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Speci al i zed Purchasi ng

Qut-of -State Travel

1)

2)

Fiscal officers are authorized to process
purchase orders for out-of-state travel within
their purchasing authority from any authorized
travel agency, travel bureau or carrier doing
business in the State of Hawaii. Air travel
exceeding fiscal officers' authority shall be
submtted together with the approved trave
request or a list of the travelers' nanes,
destinations, and dates of travel to a designated
departnental fiscal officer with greater
purchasi ng authority or to the Ofice of
Procurenent and Real Property Managenent (OPRPM,
as applicable, for procurenent action.

Air travel will be at the | owest avail able
airfare unless an overriding condition exists
that dictates otherwise. Various airlines
capabl e of neeting travellers' requirenents nust
be considered for determ ning the | owest
avai l abl e fare.

a) For purchases exceeding $2,500 and falling
wi thin their purchasing authority, fiscal
of ficers shall obtain at |east three (3)
verbal quotations for air travel either from
three (3) different vendors, e.g., trave
agencies, or fromone (1) vendor for three
(3) different airlines. In addition, for
such purchases, fiscal officers shall obtain
a witten quotation fromthe | ow bidder.
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3) University travellers are required to make travel
reservations sufficiently in advance to qualify
for avail able discounts. Failure to book early
shall be justified in the Travel Conpletion
Report.

4) Al out-of-state travel requires prior approval
as provided in APM A8. 851.

5) Airfare travel refund statenment should be
indicated on all University purchase orders in
t he description section in bold print as foll ows:

"Refunds on tickets shall be nmade payable only to
the University of Hawaii."

b. I nter-1sland Travel

1) If the OPRPM or the State Procurenent O fice
(SPO have initiated contracts for inter-island
air travel coupons, University progranms are
required to purchase air travel coupons fromthe
contracted vendor. See APM Section A8. 265,
Price Lists - State and University.

2) While in the possession of the University
program the coupons nust be controlled in a
manner that will preclude theft or other
unaut hori zed usage.

3) |f contract for inter-island air travel coupons
are not in effect, fiscal officers should follow
the procedures in place for out-of-state air
travel

Aut onobi l e Rental s

Rental of autonobiles for use by University personnel shal
be allowed only in instances where governnment owned
vehi cl es or privately-owned vehicles on a mleage basis are
unavail abl e or inpractical. Rental will be confined to
conpact and subconpact vehicles unl ess reasons exist that
justify the need for larger vehicles. Such reasons may

i ncl ude:

a. D stance/type of terrain to be travel ed; and
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b. Amount / type/ si ze of persons, materials, and equi prment
to be transported

The State of Hawaii self insures its autonobile no-fault
coverage. All l|leased, hired, rented, and non-owned cars
are covered when authorized by the University and operated
under the name of the University. The purchase of the
col l'i sion damage wai ver (CDW is permitted only in the
foll ow ng situations:

a. Rental s outside the State of Hawaii

b. Where it is a precondition to renting a car on
advant ageous financi al ternms;

C. Where the cost is fully reinbursable to the
University; and

d. Where the payment is covered by other than University
f unds

Busi ness Cards

The Uni versity recogni zes that business cards are required
by certain University enployees in the performance of their
duti es.

Busi ness cards nay be purchased for nenbers of the Board of
Regents, Secretary of the Board of Regents, the President,
Vice Presidents, Chancellors, Deans and Directors. Al
other University enpl oyees who are required to have

busi ness cards in the performance of their duties may
obtain themw th the prior approval of their Vice
President, Chancellor, Provost, Dean or Director.

The O fice of External Affairs and University Rel ations
will review the design and content of business cards for
appropri ateness and shall assist in their acquisition.

Construction

For purposes of this section, "construction" shall nean the
alteration, repair, painting, or decorating of existing
structures or the building of new structures (includes
scaffol ding and tenporary structures). Decorating includes
furnishing and installing itenms such as carpets, draperies,
wi ndow blinds, |ight fixtures, audio visual equipnent,
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wi ndow and split air conditioning systens, and ot her
fixtures as part of an overall alteration or renovation
project to an existing building.

Significant alterations or structural changes that increase
t he useful ness, efficiency or asset life of existing
bui l di ngs, including all permanently attached fi xtures,
machi nery and ot her appurtenances that cannot be renoved

W thout cutting into walls, ceilings or floors, or

ot herwi se damaging the building or the itens so renoved
shal |l be capitalized to increase the cost of the buil ding.
Conmponents whi ch can be renoved wi thout the need for costly
or extensive repairs or alterations to the building shal

be capitalized as equi pnent.

Fiscal officers shall be responsible for meking the
determnation to capitalize building inprovenents as part
of the building or as equi pnent and shall utilize the
proper object code to reflect this determ nation.

a. Construction Requirenents

1) Requests for construction requirenents nmust be
made t hrough one of the follow ng: University of
Hawai i at Manoa Facilities Planning and
Managenment O fice, Community Coll eges Facilities
Planning O fice, or University of Hawaii at Hilo
Facilities Planning O fice, whichever is
applicable. Each Facilities Planning Ofice wll
assi st the requesting programin devel opi ng
desi gn specifications.

2) Upon recei pt of approved plans, specifications
and quotations fromthe appropriate Facilities
Planning O fice, fiscal officers are authorized
to i ssue purchase orders for construction
requirenents within their purchasing authority.
Pur chases of construction exceeding a fiscal
of ficer's purchasing authority should be directed
to the appropriate Facilities Planning Ofice for
processing. The follow ng shall be used as
gui delines for soliciting quotations:

a) Award shall be nmade to the vendor submtting
the | owest quotation that neets or exceeds
the m ni num specifications and terns and
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conditions set forth in the Request for
Quot ati on.

b) In the event that the vendor submitting the
| onest quotation does not neet the
specifications and/or terns and conditions
set forth in the Request for Quotation, the
program nmay reject the |ow quote. Award
shall be made to the next vendor submtting
the | owest quotation that neets or exceeds
all specifications, terns and conditions.

Construction projects exceeding $2,000 shall:

1) State the scope of work to be perfornmed in the
Request for Quotation and the purchase order.

2) | ncorporate the follow ng clause in the Request
for Quotation and the purchase order:

"All work shall be perforned by skilled
tradespersons using the best standard practices
for each trade. Contractor shall protect the
existing facilities and correct and/or repair any
def ect s/ damages caused by its operation at no
cost to the University."

3) | ncorporate the follow ng clause pertaining to
t he m ni num wage requirenments in the Request for
Quot ation and the purchase order:

"All work shall be perforned in accordance with
the M ni num Wage Rate Schedul e and Chapter 104,
HRS. "

A copy of the wage rate schedul e may be obtai ned
fromthe OPRPM

4) The m ni num wage requi renents (Attachment 265.1)
shall be made a part of the Request for Quotation
and the purchase order.

Construction projects of $4,000 and nore shal
incorporate the liability insurance requirenents
(Attachment 265.2) and the follow ng clause in the
Request for Quotation and the purchase order:
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"Contractor shall deposit with the University, on or
before the issuance of a contract or purchase order
for this project, certificates of insurance necessary
to satisfy the University that the insurance

provi sions of the University have been conplied with
(See Attachment A)."

It shall be the responsibility of individuals awarding
purchase orders and contracts for construction
requirenents to ensure that contractors possess the
proper contractor's |icense(s) pursuant to Chapter
444, HRS, and the rules and regul ations of the
Contractor's License Board.

Free Applications

The Education, Scientific, and Cultural Materials

| mportation Act of 1966 and Tariff Schedul es of the
United States provide that any nonprofit institution
(whet her public or private) established for
educational or scientific purposes may obtain duty
free treatnent of certain instrunents and apparatus
entered for its use, if the Secretary of Comrerce
determ nes that no instrunent or apparatus of

equi val ent scientific value to such article, for the
pur poses for which the instrunent or apparatus is
intended to be used, is being manufactured in the
United States.

The application for duty free entry should be made
concurrently wwth the acquisition process. This is to
ensure that at the tine of entry of the equi pnent or
apparatus, the University has obtained the necessary
approval s and entry can be nmade w t hout any
unnecessary financial assessnent.

Copi es of regul ations and application forms nmay be
obtained fromthe | ocal office of the U S. Departnent
of Commerce International Trade Adm nistration.

6. Environnental Health and Safety Ofice

a.

Bi ol ogi cal Conmodities

Bi ol ogi cal Commodities are regul ated by several
international, federal, and/or state requirenents and
may require permts for novenent, transfer
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i mportation, collection and exportation. All requests
for the procurenent or novenent of bi ol ogical

commodi ties nust be authorized by the UH Institutional
Bi osafety Cormittee (I1BC) by filing a BSP-2 form
"Activity Authorization for Restricted Commodities”
with the Committee. Itens that nmay require

aut hori zation include: 1) biotechnol ogy kits
(conpetent cells); 2) proficiency testing kits
(positive controls); 3) quality control kits; 4)
reference strains; 5) baker's yeast; 6) m crobial
products (products containing mcro-organisns); 7)
serum and |i ke products (bovine, calf, sheep, etc.);

8) tissue cells (animal, insects, plants, etc.); 9)

m cro-particles (bacteriophages, plasm ds and ot her
DNA/ RNA particles); 10) native plant propagation; 11)
pl ants and plant parts (cutting, grafts, scion, bud,
seed, leaf, root, etc.); 12) soil; 13) aninals

(i nvertebrates, anphibians, reptiles, fish, birds, and
mammal s); and 14) human products.

The BSP-2 form may be obtained fromthe Biological
Saf ety Program

Hazar dous Material s

The University Hazardous Material Managenment Program
manual requires Hazardous Materials Managenent O ficer
approval for the purchase of hazardous chem cal s.
Since the followi ng chem cals are highly toxic,

expl osive, water reactive or very difficult and
expensive to dispose, their use shall be mnimzed and
noni t or ed:

Ar si ne Met hyl Am ne

Boron Trichloride Met hyl Brom de

Boron Trifluoride Met hyl Chl ori de

Brom ne Chl oride Met hyl Lit hi um

Butyl Lithium Nitric Oxide

Car bon Monoxi de Ni t rogen Di oxi de

Car bonyl Sul fide Ni trogen Trifl uoride
Cesi um Phosgene

Cal ci um Hydri de Phosphi ne

Chl ori ne Phosphor us

Chlorine Trifluoride Pi cf une

Chl oropicrin Picric Acid

Cyanogen Picryl Sulfonic Acid

Cyanogen Chl ori de Pi cram de
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Di bor ane Pot assi um
3, 5-Di ni tr ophenol Rubi di um
2, 4-Di ni trophenyl hydr azi ne Si | ane
3,5-Dinitrosalicylic Acid Silane Dichloride
Et hyl ene Oxi de Sodi um
Fl uori ne Sul fur D oxi de
Hydr ogen Brom de Trinitroaniline
Hydr ogen Chl ori de Trinitrobenzene
Hydr ogen Cyani de Trinitrocresol
Hydr ogen Fl uori de Trinitronapt hal ene
Hydr ogen Sul fi de Trinitrophenol
Li t hi um Trinitrotol uene
Li t hi um Al um num Hydri de Urea Nitrate
Li t hi um Hydri de Vinyl Chloride

Purchase orders for these chem cals nust be
acconpani ed by a signed Procurenent Authorization for
Hazar dous Materials formwhich may be obtained from
the Environnental Health and Safety Ofice (EHSO) .

Radi oacti ve Material s

Under federal regulations, only licensed institutions
may possess and use radioactive materials. 1In the
University system the Radiation Safety Program ( RSP)
is responsible for ensuring conpliance with these

rul es and regul ati ons.

Approval for possession and use of radioactive
materials is granted by the Radiation Safety Program
(RSP) which conditionally allows named individuals to
possess and utilize specific types and anounts of

radi oactive materials at a designated | ocation(s) for
speci fic operations. The procurenent of al

radi oactive materials (purchase or transfer) nust be
approved by the RSP

A conpl eted Form RSP-4, Procurenent Authorization for
Radi oactive Materials nust be submtted in triplicate,
with the requisition or purchase order to RSP. A copy
of Form RSP-4 shall be attached to encunbrance/ paynent
docunents.

Al'l deliveries of radioisotopes nust be directed to
RSP for registration and nonitoring. RSP will then
deliver the package(s) to the authorized user. Al
purchase orders for radioactive material nust be
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acconpani ed by a signed form RSP-4. Unaut hori zed
purchases will be forwarded to RSP for investigation
and cl ear ance.

Form RSP-4 can be obtained fromthe Radiati on Safety
Program

Et hyl Al cohol

Use of ethyl alcohol is restricted to certain University
progr amns.

In addition, Federal Regulations restrict the use of
tax-free (free of alcohol tax) alcohol to scientific
pur poses.

On the Manoa Canpus, the Chem stry Departnent is
responsi bl e for adm nistering the supply of tax-free

al cohol . Tasks invol ved incl ude:

a. Mai nt enance of an adequate supply for canpus users;

b. Di spensing al cohol to canpus users; and

C. Conpliance with federal regulations on the control of
tax-free alcohol. (This includes keeping detailed

records of al cohol used, preparation of the annual
report on anmount used, and applying for the annual
permt to procure alcohol free of tax.)

On the Manoa Canpus, al cohol may be obtained by submtting
a conpl eted copy of the requisition formdirectly to the
Chem stry Departnent.

| nf ormati on Technol ogy Servi ces

| nf ormati on Technol ogy Services (I TS) provides a w de range
of information technol ogy support to the University
comunity. These services include: voice, data and vi deo

t el ecommuni cati ons; distance |earning technol ogy and
support; general purpose information and conputing
infrastructure (email, web servers, Internet access);
general purpose technol ogy support services; and
institutional adm nistrative systens devel opnent and
support. A specific set of requirenents is associated with
procurenent of tel ecomrunications services which inpact the
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University and State infrastructure or for which
conpatibility nay be essential to operations.

The Hawaii Revised Statutes (HRS) assigns responsibility
for review ng and approving the purchase of

t el ecomruni cati on equi pnent and services to the State
Depart ment of Accounting and CGeneral Services (DAGS). For
certain itens, DAGS has delegated this authority to the

Tel ecomuni cati ons group within UH I nformati on Technol ogy
Services (ITS). Al proposed procurenent actions for

t el ecommuni cati ons equi prent and service shoul d be
forwarded to I TS for approval and details on the applicable
procedures for obtaining such approval.

For all other information technol ogy hardware, software and
services, it is recommended that prograns contact ITS in
advance to determ ne whether the requirenent can be
fulfilled internally, whether there are internal guidelines
for conpatibility or support, or whether any advice or

gui dance is available in the particular area of interest.
This is particularly inmportant in procuring any information
technol ogy which is intended to connect with or interface
to any University systens or services, or for which there
is any expectation of institutional support in the future.

| nsur ance
Al'l requests for the purchase of insurance shall be
subnmitted for review and processing by the Ofice of Risk

Managenent .

Lei s

Public funds may be expended for the purchase of leis for
the foll ow ng purposes:

a. To recogni ze di stingui shed guests, visiting
dignitaries, and guest speakers, at University events
and functions; and

b. To honor retirees attending recognition cerenonies
sponsored and presented by the President, Vice
Presidents, or Chancellors.

Such expenditures shall be nmade only in anounts determ ned
to be reasonable by the fiscal officer taking into
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consideration the nature of the University event or
function.

Equi prent Mai nt enance and Rental Purchases

a. Mai nt enance

1) To ensure that the equi pment purchased by the
University perfornms effectively, it is advisable
to purchase a nmai ntenance contract especially in
cases where equi pnment is subject to heavy use
and/or precision is required. Fiscal officers
are authorized to execute mai ntenance agreenents
wi thin their purchasing authority.

2) Whenever feasible, the OPRPMw || enter into a
Uni versity-w de mai ntenance contract. Details of
t hese contracts are made avail abl e through the
i ssuance of OPRPM GCircul ars.

3) Mai nt enance contracts may be purchased by the
fol |l ow ng net hods:

a) Sol e Source. To be considered as a sole
sour ce purchase, the purchase nust neet the
criteria set forth in APM Section A8. 255,
Sol e Source Procurenent, and docunentation
to that effect should be placed in the file.

b) Conpetitive. |If maintenance service is
avai l able from nore than one source, the
procedures in APM Section A8. 250,
Conpetitive Purchases, shall apply.

4) Most terms and conditions in vendor maintenance
contracts are acceptable to the University and
their forms can be used to effect a contract.
Fiscal officers shall review the terns and
condi tions of vendor maintenance contracts and
refer those clauses pertaining to liability,

i ndemmi fication, insurance, damages and ot her
gquestionable areas to the OPRPM for review
Fiscal officers are not legally able to agree to
indemify or defend contractors and/or third
parties. Upon conpletion of review by the OPRPM
the contracts will be returned to the fiscal

of ficer for execution. Fiscal officers should
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consi der the follow ng points when review ng
vendor mai nt enance contracts:

a) Total price should include all taxes and
di scounts for prepaynents;

b) Term of Service should be not nore than one
(1) year with option to renew by the
University; and

c) Cancel l ation of the contract should be
permtted for the University upon 30 days
witten notice or non-availability of funds.
| f prepaynent is nmade and the contract is
cancel ed prior to the end of the contract
period, a pro rata amount shall be returned
to the University.

Purchase orders may be used in lieu of a
mai nt enance contract when:

a) Scope of work is sinple and not conpli cat ed;
and

b) The contract provides for one tine servicing
and/ or one tinme payment.

Whenever possible, the mai ntenance requirenents
for simlar equi pnent should be consolidated into
one service contract. Mintenance requirenents
for simlar equi pnent may be added to existing
contracts provided that the cost of the addition
is pro-rated for the remaining termof the
contract.

Rent al

Fiscal officers are authorized to execute
equi pnent rental agreenents within their
pur chasi ng authority.

Equi prent rental agreenents may be purchased by
the foll owi ng nmet hods:

a) Sol e Source. To be considered as a sole
source purchase, the purchase nust neet the
criteria set forth in Section A8.255, and
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docunentation to that effect should be
placed in the file.

b) Conpetitive. |If equipnment rental is
avai l able from nore than one source, the
procedures in Section A8.250, shall apply.

Most terms and conditions in vendor equiprent
rental agreenents are acceptable to the
University and their forns can be used to effect
a contract. Fiscal officers shall reviewthe
ternms and conditions of vendor rental agreenents
and refer those clauses pertaining to liability,
i ndemmi fication, insurance, damages and ot her
guestionabl e areas to the OPRPM for review.
Fiscal officers are not legally able to agree to
indemmi fy or defend contractors and/or third
parties. Upon conpletion of review by the OPRPM
agreenents will be returned to the fiscal officer
for execution. Fiscal officers should consider
the foll ow ng points when revi ew ng vendor

equi pnent rental agreenents:

a) Total price should include all taxes and
di scounts for prepaynents;

b) Term of rental should be not nore than one
(1) year with option to renew by the
Uni versity; and

c) Cancel l ati on of the agreenent should be
permtted for the University upon 30 days
witten notice or non-availability of funds.
| f prepaynent is nmade and the contract is
cancel ed prior to the end of the contract
period, a pro rata amount shall be returned
to the University.

Purchase orders may be used in lieu of an
equi pnent rental agreenment when:

a) Scope of work is sinple and not conplicated;
and

b) The agreenent provides for one-tine paynent.
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5) Whenever possible, rental requirenments for
sim lar equi pnment should be consolidated into one
rental agreenent. Rental requirenments for
simlar equi prent may be added to existing
agreenents provided that the cost of the addition
is pro-rated for the remaining termof the
agreement .

Meal s and Refreshnents

a.

Cener al

Cccasionally, departments will have prograns,

sem nars, conferences, workshops or simlar functions
where refreshnents or neals will be served. Public

funds shall not be expended for purchase of neals or

refreshnents except as provided in paragraph b,

CGui del i nes, below. Al coholic beverages shall not be

aut hori zed as refreshnents unl ess approval is granted
pursuant to Executive Policies E11.102 and E11. 202.

QUi del i nes

Meal s and/or refreshnents nay be paid for with
Uni versity controlled funds in the follow ng
si tuati ons:

1) Where tuition or fees collected specifically
i nclude the cost of neals and/or refreshnents;

2) Where | egislative appropriations specifically
al | ow expendi tures for neals and/or refreshnents
or where it is evident that the cost thereof has
been approved through | egislative recognition
when appropriations were made or through
| egi slative resolution or expression, including
comittee report;

3) Were the terns and conditions of the grant or
contract specifically provide for paynent of
neal s and/or refreshnents;

4) Where the President, Vice Presidents, or
Chancel | ors sponsor and present an enpl oyee
retirement recognition cerenony, for which such
cost shall be no less than $6.00 and no nore than
$15. 00 per person; or



A8. 265
P 15 of 24

5) Where the purchase of neals and/or refreshnents
utilize special, revolving and/ or endowrent funds
(unl ess expressly precluded by the terns and
conditions of the fund) and are for University
events and activities excluding internal
University staff neetings, training sessions, and
simlar activities; provided that the purchase
is:

a) necessary, reasonable in cost, and
appropriate to the particular University
event or function; and

b) approved by the President, a Vice President,
Chancel l or, or their designees.

C. Pr ocedur e

Prograns serving neals and/or refreshnents in
accordance with the exceptions (1) through (4) nust
conpl ete OPRPM Form 56 (Attachment 265.3) and OPRPM
Form 136 (Attachment 265.4) for exception (5). These
forms should be retained in the procurenent file.

d. QO hers
This section does not cover neals provided under:
1) Col | ecti ve bargai ning agreenents; and
2) Qut-service training prograns

Any circunstances not covered in this section should
be submitted to the OPRPM via the fiscal officer for
eval uation. The departnent's requests should include
sufficient documentation upon which a determ nation
may be nade regardi ng whether the expenditure is
justified and the conditions upon which approval
shoul d be given. The request should be submtted in
anple time for evaluation and processing prior to the
event .

13. Mot or Vehi cl es

a. For all vehicle purchases and vehicl e | eases,
Uni versity prograns shall conplete and submt the
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Vehi cl e Acqui sition Request Form prepared by UH

Auxi liary Enterprises-Transportation Services,
together wth the requested vehicle specifications to
t he appropriate departmental approving authority and
fiscal officer for approval, and shall forward the
formto the Superintendent of Transportation for
revi ew and approval .

b. The Superintendent will coordi nate any exceptions to
University fleet standards with the requesting
program review technical specifications, and transmt
not or vehicle requirements for procurenent action to:

1) The departnent for purchases or |eases within the
departmental fiscal officer’s purchasing
aut hority; or

2) The OPRPM for purchases or | eases exceeding the
departnental fiscal officer’s purchasing
authority.

Nar coti cs

Use of narcotics is restricted to certain University
progranms which nust have a permit fromthe Federal and/or
State government in order to purchase narcotics.

Requi sitions submtted to OPRPM or processed by the fisca
of ficer shall be acconpani ed by conpleted forns required by
t he Federal and/or State government and by a nenorandum
containing the follow ng information:

a. How the itemw || be used;

b. How and where the itemw |l be stored to ensure its
saf ekeepi ng; and

C. Nane of the person who will be responsible for the
security and dispensing of the item This person nust
be the one to whomthe permt was issued.

Organi zati onal Menber shi p

The University will pay for an institutional nenbership,
with a designated representative(s) nanmed, in professional
academ c, and business organi zati ons and associ ations if
it:
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a. Benefits the University;
b. Is directly supportive of the departnental function;
and
C. Has a reasonabl e and acceptabl e cost/benefit ratio.

Pursuant to Section A8.220, paynent of institutional
menber shi p dues or fees of professional organizations for
the University or its officers and enpl oyees is exenpt from
the requirements of the standard nethods of source

sel ection. Therefore, a request for sole source is not
required.

Price Lists and Requirenments Contracts

a. State Price Lists

The State Procurenent O fice (SPO establishes

requi renents contracts with commercial firns to

provi de certain conmmonly used supplies and equi pnent
at stated prices for given periods of tine. SPO

i ssues "Price Lists" containing the information
necessary for placing purchase orders with the
contractors. The prices |isted represent the best
prices obtainable by SPO for the itenms listed. The
University may participate in certain SPO Price Lists.
The OPRPMwi || notify fiscal officers of the Price
Lists in which the University will participate.

Fiscal officers with purchasing authority are
permtted to and shall issue purchase orders agai nst
these contracts in any dollar anmount provided they are
i ssued in accordance with the contract provisions.

The University is required to purchase itens from
those SPO Price Lists in which the University is

listed as a participant. |If itens available fromthe
Price Lists will not nmeet the University programs
specific needs, but simlar itens from another source
will, the fiscal officer shall submt a request for

wai ver as foll ows:

1) Request for Wiiver - Purchase may be nmade from
ot her supply sources if there is good and
sufficient reason. However, availability from
anot her source at a lower price is not an
accept abl e reason. The wai ver mnmust be obtai ned
fromthe Director, OPRPM
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a) Acti on by Depart nent

(1) Conplete OPRPM Form 96 "Request for
Aut hori zation to Purchase Qutside of
University Contract or State
Procurenent Office Price List"
(Attachment 265.5) and forward to the
OPRPM

b) Action by Ofice of Procurenent and Real
Property Managenent

(1) Review request and approve or
di sapprove.

2) Wai ver from State Price List (Furniture) - The
State of Hawaii provides an annual requirenents
contract for many of the furniture itens needed
by the University and purchase of furniture via
this contract is generally mandatory. Upgrades
of furniture may be all owed for executive |eve
and hi gh ranki ng manageri al personnel and shal
be approved by the Director, Ofice of
Procurenent and Real Property Managenent. Such
requests shall be submitted on OPRPM Form 72
"Wai ver to Purchase Furniture Qutside of SPO
Price List" (Attachment 265.6).

Requests for exenption fromfurniture price lists
for health and other reasons should be requested
on OPRPM Form 96 "Request For Authorization To
Purchase Qutside of University Contract or State
Procurenent O fice Price List" (Attachment
265.5).

Uni versity Requirenents Contracts

The OPRPM est ablishes requirenments contracts with
commercial firnms to provide comonly used goods and
services at stated prices for given periods of tine.
The Director, Ofice of Procurenment and Real Property
Managenent, issues price lists to fiscal officers
contai ning the information necessary for placing
purchase orders with the contractors.
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Fiscal officers with purchasing authority nust
purchase any item for which a University requirenents
contract is in effect, fromthe vendor with whomthe
University has that contract. Any exceptions from
this policy require approval in advance fromthe
Director, OPRPM Such requests shall be submtted on
OPRPM Form 96, "Request for Authorization to Purchase
Qutside of University Contract or State Procurenent
Ofice Price List (Waiver Form" (Attachment 265.5).

These contracts will require a purchase order or a
purchasing card to place an order. There is no dollar
limt on order placenent as |ong as contract

provi sions are foll owed.

Occasionally, one University programwll initiate a
systemw de contract for a product or service. Wen
such occurs, the initiating programshall assune
responsibility for the adm nistration of the contract.

Selected price lists are awarded on a voluntary-use
basis. This nmeans that University prograns which
identify a need for the goods or services included in
these price lists have a choice of either purchasing
or not purchasing fromthe price list. The OPRPM wi ||
advise fiscal officers of these voluntary-use price
lists.

17. Printing, Binding, and Stationery

a.

Definition

Printing, binding, and stationery work includes al
preparatory work, presswork, bindery work, and any
ot her production-rel ated work.

University Printing Facilities

Programs requiring printing, binding, and stationery
work shall utilize campus facilities whenever

possi ble. Contracting for such service is only

perm tted when canpus duplicating services, University
of Hawaii Press, Board of Publications Press (Manoa
Canpus), or Honolulu Community College Print Shop are
unabl e to perform such services. Each canpus shal
check its own duplicating services capability prior to
contracting for such services.
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1) The University Duplicating Services shop provides
the foll owi ng services:

a) Phot ocopyi ng, offset printing, binding,
collating, stapling, and delivery.

b) Digital and offset color printing.

Al originals nmust be in canmera- or print-ready
format.

2) Board of Publications-Beau Press can provide
custom sheet fed and web offset printing, and
conput er typesetting and graphics services. These
services are avail able to student organizati ons,
University prograns, and nenbers of the
Uni versity conmunity for institutionally rel ated
activities and to other state agenci es.

3) Honol ul u Conmunity Col | ege Print Shop (HCCPS) can
provi de basic duplicating services as well as
printing services for nmulti-color processes with
the largest finish size at 18" x 24". HCCPS can
al so print business forns which are not carbon-
interleaved or multi-part.

C. Soliciting Quotations for Printing Requirenents

If it has been determ ned that University printing
facilities are not equi pped to handle a particul ar
printing requirenent, prograns nmay solicit quotations
(refer to Section A8.250, Conpetitive Purchases)

Note: Prograns shall not conpete University printing
facilities against commercial vendors when soliciting
guot at i ons.

Pur chasi ng from Gover nnental Agenci es

Adm ni strative Procedure A8.220 permts the purchase of
goods, services, and construction froma governnental body,
i ncluding the federal governnment, a state or its politica
subdi vi sions, without the solicitation of quotations.

| nst ances where governnental agency status is unclear
shoul d be referred to the OPRPM for resol ution.
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Software License Agreenents

Fi scal officers are authorized to execute software |icense
agreenments within their purchasing authority.

Most ternms and conditions in vendor software |icense
agreenents are acceptable to the University and their forns
can be used to effect a contract. Fiscal officers shal
review the terns and conditions of these agreenents and
refer those clauses pertaining to liability,

i ndemmi fication, insurance, damages and ot her questionable
areas to the OPRPM for review. Fiscal officers are not
legally able to agree to indemify or defend contractors
and/or third parties. Upon conpletion of such review,
agreenents will be returned to the fiscal officer for
execution.

Uni versity of Hawaii Foundati on

The University of Hawaii Foundation is a private,
non-profit corporation which solicits, accepts, and

recei ves donations to support the University. University
prograns shall not transfer funds to the Foundation to
utilize the Foundation to acquire goods, services and
construction. The expenditure of public funds shall be
made in accordance with University procedures and
applicabl e | aws.

Uni versity Services

a. Bookst or es

Uni versity departnents and prograns nay procure goods
and services fromthe University of Hawaii Bookstores.
However, goods and services that are included in
current University requirements contracts and State
Procurenent O fice (SPO price lists in which the
University is participating may not be purchased from
t he Bookstores unl ess an OPRPM Form 96, "Request for
Aut hori zation to Purchase Qutside of University
Contract or State Procurenent O fice Price List

(Wai ver Form" (Attachment 265.5), has been approved
by the OPRPM prior to purchase.
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As required under Section A8.250, Small Purchases,
conpetitive quotations need to be solicited for
purchases fromthe Bookstores.

To place orders with the Bookstores, fiscal officers
shoul d either issue electronically generated purchase
orders for anobunts within the fiscal officer's
purchasi ng authority or cardholders may utilize

Uni versity purchasing cards. For Bookstore purchases
beyond the fiscal officer's purchasing authority, the
fiscal officer shall generate and conpl ete appropriate
pur chasi ng docunents in accordance with Section

A8. 250, Smal |l Purchases, and forward to the OPRPM f or
review and routing to the Bookstores. Fiscal officers
shal | be responsible for nonitoring departnental
orders to ensure that the products requested are not
included in University contracts or SPO price |ists.

Aut hority for procurenent of books for resale purposes
islimted to the Bookstores. Wen the nature of a
program requires issuance of books to students, such
books are to be procured through the University of
Hawai i Bookst ores.

Occasional ly, the Bookstores will have pronotional

sal es on certain equipnment which are restricted to
University faculty, staff and students. Prograns
shal | not purchase such equi pment fromthe Bookstores.

Facilities Planning and Managenent O fice (Manoa
Canpus)

The Facilities Planning and Managenent O fice provides
the followi ng services to prograns on the Manoa
Canpus:

1) Keys and | ock service;

2) Repairs and alterations to buildings and grounds;

3) Wring for installation of air conditioning
W ndow units;

4) Mai nt enance and janitorial supplies;

5) Movi ng and haul i ng services on canpus; and
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6) Mai nt enance of buil dings and grounds.

Requests for any of the above goods or services shal
be directed to the Facilities Planning and Managenent
Ofice on FPMJ s Servi ce/ Wrk Request Form

Purchase orders for these goods and services shall not
be issued to commerci al vendors unless authorized by
the Facilities Planning and Managenent O fice.

The Facilities Planning and Managenent O fice wll
revi ew purchases, both new and repl acenent, for carpet
and drapery and power requirenments for various

el ectrical equipnent, including but not limted to
conmput ers, research equi pnent, air conditioning,
refrigerators, freezers, stoves, mcrowave ovens, etc.

Auxi liary Services (Manoa Canpus)

Auxi liary Services provides and/ or nmanages the
foll owi ng services for progranms on the Manoa Canpus:

1) Par ki ng;

2) Transportation Services;

3) Dupl i cating Services;

4) Food Servi ces;

5) Facul ty Housi ng; and

6) Canmpus Mai | .

Requests for the above services shall be directed to
Auxiliary Services. Purchase orders for these

services shall not be issued to commerci al vendors
unl ess aut horized by Auxiliary Services.

Legal Services

requests to retain attorneys to provide | egal services

to the University shall be submtted for review and
processing by the Ofice of the University CGeneral Counsel.
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Unusual Purchases

Certain "unusual purchases" could be construed as
appropri ate purchases, depending on the function of the

program and on the circunstances. In any case, the
expenditure nust conformto standards of propriety and
legality. 1In carrying out this responsibility, the fisca

officer nust determne if a particular expenditure is a
bona fide business expense of a departnent's program and
whet her the expenditure is allowabl e under existing

Uni versity policies and procedures. A particular
expenditure nmay be an appropriate charge for one program
but an inappropriate charge for another program

Determ nations by the fiscal officers should be based
largely on the function of the program as well as on the
ci rcunst ances surroundi ng a particul ar expenditure which
woul d not otherw se be considered a bona fide business
expense. These "unusual purchases” nay include but shal
not be limted to: recognition awards, certificates,

pl agues or trophies to students or non-University

i ndi viduals or groups; printed t-shirts for various
progranms; nom nal incentives to research subjects;
perpetual awards to University enpl oyees which will be

di splayed in University facilities; frames for
certificates, docunents, or pictures for presentation to
students or non-University individuals or groups or

di splays in University facilities; pronotional banners;
engraved plates for displays in University facilities;
pronotional itens to enhance the i mage of the various
canpuses, e.g., inprinted binders, cal endars, mnmugs, pens,
pencils, visors, caps, bunper stickers, decals, squeeze
bottles, neno holders, letter openers, printed stickers;
unifornms for athletic team nenbers and coaches; signs.

The above itemi zation is not intended to be exhaustive.
Purchases and paynments for the above described itens as
wel | as any ot her expenditures deenmed appropriate by the
fiscal officer may be approved by the fiscal officer if the
anount is within the fiscal officer's purchasing authority.

For the purchase of protocol itens utilizing special,
revol vi ng and/ or endowrent funds, OPRPM Form 136, Purchase
of Meals, Refreshnments, and Protocol Itens with Special,
Revol vi ng and/ or Endowrent Funds (Attachment 265.4), shoul d
be conpleted and retained in the procurenent file.



