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| NTRODUCTI ON

Over the years the Board of Regents and Adm nistrative Ofices
have issued a variety of documents containing material establishing
pol i cies and procedures. For exanple, in addition to policies adopted by
the Board,_1/ the Ofice of the President has been preparing and
distributing University Adm nistrative Policies and Del egati ons of
Authority to Vice Presidents and Chancellors; the Vice President for
Adm ni stration has been doing the same for Business Manual Instructions
establ i shing procedural requirements (which are duplicated in sufficient
nunbers and forwarded to Vice-Presidents and Chancel lors for further
distribution to subordinate units within their respective
organi zations); the Director of Finance and Director of Personnel have
been preparing and issuing Business Affairs Crculars and Contract
Adm nistration Grculars respectively to establish interimor tenporary
procedures, to provide notices to clarify or interpret State directives
and col | ective bargaining contracts, and to provide other notices and
i nformation not covered specifically in the Business Manual; and from
time to time various offices including the Ofice of the President
transmt nenoranda addressed to Chancellors to indicate the initiation
or inplenentation of a new policy or procedure.

An anal ysis of the docunents being issued reveals a basic thene or
purpose, i.e. to provide admnistrators with witten guidelines to carry
on their respective functions and responsibilities within the framework
of the Federal and State Constitutions, statutes and regul ations, Board
of Regents policies, Executive policies and internal admnistrative
procedures. However, because of the increasing nunber of docunents being
i ssued, the current ad hoc nethod is no | onger adequate for proper
di ssem nation. There is no recogni zed overall structure under which the

1/ To facilitate dissemnation, the Board of Regents Byl aws and Policies were
conpi l ed, edited, nunbered to Vice Presidents, Chancellors, Deans and
Provosts in Qctober 1978.
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various policies and procedures are organi zed and mai ntai ned (except
for Board of Regents' policies since 1978). To correct this deficiency,
a Universityw de systemfor preparing, issuing, recording and

mai ntai ning all permanent policies and procedures is being initiated.

GBJECTI VES

The objectives for establishing a systemfor dissemnating and
recordi ng Universityw de policies, procedures, circulars and nenoranda
are to

1. Provi de a conceptual framework that enables adm nistrators,
faculty, staff, and the public to better understand the purposes,
relationships and functions of various admnistrative directives
or docunents issued by Systenmw de Adm nistrators.

2. Correl ate subject matter covered in Universityw de policies and
procedures with the correspondi ng subject nmatter and chapter in
t he Board of Regents Byl aws and Poli ci es.

3. Ensure that University units are kept infornmed of all new or
anended policies, procedures and instructions which affect the
adm ni stration of their respective prograns and operati ons.

POLI G ES

A Board of Regents Policies

The Board of Regents Bylaws and Policies conpiled in Cctober
1978 and nai ntai ned and updated periodically by the Secretary of
t he Board of Regents shall provide the principal basis and
authority for policies and procedures prepared and i ssued by the
Presi dent and/ or designated systenw de adm ni strators. Al
policies and procedures issued by Universityw de offices shall be
consi stent with BOR policies.

B. Executi ve Policies

Executive Policies are express statenents or docunents
(i ncluding del egations of authority) issued by the Ofice of the
Presi dent governing the internal managenent and organi zation of
the University of Hawai ‘i system They are issued to provide Vice
Presi dents and Chancellors with adm nistrative
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direction as necessary to inplenment Federal and State statutes,
and regul ati ons applicable to the University, policies adopted by
the Board of Regents or to establish policies to carry out the
President's responsibilities. Each del egation or policy is to be
prepared, issued and recorded in accordance with instructions
speci fied for Executive Policies.

Adm ni strative Procedures

Adm ni strative Procedures inplenent Federal and State
Statutes, Rules and Regul ations applicable to the University of
Hawai ‘i, BOR Policies, and Executive Policies. They include al
per manent instructions and procedures having Universityw de
application. (Al Business Manual Instructions are to be
redesi gnated as Adm ni strative Procedures.) Each Adm nistrative
Procedure is to be prepared, issued and recorded in accordance
with instructions specified for Adm nistrative Procedures.

Grculars

Busi ness Affairs Crculars (BAC) and Contract Adm nistration
Crculars (CAC) are prepared and Issued by the Ofice of the
Director of Finance and the Personnel O fice respectively for
official notifications, dissemnation of information, interimor
tenmporary procedures, or requests for action affecting University
operations. However, circulars shall not include pernmanent
i nstructions and/or procedures which are to be incorporated into
the Adm nistrative Procedures.

The form content and nunbering systemfor circulars are to
be determ ned by the Ofice of the Director of Finance or the
Personnel Ofice.

Menor anda

The use of menoranda is the conmon nethod for interna
witten comunications by University |evel offices. Except for
matters covered by Executive Policies, Adm nistrative Procedures
and G rcul ars, the nmenoranda cover all other aspects of internal
Uni versity comunication by University |evel offices which are
necessary in nmanaging the affairs of the University system
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The form and content of menoranda are to be determ ned by the
University |level office preparing them However, when an office is
preparing a nmenorandum for another office, the form established
for the latter is to be followed. Nornmally, menoranda are not
nunber ed.

Nunberi ng System for Executive Policies and Adm nistrative
Procedur es

The organi zati on of chapters reflected in the Board of
Regents Policies (BORP) conpiled in Cctober 1978 provides the
basi ¢ framework for the nunbering system for Executive Policies
and Adm nistrative Procedures. The digits before each deci nal
poi nt shall correspond with the chapter nunbers in the BORP as
outlined in Attachnent A

Preparation, |ssuance and Mai ntenance of Files for Executive
Policies, Admnistrative Procedures, Crculars and Menoranda

Uni versi tywi de Executive Policies, Admnistrative Procedures,
Crcul ars and Menoranda shall be prepared, recorded, naintained
and i ssued in accordance with instructions and procedures
establ i shed for this purpose.
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Cl RCULARS
The nunbering of Business Affairs Grculars (BAC and Contract
Adm nistration Crculars (CAC) are to be determ ned by the Director of
Fi nance and Director of Personnel respectively. Each office shall maintain a

master file of all circulars issued.

VEMORANDA
Normal | y, menoranda are not nunbered. However offices preparing and

i ssuing themare expected to maintain the appropriate files.
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