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A3. 101 Uni versity of Hawai ‘i O gani zati onal and Functi onal
Changes
1. | nt r oducti on

The task of organizing is a fundanental adm nistrative
responsibility. This requires the application of sound
managenent principles to effectively allocate resources so
that the program objectives may be achi eved.

Once established, the organizational structure should be
revi ewed and updat ed

on a regul ar basis and should be nodified as circunstances
war r ant .

2. Pur pose

To specify the policy and procedure for the establishnent,
updat e, and ot her anmendnent to the official organization
charts and functional statenents of the University of Hawai "
in accordance with Byl aws and Policies of the Board of
Regents (BOR) on organi zati on and Executive Policy.

3. Pol i cy

Organi zational changes may be approved by the Board of
Regents or under del egated authority.

a. Board of Regents Approval. Approval of the BORis
requi red whenever

1) The proposed change will result in increased costs
to operate the organi zation for which the change is
pr oposed.

NOTE: | f the current services budget of program
nmust be increased as a direct result of
reorgani zati on, Board of Regents approval
is required.


borp/borp.html
borp/borp.html
Available Links

Reference to the Board of Regents Bylaws and Policies.
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2) The proposed change will directly inpact students
or other clientele of the university, e.g., the
establ i shnment, revision or abolishnent of an
i nstructional department and the function it
per f or ns.

3) A new university programis being established or an
exi sting one is being abolished, e.g., an organi zed
research unit. Wienever a new programis approved
in concept by the BOR but the organizationa
functions and the structure for that program are
not presented to the BOR for approval at that tine,
progranms are required to obtain a subsequent BOR
approval for the organi zational structure and
functions which will be inplenented.

Approval Under Del egation of Authority. Authority to
approve ot her organi zati onal changes, which are not
subject to BOR approval in item3.a., above, is

del egated by the President to each Senior Vice President
and Chancellor, the Senior Vice President, each Vice
Presi dent, each Systemm de Director, the State D rector

for Vocational Education, and the UH Manoa Deans and
Directors.

Applicability

This policy and procedure applies to the foll ow ng:

a.

Reor gani zati on Proposal s

Reor gani zati on proposal s shoul d refl ect pernmanent
positions only.

A reorgani zation is defined as:

1) Creation of a new organi zati onal segnment or the
abol i shnent if an existing organizational segnent.

2) Creation of a new supervisory |evel or the deletion
of an existing supervisory |evel.

3) Rear rangenent or regroupi ng of existing
organi zati onal segnents involving the reassi gnnent
or redistribution of functions, as well as
positions which are affected by these changes in
functi ons.

4) Addi ti on of new prograns or functions and/or the
del etion of existing prograns or functions.
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b. Changes in titles of organizational segments.

C. Annual update of organi zation charts and functiona
st at enent s.

Reor gani zati on Proposal Requests

A proposal nust be prepared for each reorgani zation to be
approved. This includes those to be approved by the BOR as
wel | as those to be approved under del egated authority. Al
proposal s shall include a narrative and copies of the current
and proposed organi zati on and position organi zation charts,
and functional statenents.

The narrative should be structured as outlined bel ow
a. Present O gani zation
b. Proposed O gani zation
C. Background/ Nature of the Proposed Reorgani zation

1) A di scussion of the conditions or factors pronpting
t he proposed reorgani zati on, e.g., new program
requirenents.

2) An expl anation of the details or nature of the
proposed reorgani zation including but not limted
t o:

a) t he reassi gnment of existing positions and
functi ons;

b) the addition of new positions, functions, and
pr ogr ans;

C) whet her position variances nust be conpl eted
and whet her new positions will be required as
repl acenents for positions
recl assifi ed;

d) how oper ati onal, organizational, functional,
and programmatic rel ationships will be
affected, including the inpact on service to
the programi s target group(s);

e) the inpact of the reorganization on existing
positions, e.g., reclassification or
redescription;



A3.101
P 4 of 10

f) a di scussion of the need and availability of
of fi ce space or other requirenents necessary
for the inplementation of the reorganization;

g) the estinmated additional cost of the
reorgani zation, including details on new
positions required, reclassification costs,
cost of equipnent, furniture, utilities, etc.,
and the availability of funding.

d. Reasons for Proposing the Reorganization

1) A statenent as to whether there is a basis in |aw
or policy which supports the reorgani zati on.

2) An expl anation of the reasons for proposing the
reorgani zati on and why an organi zati onal sol ution
i s being advocat ed.

3) An expl anation of how the problens or conditions
whi ch exist will be either elimnated or inproved
upon and why the existing organization is
i nadequat e.

4) A di scussion of the benefits and the desired
results which will be achi eved by reorgani zi ng.

5) Qualitative and quantitative data which will
support the reorgani zation.

6) An expl anation of why functions are bei ng grouped
as they are under the proposed organization if a
change in grouping is proposed.

e. QG her Alternatives Consi dered

Di scuss other alternatives (both organi zati onal and non-
organi zational) which were considered but were deened
undesi r abl e.

Procedure for Processi ng and Obtai ni ng Approval for Proposed
O gani zati onal Changes Under the Del egati on of Authority
(see flowchart in Attachnent A)

It is the responsibility of each Senior Vice President and
Chancel l or, the Senior Vice President, each Vice President,
each Systemnide Director, the State Director for Vocationa
Educati on and each UH Manoa Dean or Director who proposes to
approve a del egated reorgani zation to:


Available Links

Attachment A

apm/a3101/orgforms/a3101ta.pdf
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Ensure that a reorgani zati on proposal request is
prepared as descri bed above for each reorgani zation to
be approved.

Send a copy of the reorgani zation request to the

Uni versity Personnel Managenent Office (UPMD) and the
Uni versity Budget Ofice (UBO for their review and
conment. |f the reorgani zation proposal is revised after
this initial review, both the UPMO and UBO shoul d be

i nf or med.

After receiving comments fromthe UPMO and the UBO, send
a copy of the reorganization proposal to each

appropri ate enpl oyee col |l ective bargai ni ng
representative for consultation (see sanple transmtta
menor andum At t achnment B).

Send copies of this transmttal nenorandum and
reorgani zati on proposal to:

1) the appropriate Senior Vice President or vice
President if the reorganization is within the

del egated authority of a UH Manoa Dean or Director;
2) Uni versity Budget O fice; and
3) Uni versity Personnel Managenent O fice.

Send a separate nenorandum along with a copy of the
reorgani zati on proposal to the State director of Finance
for notification purposes (see sanple transmttal

menor andum Att achnent C).

Upon conpl etion of consultation wth the enpl oyee

col | ective bargaining representative(s), finalize and
approve the reorgani zati on proposal. The signature bl ock
on each proposed chart would be as foll ows:

APPROVED:

Nanme and Title
DATE:

After this approval, prepare an executive sunmary (see
Attachnent D) to briefly describe the purpose of the


Available Links

Attachment B

Available Links

Attachment C

Attachment D

apm/a3101/orgforms/a3101attb.pdf
apm/a3101/orgforms/a3101attc.pdf
apm/a3101/orgforms/a3101attd.pdf
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reorgani zati on and the specific organi zational and
functional changes whi ch have been approved. The

i nformation should include but not be limted to the
fol | ow ng:

1) background i nformati on;

2) a brief description of the previous and newy
approved organi zati on;

3) reasons for approving the reorgani zation, including
| egal and program requirenents;

4) pr ogram i npact ;
5) cost i npact;

Send a transmttal nenorandum (see Attachnent E for
sanpl e neno) and a copy of the approved reorgani zati on
i ncludi ng previous and newy approved organi zati on
charts and functional statenents, reorganization
proposal , and executive sumary to the foll ow ng:

1) Ofice of the |ieutenant Governor - original set of
charts and functional statenents.

2) State Director of Finance and State Director of
Personnel Services copy of all docunents sent to
t he Li eutenant Governor.

3) Appropriate Senior Vice President or Vice President
(if the reorgani zations within the del egated
authority of a UH Manoa Dean or Director) - copy of
all docunents sent to the Lieutenant Covernor

4) Uni versity Budget O fice - two copies of al
docurments sent to the Lieutenant Governor. One of
the copies sent to the Budget Ofice will be
forwarded to the Board of Regents after it has been
reviewed by the Budget Ofice. The Budget Ofice
will prepare the transmttal nmenorandumto the BOR

5) Uni versity Personnel Managenent O fice - copy of
all docunents sent to the Lieutenant CGovernor

Prepare a separate nenorandumto i nformeach affected
enpl oyee col |l ective bargai ning representative (see
Attachnent F for sanpl e nenorandum of the
reorgani zati on approval. Attach a copy of the previous


Available Links

Attachment E

Available Links

Attachment F

apm/a3101/orgforms/a3101atte.pdf
apm/a3101/orgforms/a3101atte.pdf
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and newl y approved charts and functional statenents and
executive summary.

Procedure for Processi ng and Obtai ni ng BOR Approval for

Reor gani zati on Proposal Under Non-del egated Status (see

flowchart in Attachnent Q

a.

b.

Fol | ow steps 6 a. and b. above.

After receiving comment fromthe University Personnel
Managenent and Budget O fices, send a copy of the

conpl ete reorgani zati on proposal to the appropriate

enpl oyee col |l ective bargai ning representative(s) for
consultation. Send a copy of the transmttal nenorandum
and reorgani zati on proposal which was sent to the

enpl oyee col |l ective bargai ning representative(s) to the
UPMD, and UBO

Send a separate nenorandum al ong with a copy of the
reorgani zati on proposal to the State Director of Finance
for notification purposes.

Upon conpl etion of the consultation with the enpl oyee
col l ective bargaining representative(s), the appropriate
Seni or Vice President and Chancel lor, for Vocati onal
Education will transmt the reorgani zati on proposal (two
copies) to the President via the University Budget
Ofice.

The reorgani zati on proposal should al so contain an
executive summary to facilitate its review by the
Presi dent and the BOR

Not e: UH Manoa Deans and Directors shoul d subm t
reorgani zati on proposal s which require BOR approval
to the appropriate Senior Vice President or Vice
President. The reorgani zation request will then be
f orwarded t hrough the University Budget Ofice to
t he President.

The University Budget Ofice will reviewthe

reorgani zati on proposal and prepare a recommendation to
the President as well as an action nenorandum fromthe
President to the BOR  Prograns should allow sufficient
time for the Budget Ofice to conplete its review and
prepare the necessary nenoranda, as well as allow
sufficient time for the President to reviewthe
reorgani zation. Itens for BCR consideration nust be
submtted to the BOR at | east 10 working days prior to
t he schedul ed BOR nont hly neeti ng.


Available Links

Attachment G
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A3.101
P 8 of 10

Al prograns requesting approval of a reorganization by
the BOR are required to ensure that an appropriate
representative attends both the BOR conmttee neeting
and general neeting to present the proposal and answer
any questions.

f. Upon approval by the BOR the BOR will send the origina
set of the conplete reorgani zati on proposal to the
President. The reorganization will then be sent to the
UBO. A copy of the reorganization will be retained by
the UBO. The original set of the reorganization
proposal will then be sent to the appropriate Senior
Vi ce President and Chancel | or, Senior Vice President,
Vice President, Systemnide Director or State Director
for Vocational Education for distribution to the
respective State and University offices, and enpl oyee
col l ective bargaining representative as outlined in
6.9., and h. above with the exceptions noted bel ow

The distributions described in 6.g., 3) and 4) are not

required for reorgani zati ons approved by the BOR as they
are covered in step 7.f., inmredi ately above.

Procedure for Changes in Titles of O ganizational Segnents

Aut hority to approve changes to titles of organizati onal
segnents is delegated by the President to each Senior Vice
Presi dent and Chancel | or, the Senior Vice President, each
Vice President, each Systemni de Director, and the State
Director for Vocational Education provided that the nane
change does not involve a reorgani zati on which nust be
approved by the BOR change the scope or functions of the
organi zation, or require an increase in the program s current
servi ces budget.

However, prior to nmaking any organi zati onal name changes,
shoul d consult with the UH Budget D rector via nmenorandum
The nmenorandum shoul d briefly explain the background and
reasons for the organi zati onal name change. The purpose of
this consultation is to preclude the creation of

organi zational titles which may duplicate or be confused with
titles of existing organizations.

Further, each adm nistrator contenplating an organi zati onal
nanme change, should consult with other University prograns
whi ch may be affected.
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After consulting with the UH Budget Director, the respective
Seni or Vice President and Chancellor, Senior Vice President,
Vice President, Systemnide Director or State Director for

Vocati onal Education will informthe BOR president, and the
Uni versity Budget O fice when the nane change is inplenented.

Procedure for Annual Update of O gani zati on and Position
O gani zati on Charts and Functi onal Statenents

a. Each Senior Vice President and Chancel lor, the Senior
Vi ce President, each Education, and each UH Manoa Dean
or Director is responsible for annually functional
statenments to the UBO on or before the date requested by
the Budget Director (approximately after the end of the
fiscal year).

b. Charts/functional statenments should be updated to
reflect the follow ng actions which were approved since
t he | ast annual updat e:

1) Approved organi zati onal and functional changes.
2) Est abl i shnment of new positions.
3) Recl assification of new positions.

4) Abol i shnent of vacant positions.

5) Approved changes in organi zational titles.

6) M nor corrections or adjustnents to functiona
statenments which do not constitute an
organi zati onal change, require additiona
resources, change services to students and ot her
clientele of the university, and do not affect the
classification or organizational |ocation of a
posi tion.

7) Posi tions appropriated but unestablished prior to
the submttal of the annual update. List such
unest abl i shed positions in a footnote on the
appropriate chart under the headi ng Pendi ng
Establi shnent. These positions should be |isted by
pseudo nunber and authorized position title.

Not e: The positions (total full-tine equival ent)
reflected on position organi zati on charts
shoul d not exceed the progranis authorized
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posi tion count for permanent positions.
Further, position organi zation charts shoul d
only reflect positions which belong to the
pr ogr am whose organi zation i s being shown on
the charts. Positions belonging to other
progr ans shoul d not be shown on anot her
prograni s organi zati on chart.

Caution. The annual update is not to be used as a
substitute for effecting organi zati onal changes which
are described in section 4.a. and b., (Applicability)
above.
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