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A8. 026 Appoi nt nent of Fiscal Oficers and Assistant Fiscal Oficers

1. Purpose

To prescribe procedures for the selection, appointnent, and

term nation of appointnment of Fiscal Oficers and Assistant Fiscal
Oficers. Also to prescribe procedures for delegating authority
to execute purchase orders and ot her business docunents.

The organi zational responsibilities wwthin the fiscal systemare
prescribed in section A8.025 of this manual. Responsibilities
specifically related to procurenent and contract adm nistration
are outlined in section A8.200 of this manual.

2. Applicability/Responsibilities

a. Program Heads are responsible for the selection of Fiscal
O ficers and Assistant Fiscal Oficers. The appropriate
Dean/ Di rector/ Chancel | or/ Vi ce-Presi dent nmust confirmthe
sel ecti ons.

b. The Director of Financial Mnagenent and Controll er nust
approve all appointnents.

3. CGuidelines

a. In selecting individuals for appointnents, the Program Heads
shoul d consi der experience, training, education, business
acunen, judgnent, character, reputation, and ethics. In

eval uati ng each individual, the individual's experience in
procurenent, special training in business adm nistration, |aw,
accounting, or a related field should be given consideration.
The individual's know edge of this manual of instruction and
other relevant University policies are inportant aspects to
consi der.

b. Action by the Program Head, in each case, should be based upon
a personal interviewwith the prospective appointee. |If this
is not feasible, the Program Head shoul d desi gnate one or nore
staff nmenbers to conduct the interview.

c. Assistant Fiscal Oficers may be appointed to assist, where
necessary, in day-to-day activities, and to act as principal in
the event an incunbent Fiscal Oficer is absent due to vacation
or sick | eave.
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4. Procedures

a. Appointnent of Fiscal Oficers

1)

2)

3)

Fiscal O ficer appointnents shall be recommended to the
Director of Financial Managenent and Controller by the
Program Head via the appropriate Dean/Director/Chancell or/
Vi ce-President on the Fiscal Oficer Appointnment Form
(Attachnent A). The type of appointnent, i.e. Fiscal

O ficer or Assistant Fiscal Oficer, should be clearly
indicated on the form Circle the type of account the
individual will be responsible for, e.g., (A, (F, (G,
(R, (S), (P). Any |[imtations to the appointee's scope of
authority, e.g., no purchasing authority, shall be specified
initem2 (Limtations) of the form

Upon recei pt of the Fiscal Oficer Appointnent Form and if
in agreement with the recomendati on of the appropriate
Dean/ Director/Chancellor/Vice-President, the Director of

Fi nanci al Managenent and Controller shall approve the Fiscal
O ficer appointnment by signing and dating the form A
Fiscal Oficer Code shall be obtained via tel ephone fromthe
Ceneral Accounting and Loan Collection Ofice and entered on
the form Copies of the formw |l then be distributed as
required.

Prior to exercising authority of a fiscal officer, the
Appoi ntee shall contact the Financial Managenent O fice for
a briefing on the University's business/fiscal system

b. Request for Purchasing Authority

1)

2)

| f purchasing authority is to be delegated to a Fi scal
Oficer, part A of the Fiscal Oficer Purchasing Authority
Form (Attachnent B) shall be conpleted by the Program Head
and forwarded to the Dean/Director for approval. The form
shall then be sent to the appropriate Senior Vice-President
under whose jurisdiction and direction the programis
operationally situated, along with such supporting docunents
as resumes, references, training records, etc. In the
absence of such docunmentation, a nmenorandum stating
sufficient justification shall be provided.

Upon recei pt of the Fiscal Oficer Purchasing Authority
Form the appropriate Senior Vice-President shall determ ne,
based on existing guidelines, whether purchasing authority
shall be granted. |If purchasing authority is to be granted,
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the purchasing limt dollar anount shall be indicated in
part B of the form Copies of the formw Il then be
di stributed as required.

3) Purchasing authority is delegated on the basis of
sati sfactory experience or period of orientation as
determ ned by the appropriate Senior Vice President. As a
condition of receiving purchasing authority, the Fiscal
O ficer nmust contact the Financial Managenent Ofice to
arrange for any necessary training.

Dur ation

CGenerally, the appointnment of a Fiscal Oficer shall remain
effective until the individual's enploynent is termnated or a
change in job assignment warrants term nation. Wen a Fiscal
Oficer termnates, the Program Head shall informthe Director
of Financial Managenent and Controller via menorandum

However, the appointnment of a Fiscal O ficer and/or his/her
purchasing authority may be revoked at any tinme by the
Dean/ Di rect or/ Chancel | or/ Vi ce-Presi dent or the Director of
Fi nanci al Managenent and Controller. Revocation of the
appoi nt nent and/or purchasing authority shall be made in
writing.

Mbdi fication

In order to nodify a Fiscal Oficer's purchasing authority, the
Fiscal O ficer Purchasing Authority Formon file shall be

wi t hdrawn, and a new form processed. A nenorandum shall be
attached indicating that the formto be processed represents a
nodi fication of the Fiscal Oficer's purchasing authority.

Tr ansf er

Since appointnents of Fiscal Oficers are program specific,
both the Fiscal Oficer Appointnent Formand the Fiscal Oficer
Pur chasing Authority Form nmust be processed and approved when a
Fiscal Oficer transfers fromone organi zation to another.
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Revi sed 03/ 2000 Attachnent A
UNI VERSI TY OF HAWA|
FI SCAL OFFI CER APPO NTMENT FORM

DATE:

TO. Director of Financial Mnagenent and Controller

VI A:

FROM

1. It is recomended that the follow ng individual be appointed
as Fiscal Oficer (Assistant Fiscal Oficer) for

(Col | ege, School, Departnent, Division, etc.)
Nare: Fiscal Oficer Code:

Si gnat ure Sanpl e:
2. (If applicable) This individual shall replace

name
as Fiscal Oficer (Assistant Fiscal Oficer).

3. The follow ng scope of authority is assigned:

Responsibility for (A, (F), (Q, (R, (S, (P)
accounts including authority to sign docunents such as
journal vouchers and deposit slips, and any ot her
normal Iy used business forns; and to certify

avai lability of funds on purchase orders, Authorization
for Paynment Forns, and other paynment docunents.

Limtations (specify)

Appr oved:

Pr ogr am Head Dat e
Appr oved:

Dean/ Di rect or/ Chancel | or/ Vi ce- Pr esi dent Dat e
Appr oved:

Director of Financial Managenent and Controller Dat e
Ful |y executed copy to:
Dean/ Di rect or/ Chancel | or/ Vi ce- Presi dent CGeneral Accounting

Di rector of OPRPRM Di sbursing
Appoi nt ee Treasury
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Revi sed 03/ 2000 ATTACHVENT B

UNI VERSI TY OF HAWA|
FI SCAL OFFI CER PURCHASI NG AUTHORI TY FORM

DATE

TGO Seni or Vi ce- Presi dent

VI A
FROM

A
| reconmend t hat
(name)
(Fiscal Oficer Code ) for

(Col | ege, School, Departnent, Division, etc.)

be granted Purchasing Authority with a limt of $

Transmtted herewith is a copy of the Fiscal Oficer
Appoi ntmrent form and/or a dossier (resune, references,
training record, other docunentation supporting the
recomendation) pertinent to the individual for your

i nformati on and use.

Appr oved:
Pr ogr am Head Dat e

Appr oved:
Dean/ Di r ect or Dat e

1. Pur chasi ng aut hority granted.

Purchasing Limt $

2. Pur chasi ng aut hority not granted.

Appr oved:

Seni or Vi ce- Presi dent Dat e

Ful |y executed copy to:

Dean/ Di rect or Appoi nt ee
Director of Financial Managenent CGeneral Accounting
Di rector of OPRPRM Di sbursing



