferences and training

(2) Publication sales

(3) Lodging arrangenents

(4) Specialized consulting services
(5) Specialized procurenent services

UH RCUH Revolving Fund WMaster Agreenent: An
agreenment between the UH and RCUH which sets forth
the fiscal relationship and responsibilities

invol ving the provision of goods and services that
are charged directly to users which include
University departnents, sponsored agreenents, and
affiliated governnmental or private agencies based
on the actual use of services. A copy of the
Master Agreenent is available at the RCUH and the
UH CGVD

UH RCUH Revolving Fund Internal Service Oder: A
delivery order issued by the UH in accordance wth
the UH RCUH Revolving Fund Master Agreenent which
authorizes the RCUH to establish, operate, and
manage a revolving fund to provide goods and
services of a specific or specialized nature on a
cost-rei nbursabl e user fee basis.

Citeria for Acceptance by RCUH

(1)

Specialized Service Facilities, Recharge Centers,
G her Sal es and Servi ces
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A revolving fund project 1is accepted if it
qualifies under terns of the Revolving Fund Master
Agr eenment . The followng criteria govern the
conditions under which certain undertakings and
services nmay be provided by the RCUH

(a) On-going or contingency situations that cannot
be readily anticipated and which require
i mredi ate action for the successful conpletion
of the program or activity. Such conditions
include but are not limted to the foll ow ng:

(1) The program needs are unique, conplex and
require close and pronpt attention during

i npl enent ati on, manuf act ure or
installation of a product and which may
al so require ext ensi ve travel,

conmuni cati on, or coordination;

(2) Ugent or wunusual requirenents of the
program which do not permt the nornal
advertising requirements prescribed under
State law;, or

(3) Substanti al I ncrease  of costs wth
serious program effects if purchases(s)
cannot be pl aced i nmedi ately.

(b) Mich of the operation wll be conducted
out si de t he State or I nvol ve private
organi zations or foreign governnments and
i nvol ve unusual and conpl ex requirenents.

(c) Personnel requi rements cannot be readily
secured through the normal UH and State
procedures because of the unique nature of
such services, the wurgency of need, the
[imted duration of enploynent, or other
exceptional circunstances.

(d) Goods and services on a cost-reinbursable
"user fee basis" are required to support and
enhance research and training activities of
the UH which could not otherwi se be
implenmented due to the high cost of
speci alized facilities, equipnent, personnel,
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and mai ntenance of operations (e.g., research
vessel and technical shop-type operations).

Assurance that the proposed Revolving Fund
Princi pal I nvesti gat or/ Pr oj ect Manager
assigned by the Dean, D rector, or Chancellor
is not the Principal Investigator of UH or

RCUH projects which will use the services of
the Revolving Fund; and that the Revolving
Fund P.I. Is organizationally responsible

directly to the assigning Drector, Dean or
Chancel lor for the operational and financial
managenent of the Revol ving Fund.

Est abli shing the Revol vi ng Fund Proj ect

(1)

Speci ali zed Service Facilities

(a)

(b)

(c)

(d)

The Revolving Fund Admnistrator, CGMO and
the Pl wil | discuss the purpose for
establishing the project, the source of funds
which will support the project, the proposed
budget on anticipated i nconme and expendi tures.

The Pl requests the establishnent of a
revolving fund account by preparing a
Revol ving Fund Service O der Request Form

The PI submts the Revolving Fund Service
O der Request formto the Departnent Chairman,
the Fiscal Oficer, and the Dean or D rector
of the Institute, Chancellor or his designee
if necessary, for their signatures. When
approved, the request form shall be sent to
the Executive Drector, RCUH for approval
consi derati on.

Upon approval by RCUH to service order, the
specialized service facility rates wll then
be presented by the University to ONR for
approval. These rates are subject to audit by
DCAA. Upon approval by ONR, the specialized
service facility wll be serviced and
mai nt ai ned by RCUH.
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The specialized service facility rates wll
include its allocable share of indirect costs,
that is negotiated with ONR

(2) Recharge Centers, Oher Sales and Services

(a)

(b)

(c)

(d)

(e)

(f)

Initial

The Revolving Fund Admnistrator and the PI
wi Il discuss the purpose for establishing the
project, the source of funds which wll
support the project, the proposed budget on
antici pated i ncome and expendi tures.

The Revolving Fund Adm nistrator will classify
the revolving fund (recharge center, or other
sales and services) based on activity,
equi prent used, and projected revenue. The Pl
will then be inforned of the classification
and of the reporting requirenents, rate
structure, etc. associated with the particul ar
revol ving fund.

The Pl requests the establishnent of a
revolving fund account by preparing a
Revol ving Fund Service O der Request Form

The PI submts the Revolving Fund Service
O der Request formto the Departnent Chairman,
the Fiscal Oficer, and the Dean or Director
of the Institute, Chancellor or his designee
if necessary, for their signatures. When
approved, the request form shall be sent to
the Executive Drector, RCUH for approval
consi derati on.

The Departnment Chairman, Dean or Director,
Chancellor wll assign a Project Mnager to
perform the oper at i onal and financi al
managenent of the project.

After a Revolving Fund Service Order has been
approved by the University and accepted by
RCUH, the revolving fund will be serviced and
mai nt ai ned by RCUH.

UH Revol vi ng Fund Service O der Reqguest
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Speci ali zed Service Facilities, Recharge Centers

The follow ng financial and operational information

shal |

be part of the initial Revolving Fund Service

Order Request form

(a)

(b)

(c)

(d)

(e)

Justification

Present clear and concise rationale which
ascertains that the need for pr oposed
Revolving Fund to be established by RCUH
satisfies the criteria outlined in 8.h.
Criteria for Aceeptance by RCUH above.

Descri ption

Set forth a conpr ehensi ve descri ption
including the purpose and scope of the
proposed Revol vi ng Fund.

Managenent Revi ew Pl an

Summarize an admnistrative and financia
managenent review process by which user
charges shall be periodically evaluated by the
Principal Investigator to insure the financial
stability and self-sufficiency of operations.

D stribution Base

Set forth proposed basis for charging user
projects for goods provided or services
rendered such as units of goods produced or
time allocated for respective job orders.

perating Budget and Initial Rate Determ -
nation

Estimated financial requi rements  rnust be
provided before a revolving fund wll be
established at RCUH  The m ni num requirenents
are as follows:

1. Annual Qper ati ng Budget
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Provide detailed annual operating budget
by nmaj or I ncone and expendi ture
categories which sets forth the projected
annual operating requirenents of the
proposed revolving fund activity. Cost s
assigned to the activity nust be
essential to the purpose for which the

activity has been established. These
shall consist of wages, wage-related
costs, supplies, materials, and equipnent
depr eci ati on. Equi prrent  depreci ation

will be conputed on a straight-line basis
for that equi pnent acquired or fabricated
t hr ough t he RCUH Revol vi ng Fund.

Recharge Centers shall include the RCUH
managenent fee as a conponent into the
oper ati ng budget.

Initial Rate Determnm nation

Establish an initial user rechar ge
rate(s) which will usually equate to the
total Annual Operating Budget divided by
the total projected distribution base,
which does not discrimnate between
f eder al and non- f eder al sponsor ed
activities. The Federal gover nnment
cannot be charged a rate greater than any
ot her user.

Selecting the Distribution Base for Rate
Setting

The recharge rate or rates of each
Revolving Fund shall be designed and
admnistered to charge benefiting users
or projects to recover not nore than the
aggregate cost of services or goods
produced over the expected term of the
Revol ving Fund activity. |In establishing
a Revolving Fund recharge rate or rates,
a distribution base shall be selected
which is reasonably neasurable and
representative of the service or goods
bei ng rendered or produced. Exanpl es of
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recharge distribution base are conposite
| abor hours; ship day at sea; conputer
CPU mnutes, etc. It is recomended that
the rate setting process on a proposed
new Revolving Fund be coordinated wth
t he RCUH Revol vi ng Fund Adm ni strator.

(f) Expenses shall not be incurred and fees shal
not be charged as a specialized service
facility until recei pt of witten O\R
approval .

G her Sal es and Servi ces

The followwng are the reporting requirenents
required on the initial Revolving Fund Service
Order Request form

Sections (a), (b), and (c) as described above, if
appl i cabl e.

(d) Qperating Budget and Initial Rate Determ nation

(1) Annual Operating Budget

Provi de detailed annual operating budget
by nmaj or I ncone and expendi ture
categories which sets forth the projected
annual operating requirenents of the
proposed revol ving fund activity.

(2) Initial Rate Determ nation

Cenerally rates charged to University
users should be based on a cost of
service basis. Rates charged to non-
University users can be established at
going market rates or other acceptable
bases and does not restrict against the
recovery in excess of costs for providing
t he service.

Responsibilities for Revolving Fund Internal Service

O ders

(1)

Speci ali zed Service Facilities, Recharge Centers
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The PI or Project Mnager is responsible and
accountable for the day to day operational and
financial rmanagenent of the revolving fund

pr oj ect . Responsibilities I ncl ude t he
fol |l ow ng:
(1) Drect, coor di nat e, and manage the

scientific and technical per f or mance
requirements of operations and satisfy
requests for goods and services from
users;

(2) Review and approve all expendi ture
transactions to insure charges are nade
in accordance with the user's authorized
purchase order or contract, and in
conpliance with the intent and purpose of
t he aut hori zed revol ving fund,

(3) Monitor and insure the tinely issuance of
invoices to using projects including the
fol  ow up on outstanding invoices;

(4) Review, reconcile, and nonitor nonthly
RCUH Project Budget Status Reports to
insure financial stability and solvency
of operations, the proper recordation of
expenditures and receipts, and to cause
the initiation of corrective journa
entries as required,

(5) Prepare and submt an annual proposed
rate schedule for the review and approval
by the Chancellor/Dean/Drector, RCUH
Conptrol l er, and cogni zant federal agency
and auditor (if applicable); and

(6) Prepare and submt an annual financial
report on oper ati ons via t he
Chancel | or/ Dean/Director for review and
approval by the RCUH Conptroller, and
cogni zant federal agency and auditor (if
appl i cabl e). The final report nust
identify the actual revenue collections
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and expenditures including over/under
vari ances.

The Chancel | or/ Dean/ Di r ect or has
responsibility for the overall operation and
managenent of the revolving fund project and
shall work closely with RCUH to insure proper
controls are established to safeguard the
financial stability and self-sufficiency of
operations and that all goods and services
provided thereunder are in conformance wth
the intent and purpose of the authorized
revol ving fund project.

The RCUH shall oper at e, manage, and be
responsi bl e for al | busi ness, | egal ,
admnistrative and fiscal matters including
but not Iimted to procurenent, property
managenent, personnel managenent, insurance,
accounti ng, reporting, audits and t he

provision of necessary working capital to
support the operational requirenents of all
revolving fund service order projects. RCUH
shall al so be responsible for the foll ow ng:

(1) Insure that commtnents and di sbursenents
are properly authorized by the PI/Project
Manager and wi thin the scope, policy, and
purpose of the approved revolving fund
proj ect.

(2) Conduct periodic financial status reviews
of all service ordered revolving fund
projects to determne the adequacy of
financial positions and self-sufficiency
of operati ons;

(3) Insure that the requisitions to RCUH for
material s, equi pnent , travel, and
personnel requirenents docunent that the
goods or services being requisitioned are
allocable to and benefit the purpose of
t he Revol vi ng Fund.

(4) Insure that any rate conputation process
is consistent wth the federal cost
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principles prescribed under OVB G rcul ar
A- 21, t hat user char ges do not
discrimnate against federal and non-
federal users, and do not recover nore or
| ess than the aggregate cost of providing
goods/ servi ces to users;

I nsure projected current year and prior
year actual over and under recoveries
from operations at fiscal-year-end are
properly included as an adjustnment to the
proposed rate structure for the new
fiscal year

Conduct periodic field audits to insure
the integrity of accounting transactions
and financial reports received by RCUH

| ssue audit report to Project Manager and
Chancel | or/ Dean/ Di r ect or sunmari zi ng
findi ngs.

Coordinate financial audit requirenents
performed by DCAA or an independent
certified public accountant and to
resol ve any findings; and

Provide the UH with an annual report
summari zing the financial status of each
aut hori zed revolving fund service order
proj ect.

(1) Gher Sales and Services

(a) The PI or Project Mnager is responsible and
accountable for the day to day operational and
financial rmanagenent of the revolving fund

pr oj ect . Responsibilities i ncl ude t he
fol |l ow ng:
(1) Review and approve all expendi ture

transactions to insure charges are nade
in accordance with the user's authorized
purchase order or contract, and in
conpliance with the intent and purpose of
t he aut hori zed revol ving fund,
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(2) Mnitor and insure the tinely issuance of
invoices to using projects including the
foll ow-up on outstandi ng invoi ces;

(3) Review, reconcile, and nonitor nonthly
RCUH Project Budget Status Reports to
insure financial stabiity and sol vency of
operations, the proper recordation of
expenditures and receipts, and to cause
the initiation of corrective journa
entries as required;

(4) Prepare and submt an annual financial
report on operati ons Vi a t he
Chancel l or/ Dean/Director for review and
approval by the RCUH Conptroller. The
final report nust identify the actual
revenue collections and expenditures
i ncl udi ng over/under vari ances.

The Chancel | or/ Dean/ Di r ect or has
responsibility for the overall operation and
managenent of the revolving fund project and
shall work closely wth RCUH to insure proper
controls are established to safeguard the
financial stability and self-sufficiency of
operations and that all goods and services
provi ded thereunder are in conformance wth
the intent and purpose of the authorized
revol ving fund project.

The RCUH shall operate, nmanage, and be
responsi bl e for al | busi ness, | egal ,
admni strative and fiscal matters including
but not I|imted to procurenent, property
managenent, personnel managenent, insurance,
account i ng, reporting, audits and t he

provision of necessary working capital to
support the operational requirenents of all
revolving fund service order projects. RCUH
shall al so be responsi ble for the foll ow ng:

(1) Insure that commtments and di sbursenents
are properly authorized by the PI/Project
Manager and within the scope, policy, and
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purpose of the approved revolving fund
pr oj ect .

(2) Conduct periodic financial status reviews
of all service ordered revolving fund
projects to determne the adequacy of
financial positions and self-sufficiency
of operations;

(3) Insure that the requisitions to RCUH for
material s, equi pnent , travel, and
personnel requirenents docunent that the
goods or services being requisitioned are
all ocable to and benefit the purpose of
t he Revol vi ng Fund.

(4) Coordinate financial audit requirenents
performed by DCAA or an independent
certified public accountant and to
resol ve any findi ngs; and

(5 Provide the UH with an annual report
summari zing the financial status of each
aut hori zed revolving fund service order
proj ect.

Uilization of RCOUH Revol ving Fund

UH users requiring goods and services from an RCUH
revolving fund project nust issue a UH purchase order
requisition to the RCUH in accordance with APM A8. 200
t hrough APM A8. 590. The requisition nust specifically
identify the RCUH revolving fund project from which
goods and services are being requested, including the
RCUH project account nunber, the description and
quantity of required goods and services, the unit cost,
the total authorized anount of purchase requisition, and
the required delivery date(s). The requisition nust be
signed by the programis appropriate approving authority
and the FO

Rei nbur senent of Services Provided by RCUH

(1) RCWH shall invoice all users directly for goods and
services provided under the revolving fund project
by identifying the goods or services provided, the
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unit cost, and total charges. RCUH i nvoi ces nust
identify the requesting UH user and reference the
aut hori zed pur chase requisition nunber t he

revolving fund service order project nunber and
title (Attachnent Q).

Rei nmbursenent by UH users shall be initiated and
coordi nated by the FO in accordance with APM A8. 270
by processing an Authorization for Paynent Form
(UH Form2), to the UH D sbursing Ofice.

Term nation of a Revol vi ng Fund

(1)

Speci alized Service Facilities, Recharge Center

The RCUH requires adequate advance notice from the
Pri nci pal | nvesti gat or Vi a t he appropri ate
Chancel | or/Dean/Director of the intent to termnate
a Revolving Fund and close all accounts and
billings applicable to the Revolving Fund. Thi s
notice shall include a expenditure/revenue plan to
project a zero fund balance status upon the
termnation date. Additionally, if Revolving Fund
activities and support services becone mninal or
idle, either the appropriate Chancellor/Dean/Dr-
ector or the RCUH Executive Director mnay propose
and negotiate the termnation of the Revolving
Fund. Deficit account balances nust be resolved
and disposition of surpluses from RCUH to UH nust
be established before a Revolving Fund account is
termnated and cl osed. Upon termnation, any
change to equi pnment assigned to a Revolving Fund in
ternms of equipnent |ocation or assigned custody
shall be reported to UHPPMO by the Principal
| nvestigator/Program D rector.

G her Sal es and Servi ces

Requi rements the same as above, excluding the
requirement for the expenditure revenue plan projecting
a zero balance upon the termnation date. Deficit

account bal ances nust be resolved and disposition of
surpluses from RCUH to UH nust be established before a
Revol vi ng Fund account is termnated and cl osed.


apm/proc/a8270.pdf
Available Links

Reference to APM Section A8.270
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RCOMH Drect Projects Requiring UH Facilities, Equipnent, or

Per sonnel

a. Processi ng and Approval Requirenents

(1) RCWH shall prepare a proposal to the collaborating

departnment or wunit identifying in detail

the WH

resources required to support an RCUH direct
proj ect . The proposal nust be acconpanied with a

conpleted ORA Form 5, "University of

Hawai ‘i

(Systemni de)  Proposal Coordi nation Record" and
E processed in accordance wth the procedures

prescribed in APM A8.910 (see Attachnent
A8.910 for sanple).

D of APM

(2) The proposal and RCUH UH Internal Service Oder
Form together with the ORA Form 5 shall be
forwarded to the appropriate Departnent Chairperson
and Fiscal Oficer, Chancellor/Dean/Drector, and

ORA for review and approval .

(3) ORA shall coordinate and notify RCUH on the UH s
acceptance or denial of the proposed coll aboration.

b. Rei nbur senent of Services Provi ded by UH

(1) Personnel Cost - UH personnel assigned to an RCUWH
direct project shall be charged to a unique UH
clearing account authorized by RCUH  The UH shall

be reinbursed nonthly by RCUH for personnel

based on the actual salary and fringe

(2) Facilities and Equiprment Usage Charges

costs

benefit
char ges refl ected on t he encunbr ance
expenditure | edgers of the clearing account.

and

Cost s

relating to the use of UH facilities and equi pnent

shall be determned by CAGVO for each fiscal

year

based on actual utilization as provided by the RCUH
Conptroller. Rei nbur senent of costs by RCUH shall
be made in accordance with the UHRCUH Basic
I nternal Agreenment dated June 12, 1973, as anended.

Procedures for Paynent of Managenent Charges to RCUH



apm/congrant/a8910.pdf
Available Links

Reference to APM Section A8.910
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The UH shall pay RCUH a nanagenent fee on a quarterly basis

f or

fiscal and adm nistrative services provided on internal

service orders and i ndividual transactions.

a.

Two weeks prior to the beginning of each quarter, RCUH
will submt to the Ofice of Research Adm nistration, a
request for paynent of the agreed wupon estinated
managenent fee.

Upon approval, the D sbursing Ofice shall prepare and
send a check to the Treasury Ofice for pick up by RCUH
within the first week of each quarter

For Revolving Fund Service Oders, nanagenent fees are
charged directly to the separate funds.
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