Prepared by the Personnel Managenent O ffice.
This is a new Adm ni strati ve Procedure.

July 1982

RECRU TMENT, SELECTI ON AND APPQO NTMENTS

Page 1

A9. 600 JA NT APPA NTMENTS BETWEEN THE UN VERSI TY GF HAWAI I AND
THE EAST- WEST CENTER

1. Purpose. To establish procedures for processing joint
appoi ntnents of personnel of the University of Hawaii and
the East-West Center (EWD).

2. Applicability. This procedure applies to all departnents,
prograns, or operations affected by joint appoi ntnments of
personnel of the University and the East-Wst Center.

3. Responsi bilities.

a. The departnent, programor activity considering the
utilization of joint appointnents within the University
is responsi ble for securing the appropriate prior
approval in witing, in accordance with procedures in
par agraph 6, before consenting to signing of the
"Menor andum of Under st andi ng Concer ni ng Joi nt
Appoi ntrent s (Attachnment A).

b. Upon recei pt of the approval of a joint appointnent,
the East-West Center (EWD) is responsible for preparing
t he Menorandum of Understanding for all personnel
affected by any fornal exchange between the University
of Hawaii and the East-Wst Center.

C. The University Personnel Ofice is responsible for
answering inquiries or resolving the probl ens
concerning joint appointnments with the East-Wst
Center.

d. The Contacts and Grants Accounting Oficeis to
determne the cost of fringe benefits, arrange for the
recei pt or paynent of personnel costs between the
Uni versity and the East-Wst Center.

4. Definition and Terns.

a. The term "hone-base institution" nmeans either the
University of Hawaii or the East-Wst Center. The
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home- base for personnel subject to joint appointnments
is the institution to which the individual is appointed
full time. The hone-base institution shall have fina
responsibility and authority for all matters relating
to personnel, conpensation, benefits, status, etc.

b. The term"affiliated institution” neans the institution
wi th whi ch the hone-base appoi ntees shares their
prof essi onal work tine.

C. The term "Departnent Head" includes the heads of
academ c departnents, research organizations,
di vi sions, prograns, offices, and other units reporting
directly to a Dean.

d. "Dean or equival ent admnistrator” (hereafter Dean)
neans all Deans, the University Librarian, Vce
Chancel lor for Admnistration at Manoa (for APT
appoi ntnents), Provosts or their designees.

e. The desi gnation "Chancell or" includes Chancellors at
Manoa, H o, West CGahu and Community Col | eges or their
desi gnees.

f. "Form UHM 4" (Attachnment B), applies to the Manoa

Canpus only; however, this term whenever it is used,
means a nenorandumor letter for other canpuses.

g. Funds

1) The term"State funds" refers to State Genera
Funds, Special Funds, Agency Funds and Trust Funds
if the original source is fromthe State Genera
Fund, e.g., fromanother State agency.

2) The term"extramural funds" refers to Federal
Funds and Trust Funds other than those in g.l)
above.

Approved Position Aassification Titles and Sal ari es.

Per sonnel hone-based at the University are to use the
University's classification titles and ranks, as
appropriate, when naking a witten coomtnment to the EWC on
the Standard Form 5B (SF-5B), Notification of Personnel
Action Form Form UHW4 and other University forns and
correspondence. The Menorandum of Under st andi ng nmay
indicate an affiliate title where appropriate. Personne
home- based at the University and serving in executive
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positions at the EWC shall receive salaries approved by the
Board of Regents.

Procedures. Joint appointnments are nade with the University
as the home-based institution or as the affiliated
institution. The procedure in each case is as prescribed
below. (Note: The procedures are for favorable actions
only; in case of negative actions the proposed joint

appoi ntnents are to be returned through channels to the
Departnment Head who then notifies the BWC.)

a. Uni versity as the Hone-Base Institution.
1) Depart nent Head:

a) D scusses with BEWC the possibility of a joint
appoi ntnent of personnel within the
organi zation

b) Ascertains extent of joint appointnents

C) Consults with the Contracts and G ants
Managenent G fice to determne fringe
benefits costs to be paid by the EWC

d) Checks with and receives witten approval
from Dean

e) After receiving witten approval fromthe
Dean, nmakes witten commtnent specifying
percentages of time and ot her appropriate
requi renents to EWC t hrough the EWC Per sonnel
Gfice

2) East - Wst Center:

a) On receipt of witten commtment from
Uni versity of Hawaii, BEWC Personnel Ofice
consults with and recei ves approval fromthe
appropriate Vice President

b) EWC Personnel O fice prepares Menorandum of
Understanding (MJ)) (Attachment A) and obtains
appropriate EWC si gnatures

C) BEWC Personnel O fice sends original MJto
Uni versity Personnel O fice which shall then
forward the MJ to Departnent Head through
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4)

5)

6)
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adm ni strative channel s
Depart ment Head:
a) (obtai ns joint appointee's signature on MJ
b) Signs MJ
C) Sends MJ to Dean

a) Signs MJ

b) Prepares and signs SF-5B (nmay be prepared at
the departnent head level). The BWC portion
is to be charge to account nunber
22-F-(year)-510-F-910-B-021. Under
"Remarks," indicate "also with BAC

C) Sends MJ and SF-5B to Chancel | or

Chancel | or:

a) Signs MJ and SF-5B

b) Sends MJ and SF-5B to University Personnel
Gfice

D rector of Personnel:
a) Signs, duplicates and distributes MJ
e Oiginal to East-Wst Center
e 1 copy retained by University Personnel
G fice, BOR Enpl oynent Section
e 1 copy to the Dean
e 1 copy to the Contracts and Gants
Accounting Ofice
b) Process SF-5B
Contracts and Grants Accounting Ofice:

a) Recei ves Payrol | D stribution by Fiscal
O ficer (Report 1057B)

b) Request s rei nbursenent from BEWC i n accor dance
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wi th paragraph c. below (Funds are to be
deposited in the University Treasury Ofice)

b. The University as the AFFILIATE Institution

1)

2)

3)

Depart ment Head:

a)

b)

c)

d)

Dean:

b)

D scusses with BEWC the joint appointent of
EWC per sonne

Ascertains cost and percentage of time

Consults the Contracts and Grants Accounti ng
Ofice (CRAO for questions concerning fringe
benefit costs

Ensures that position count and funds for
State funded positions are available. (If no
position count is available, Admnistrative
Procedure A8.111, to establish a new general
fund position or part of a position,

applies). |If applicable, determnes the
availability of extramural funds and the need
for services.

Request Dean's approval

e |If State funds are to be utilized,
prepares and sends FormUHW 4 to Dean to
clear position count and availability of
funds (Attachnment B is for Manoa only;
ot her canpuses by nenor andun)

e |f extramural funds are to be utilized,
prepare and forward a nmenorandumto Dean
for approval

Approves FormUHW 4. For extramural funds,
t he Dean approves the request by endorsing
t he Departnent Head' s nenorandum

Sends FormUHM 4 to Chancellor; or if
extramural funds are invol ved, returns
approved menorandumto Departnent Head

Chancel | or:
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a) Approves Form UHW 4 or

b) Sends Form UHM 4 to Dean

Dean: Sends Form UHV 4 to Departnent Head

Departnment Head: Notifies EWC Personnel Ofice in

witing of approval of joint appointmment

speci fying percentages of tinme and ot her

appropriate requirenents

East - st Center:

a) (On receipt of witten commtment from
Uni versity of Hawaii, BEWC Personnel Ofice
consults wth and recei ves approval fromthe
appropriate Vice President

b) BEWC Personnel O fice prepares Menorandum of
Under st andi ng (MJ) and obt ai ns appropriate
BEWC si gnat ures

C) BEWC Personnel O fice sends original of MJto
Uni versity Personnel O fice which, shall then
forward MJ to Departnent Head through
admni strative channel s

Depart ment Head:

a) Signs MJ

b) Sends MJwith FormUHW 4 to Dean

Dean:

a) Signs MJ

b) Sends MJ to Chancel | or

Chancel | or:

a) Signs MJ

b) Sends MJto University Personnel Ofice

D rector of Personnel:

a) Signs, duplicates and distributes MJ
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e Qiginal to EWC

e 1 copy retained by University Personnel
G fice, BOR Enpl oynent Section

e 1 copy to Dean

e 1 copy to Contract and Grants Accounting
Cfice

b) Prepares reports for BORif necessary
11) Dean:

a) After receipt of signed MJ, prepares
Aut hori zation for Paynment (AFP) (Attachnent
O wthin five (5 working days after each
nmonth in which the services were rendered

b) Sends AFP and two (2) copies of the MJ
(initial paynment only) to D sbursing Ofice

C) In lieu of attaching copies of MJs to
subsequent AFP' s, the foll owup AFP docunents
should refer to the Sunmary Warrant Nunber
and date of the initial paynent

12) D sbursing Ofice: Processes docunents to
transfer funds

13) Contracts and Gants Accounting Ofice:
a) Det erm nes anount to be paid BEWC

b) Makes paynment to EWC in accordance with
par agr aph c.

A earing of Personnel Costs. The Contracts and Grants
Accounting Ofice serves as the clearing center for
personnel costs incurred by joint appointnments. It

w Il make all the arrangenents necessary for the

recei pt or paynent of funds between the University and
East - Wst Center.
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Attachnent A

MEMORANDUM CF UNDERSTANDI NG
OONCERNI NG
JA NT APPA NTMENTS

Thi s Menorandum of Understanding is entered into by the
Center for Qultural and Technical |nterchange Between East and
Veést, Inc. ("East-West Center"), the University of Hawai i
("University"), and the undersigned individual ("Appointee"), and
governs the joint appointnment between the East-Wst Center and
the University of the Appointee, upon the follow ng terns and
condi ti ons:

Joi nt Appoi nt nent :

1
(Nane of Appoi nt ee) (Social Security Nunber)
2.
(East-West Center Institute Invol ved)
3.
(East-West Center Title/dassification)
4.
(University of Hawaii Departnent/ School |nvol ved)
5.

(University of Hawaii Title/ d assification)
6. Duration of Joint Appoi ntnent:

Comrencenent Date:

Effective until appropriate
notice is given or on
Term nati on Date:
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| nstitutional Base:

Hone Base Institution:

Affiliated Institution:

Percentage Al location of Salary Costs for Tine at
Home- Base Institution for Academc Year:

a) Uni versity of Hawaii Departnent/ School |nvol ved:
b) East-West Center Institute |nvol ved:

C) Conpensation to be paid by affiliated Institution
for Academ c Year:

Scope of Wrk to be Perforned in the East-Wst Center
Institute Invol ved:

Scope of Wrk to be Perfornmed in the University
Depart nent / School 1 nvol ved (Description from University
Facul ty Handbook):
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13.

14.
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11. Special Conditions:

A Arrangenents for Enpl oynment Qutside Academ c Year:

B. Travel Approvals:

C Admni strative Responsibilities (specified):

East - Wst Center:

(Dol I ar amount or proportion)

Uni versity:

(Dol I ar amount or proportion)

D. G her (Specified):

Anendnent :

Wth appropriate time of notice required by collective
bar gai ning contracts, this Menorandum of Understandi ng may
be anended at any tine by witten instrunent executed by al
of the undersigned parties, and shall be reviewd and
anmended, as appropriate and desirable, in the event of a
formal change of work responsibilities of the Appointee in
either or both of the East-Wst Center or the University.

Ceneral Conditions:

The "CGeneral Conditions (as amended Septenber 17, 1975)"
attached as Exhibit A are part of this Menorandum of
Under standi ng and are fully incorporated herein.

| N WTNESS WHERECF, the parties have executed this
Menor andum of Understandi ng as of the dates set forth
her ei nbel ow.
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APPQ NTEE

(Signature) (Date)

EAST- WEST CENTER

(Drector, Institute) (Dat e)

(President, East-Wst Center) (Date)

UNI VERSI TY G- HAWAI |

(Depart nent Head) (Date)
(Dean) (Date)
(Chancel I or) (Date)

(D rector of Personnel) (Dat e)
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Exhibit A
GENERAL CONDI Tl ONS

These General Conditions set forth additional terns and
conditions of the Menorandum of Understandi ng concerni ng Joi nt
Appoi ntnents and are an integral part thereof.

1. Home- Base Institution. Joint Appointees shall be
home- based either at the East-Wst Center or at the University.
They will be considered as full-tine appoi ntees of the homne-base
institution for purposes of conpensation, benefits, creditable
service, collective bargaining, and all other enpl oyee rights and
privileges. The home-base institution shall have the final
responsibility and authority for eval uations, pronotions, and
ot her personnel actions (e.g., nerit increases and sal ary
adj ustnents) .

2. Affiliated Institution. The affiliated institution
(i.e., the institution with which the hone-base appoi ntee shares
his professional work tine), shall provide equitable conpensation
to the hone-base institution for the services provided to the
affiliated institution by the appointee.

3. Personnel Actions. Salaries shall be determned by the
hone-base institution. In instances where University hone-based
appoi ntees serve in executive capacities at the East-Wst Center,
t he conpensation shall be that which is approved by the Board of
Regent s.

Prior to taking any action involving the appointee
regardi ng eval uation, pronotions, and ot her personnel actions
(e.g., nerit increases and sal ary adjustnents), the hone-base
institution may, as appropriate under applicable institutional
policies, consult with the affiliated institution. Wen a
personnel action is taken by the hone-base institution, the
home- base institution shall negotiate with the affiliated
institution concerning the provision of additional funds, if
required, to maintain the agreed upon ratio of funding support
for the appointee. 1f such negotiations fail, then the hone-base
institution shall pay the full amount of the additional funds
required.

4. Termnation of Joint Appoi nt ment.
a. |f the home-base institution termnates its

appoi ntnent of the appointee, such termnation shall be
in accordance with all applicable policies and
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procedures of that institution. The affiliated
institution shall nmake reasonable efforts to appoi nt
t he appoi ntee, on an equitable basis, to a full-tine
position in the affiliated institution.

b. If the affiliated institution termnates its

appoi ntnent of the appoi ntee, the home-base institution
shal | absorb the additional cost previously funded by
the affiliated institution for the renai nder of the
appoi ntnent period of the appointee, and shall assign
the appointee to appropriate full-tinme work within the
home- base institution. The hone-base institution nmay
seek equitabl e conpensation for such additional costs
fromthe affiliated institution

G her Applicable Provisions. The Menorandum of
Under st andi ng concerning joint appoi ntnents i s subject
to the foll ow ng:

a. Al applicable collective bargai ning agreenents in
the effect during the termthereof.

b. Al applicable policies and procedures of the
East-Wst Center and the University.

C. The Agreenent Between the Board of Governors of
the Center for Qultural and Technical |nterchange

Bet ween East and West, Inc., a Hawaii educati onal
non-profit public corporation, and the Board of Regents
of the University of Hawaii, dated July 1, 1975, as it
may be anended fromtine to tinme.



VACANCY REPORT DATE

Attachment B
A9 .600

BUDGETED BOR POSITICONS

Position No. Budget Program FTE

Budget Program FTE

Budget Program FTE _ B
School/College
Department

(Last) Incumbent

Reason for vacancy: [:7Sabbatical

/[ Jother (describe:

Starting date for vacancy /

i:?LWOP i:?Termination l:?hesignation
/ JAppointment to another UH position (specify:

/7

/Retirement

/ Ending date if temporary

PROPOSED USE OF POSITION: (Include
filling

/ /

when and how position is to be used. Justification for
retirement positions and others above rank 3.}

Department Chairman (Optional)

ACTION BY CHANCELLOR:

Dean/Director

EEQ status of Unit _

/ JPosition is retained in Chancellor's pool

L:?Position is returned for use as

/ JPosition is returned with exception

/ /Decision delayed

requested

Date
Chancellor/Designee
POSITION FILLED:
Name of Selectee Title
® this position Appointment period / / to / /
Department Chairman Dean/Director
Form UHM 4

(10/82)



UH FORM 2 {DISB)

UNIVERSITY OF HAWATI

A9.600

6/492 (Rev.)
£ Attachment C
AUTHORIZATION FOR PAYMENT FORM
4 POC. ND. (1-6)
' Fill in one of the rollowing:
INSTRUCTIONS : I '
-'Q,\"".‘_." AM,‘_______.______ HC__________
L. Submit original and two copies to the Disbursing Office, BSachman \nnex ~
via vour Fiseal Officer, BN
2. Arrach original and two copies of the invoice, letter, receipt, or fringe H_ e ——
adjustments (staple original supports to original AFP form and the copies DOC. DATE (1-12)
of supports to copies of the AFP form).
————)’———-———f——n——-—q-
MG, DAY YR.
TRANS APPL. | OBJECT/ VENDOR CODE/ FOR PAYROLL ADJUST. ONLY
CODE ACCOUNT CODE CODE SOURCE SOCTAL SECURITY NO. S0C. SEC. NO.  (dd-32) AMOUNT
(13-74} (15-28] (29~ 3011 (31-34) ($55-431 NAME 1T
Use this block (f the check must be sent to
somecne other than the payee.
E] Forward check to: [] Call ‘hold check for-
PAYEE'S NAME [LAST, FIRST, ¥I) [43-48]
- —— NAME
PURMANENT ADDRESS A
DEPARTMENT,/ADCRE33

CTTY/STATE ZTP CODF

If payment is to an individual, check one of the faollowing:

employee non-smployee CITY/STATE/ZIP (ODE TELEPHONE
TRANS Use this block to credit an account (for transfer and reimbursement transactions)
CODE ACCOUNT CODE APPL.| OBJ/SYM, VENDOR/SOC.SEC. NO. AMOUNT

Date invoice received by Dept.:

As contractually authorized, all the materials, suppiies and
services have been received in good order and condition.

Period covered:

AUTHORIZED SIGNATURE OF RECIPIENT BATE
Payment starus of contract/agreemsnt:
D partrial B final
DEPARTMENT /AGENCY TELEPHONE

Description of goods/services AND reasons for payment:

(include rate of compensation, reference to letters, etc.)

or Disbursing.PPM Offices uze only:

STGNATURE

DATE

Authorized by:

. STGNATURE DATE
T certify that the supporting vouchers were properly approved by the necessarv
authority and that adequate funds are available for such expenditures.

FISCAL OFFICER DATE
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