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A8. 220 General Principles

1. System wi de Procurenment O gani zation

a. Del egati on of Authority

Executive Policy E8.105 Authority to Execute Contractual
Docunments for Procuring Goods, Services, and Construction,
Granting Concessions on University Property, and Entering
into Cooperative Agreenents del egates to the Senior Vice
President for Adm nistration authority to execute al
contractual docunents for procuring goods, services, and
construction, granting concessions and entering into
cooperative agreenents. The Senior Vice President for
Adm ni stration has further delegated this authority to the
Director, Financial Mnagenent and Controller, and the
Director, Ofice of Procurenent, Real Property and Ri sk
Managenent ( OPRPRM .

Executive Policy E8.107 Authority to Execute Contractual
Docunments for Procuring Goods, Services and Construction

del egates to Senior Vice-Presidents and Chancel |l ors
authority to execute contractual docunents for procuring
goods, services, and construction in anounts |ess than
$25,000. Senior Vice Presidents and Chancellors may further
del egate this authority to fiscal officers of departnental
units under their direction and jurisdiction.

Only University personnel specifically del egated purchasing
authority as set forth above are authorized to conmt the
institution contractually and only within the limts of

t heir purchasing authority.

b. Director, Ofice of Procurenent., Real Property and Ri sk
Managenment ( OPRPRM

The procurenent function of the University is under the
jurisdiction of the Director, OPRPRM who reports to the
Director, Financial Mnagenent and Controller.
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The Director, OPRPRM has systemw de responsibility for

i npl enmenting and adm ni stering the provisions of this

adm ni strative procedure and for establishing and

mai ntai ni ng a purchasing systemfor the University of

Hawaii. These responsibilities include, but are not limted
to, the foll ow ng:

1) Formul ati ng procurenent policies, procedures and
practices;

2) Devel opi ng procurenent forns;

3) Provi di ng gui dance on procurenent matters to University
personnel ;

4) Resol vi ng vendor conpl aints and protests;

5) Provi di ng central purchasing and supply services as
appropri at e;

6) Supervising the purchasing activities of the
Uni versity;

7) Serving as the University's procurenent officer for
procuring goods, services, and construction;

8) Trai ni ng of personnel engaged in purchasing and rel ated
activities; and

9) Taki ng any other action necessary for the proper
direction and control of the procurenent function of
the University.

Fiscal Oficers

Fiscal officers are appointed in accordance with and perform
the financial functions outlined in Adm nistrative Procedure
A8. 025, Organi zational Responsibilities Wthin the Fiscal
System One of these functions is to support the

acqui sition of goods, services, and construction for their
organi zations. Fiscal officers shall be guided in this
endeavor by these procedures. Fiscal officers, in addition
to supporting the acquisition, nmay be delegated limted
authority to purchase goods, services, and construction.

The fiscal officer may exercise such purchasing authority
only after conpletion of a briefing and training, and
approval in witing, by the Financial Mnagenent Ofice.
Fiscal officers shall be responsible for contacting this
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office to schedule briefings and trai ning.

In the acquisition of goods, services, and construction with
costs above their del egated authority, fiscal officers shal
act as a liaison between their organizations and the OPRPRM
and shall advise and assist requisitioners on the various
aspects of procurenent and work prelimnary to contract
award as required or within their capacity. This may

i ncl ude procurenent planning, assisting in specification
formul ati on, obtaining quotations, recomendi ng award and
contract admnistration. 1In this respect, fiscal officers
shoul d be cogni zant of special and uni que problens affecting
their departnments to which general instructions do not

provi de a satisfactory resolution. In such cases, the
probl em shoul d be brought to the attention of the OPRPRM
with pertinent information and any proposed resolution. It
must be borne in mnd that fiscal officers are better able
to detect problemsituations than Systemofficials and are
expected to be the initiators of corrective action.

It shall be the responsibility of fiscal officers to apprise
personnel in their departnents of University procurenent
procedures. Failure of fiscal officers to conply with
procedures in the Adm nistrative Procedures Manual may
result in revocation of their purchasing authority or other
di sci plinary action.

1) Approval of Contracts and Certification as to
Avai lability of Funds

Fiscal officers shall obtain the signature of the
appropriate approving authority and certify as to the
avai lability of funds for purchases from accounts
serviced by them This certification may be
acconplished on the requisition form contract
encunbrance and paynent form the contractual docunent
(1 ncludi ng purchase orders), or separate
correspondence, as appropriate. The fiscal officer's
signature on other forns, such as the authorization for
paynment, constitutes a certification as to availability
of funds, whether or not the docunment itself so

sti pul at es.

Pursuant to Section 103-9, HRS, False certificates or

approval ; penalty, any public officer or enployee who

causes or authorizes the purchase of any materials or

supplies or the performance of any service or |abor on
behal f or for the benefit of the University, in the
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absence of any appropriations, or in excess of any
appropriations made for such purposes, wth the intent
that the materials or supplies so purchased or the
service or |abor so perfornmed shall be paid for by the
Uni versity shall be fined not nore than $500, or

i nprisoned not nore than one year, or both.

2) Accountability for Purchase Order Forns

Annual supplies of pre-nunbered hard copy purchase
order forms are issued to authorized fiscal officers
who are accountable to the OPRPRM for all purchase
orders issued to them Distribution of the purchase
orders by the fiscal officer to subordinate nmenbers of
the respective departnents shall not relieve the fisca
of ficer of responsibility and accountability.

The i nportance of the proper and accurate
accountability of purchase order fornms cannot be

over enphasi zed. Since conpl eted purchase orders
obligate the University to pay varying suns of noney,
they nust be properly controlled and used judiciously.
Fiscal officers shall exercise diligence in controlling
purchase order fornms that are issued to themso as to
precl ude "unaccounted for" or "m ssing"” purchase order
forms at fiscal year end. This shall be acconplished
by maintaining a log of the block of purchase order
forms issued to the fiscal officer. The |og
(Attachment 220.1) shall be maintained so as to show
the up-to-date status of each purchase order form as
"Used/ Cancel ed,"” "Voided," or "On Hand/ Unused." The
total nunber in these categories shall, at all tines,
equal the total nunber issued to the fiscal officer.

At the end of each fiscal year, but no later than July
10, each fiscal officer shall submt a consolidated
report, using Attachment 220.1, to the OPRPRM

A copy of each "cancel ed" or "voi ded" purchase order
formshall be retained by the fiscal officer and the
OPRPRM copy pronptly forwarded to t he OPRPRM

Pr ocur enent Pl anni ng

In order to insure that goods, services and construction are
avai | abl e when needed, advance pl anning of requirenents is
necessary. Though funds are not always on hand, prograns usually
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have general know edge of the expected anount and of receipt of
funds and can tentatively plan their procurenents based on this
informati on. Backl ogs of work usually occur inmediately prior to
the expiration of fund allotnents. To m nim ze peak purchasing
wor kl oads with their consequent del ays, prograns shoul d process
their requirenents at the earliest practicable date. Processing
requi renents near the end of the fiscal year may result in the

| apsing of funds. |If no bids are received in response to an
Invitation for Bids or all bids nust be rejected because of
defective specifications, there may be insufficient tine to
rebid, thereby resulting in the |loss of funds.

The procurenment process consists of three phases: 1) the funding
and preparation of requirenents by the using program 2) the
purchasi ng of requirenents by either the OPRPRM or the fiscal
officer; and 3) the manufacture, fabrication and delivery by the
vendor. Because of its geographic |ocation, Hawaii is especially
vul nerabl e to shi pnment delays. The acceptance of a contractual
comm tnment by a vendor, placenment of an order and surface
shipnment fromthe mainland to Hawaii usually requires from45 to
90 days. Depending upon the conplexity of the requirenent, the
desired procurenent lead tinme for the award of a purchase order
or contract fromthe tine of receipt of the requirenment in the
OPRPRM is as follows for the six nmethods of source sel ection:

a. Conpetitive seal ed bidding, approxi mately one hundred days;

b. Conpetitive seal ed proposal s, approximtely one hundred
days;

C. Prof essi onal services procurenent, approxinmtely one hundred
days;

d. Smal | purchases, approxi mately seven days;

e. Sol e source procurenent exceeding the threshold for

advertised bidding, approximtely fourteen days for
approval, and if a contract is to be negoti at ed,
approxi mately sixty days for award; and

f. Enmer gency procurenment, inmediate verbal approval.

To reduce procurenent tinme, prograns should begin the processing
of a requirenent at the earliest possible date. The tine
necessary for such processing may be reduced by the program
performng prelimnary work towards the formul ati on of technical
specifications and the researching of sources of supply before
the requirenment reaches the OPRPRM |f the capability for
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performng these two tasks is not available in the requiring
program it should begin to work at an early date wi th OPRPRM
Procurenment Specialists toward acconplishing them In
anticipation of an award froma granting agency and to enabl e
prograns to conply with project schedul es, quotes, bids, or
proposals may be solicited prior to receipt of the actual award
provi di ng bidders are advised that award is predi cated upon funds
becom ng avail abl e.

Frequent rem nders to requiring units by staff and fiscal
officers of the length of tinme involved in acquiring goods and
services and the need for constant planning should do nmuch to
prevent work backlogs and to shorten the acquisition tine as well
as to reduce costs. For federal screening requirenent thresholds
for industrial plant equi pnent and automatic data processing

equi pnent prior to purchase with federal funds, refer to APM
Section A8.290, Requirenents of Federally Funded Purchases.

St andards of Conduct

Uni versity personnel who deal with any phase of contracting
should be famliar with Chapter 84, HRS, Standards of Conduct,
and shall abide by the follow ng:

a. G fts. No enployee shall solicit, accept, or receive,
directly or indirectly, any gift, whether in the form of
noney, service, |loan, travel, entertai nment, hospitality,
thing, or promse, or in any other form under circunstances
in which it can reasonably be inferred that the gift is
intended to influence the enployee in the performance of the
enpl oyee's official duties or is intended as a reward for
any official action on the enployee's part.

b. Confidential information. No enployee shall disclose
informati on which by law or practice is not available to the
public and which the enpl oyee acquires in the course of the
enpl oyee's official duties, or use the information for the
enpl oyee' s personal gain or for the benefit of anyone.

C. Fair treatment. No enpl oyee shall use or attenpt to use the
enpl oyee's official position to secure or grant unwarranted
privileges, exenptions, advantages, contracts, or treatnent,
for oneself or others including, but not l[imted to, the
fol | ow ng:

1) Seeki ng ot her enploynment or contract for services for
onesel f by the use or attenpted use of the enpl oyee's
of fice or position;
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Accepting, receiving, or soliciting conpensation or
ot her consideration for the performance of the

enpl oyee's official duties or responsibilities except
as provided by |aw

Using state time, equipnent or other facilities for
private business purposes; and

Soliciting, selling, or otherwi se engaging in a
substantial financial transaction with a subordinate or
a person or business whomthe enpl oyee inspects or
supervises in the enployee's official capacity.

icts of Interest.

1)

2)

3)

4)

Di scl

No enpl oyee shall take any official action directly
af fecting:

a) A busi ness or other undertaking in which the
enpl oyee has a substantial financial interest; or

b) A private undertaking in which the enployee is
engaged as | egal counsel, advisor, consultant,
representative, or other agency capacity.

No enpl oyee shall acquire financial interests in any
busi ness or ot her undertaki ng which the enpl oyee has
reason to believe may be directly involved in official
action to be taken by the enpl oyee.

No enpl oyee shall assist any person or business or act
in a representative capacity before any State or county
agency for a contingent conpensation in any transaction
involving the State.

No enpl oyee shall assist any person or business or act
in a representative capacity for a fee or other
conpensation to obtain a contract, claim or other
transaction or proposal in which the enpl oyee has
participated or will participate as an enpl oyee, nor
shal | the enpl oyee assi st any person or business or act
in a representative capacity for a fee or other
conpensati on on such contract, claim or other
transaction or proposal within the University.

osure. Chapter 84, HRS, requires certain State

officials to submt D sclosure of Financial Interest forns
to the Ethics Comm ssion. Upon notification, those falling
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within the category requiring submttal of the formwll be
advi sed by the Conmm ssion.

Ki ckbacks. Wen expendi ng federal funds, the University of
Hawaii is required to conply with the Anti-Ki ckback Act of
1986, which prohibits the nmaking or accepting of paynents
for the purpose of inproperly obtaining or rewarding
favorabl e treatnent.

The foll owm ng procedures have been established to conply
with the requirenents of the |aw

1) Definitions

Ki ckback: any noney, fee, comm ssion, credit, gift,
gratuity, thing of value, or conpensation of any kind
which is provided, directly or indirectly, to the
University of Hawaii, University enployee, contractor
or contractor enployee for the purpose of inproperly
obtaining or rewardi ng favorabl e treatnent.

Contractor: any person who offers to furnish or
furni shes any supplies, materials, equipnment, or
service of any kind under a contract with the
Uni versity.

Person: a corporation, partnership, business
associ ation of any kind, trust, joint-stock conpany, or
i ndi vi dual .

2) Responsibility

No person shall

a) Provide, attenpt to provide, or offer to provide
any ki ckback;

b) Solicit, accept, or attenpt to accept any
ki ckback; or

c) Charge the federal governnent or the University,
directly or indirectly, the amount of any
ki ckback.
3) Penalties

a) Any person who knowingly and willfully engages in
t he conduct proscribed in subparagraph 2) above
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may be subject to crimnal penalties.

b) Civil penalties may be recovered from any person
who know ngly engages in such prohibited conduct.

Audit Procedures

The OPRPRM shall require fiscal officers and other
Uni versity personnel in contracting or related
activities to submt an annual Anti-Ki ckback
declaration on a formto be provided.

Procedures to Report Kickbacks

a) When any person has reasonabl e grounds to believe
that a violation of the Anti-Kickback Act has
occurred, he/she shall pronptly report in witing
the possible violation to the Director, OPRPRM

b) Uni versity personnel shall cooperate fully with
any Federal agency investigating a possible
violation of the Act.

Procedures to O fset Kickbacks

The federal Contracting O ficer may:

a) O fset the anpbunt of any kickback agai nst any
nmoni es owed under the contract with the
Uni versity; and/or

b) Direct that the University wi thhold from suns owed
a contractor the amount of any kickback; and

c) Order that nonies w thheld under subparagraph b)
above be paid over to the federal governnent
unless it has already offset those noni es under
subpar agraph a) above . In either case, the
University is required to notify the federal
Contracting Oficer whenever nonies are wthhel d.
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Contracts. A state agency shall not enter into any contract
to procure goods or services, or for construction, with a

| egi sl ator, an enployee, or a business in which a |egislator
or an enpl oyee has a controlling interest, involving
services or property of a value in excess of $10,000 unl ess
the contract is awarded by conpetitive seal ed bi ddi ng or
conpetitive seal ed proposal or a notice of intent to award
the contract is posted and a copy filed with the State
Et hi cs Comm ssi on.

1) A state agency shall not enter into a contract with any
person or business which is represented or assisted
personally in the matter by a person who has been an
enpl oyee of the agency within the preceding two years
and who participated while in state office or
enpl oynent in the matter with which the contract is
directly concerned.

Parcel i ng of Purchases

a.

These procedures specifically prohibit parceling which is
defined as the artificial division or fragnmentation of a
purchase of sane, like, or related itens of goods, services,
or construction into several purchases of smaller
guantities, so as to evade limts of del egated purchasing
authority or conpetitive bidding requirenents.

When deciding if the division of a purchase is artificial or
natural, the fiscal officer shall consider the foll ow ng:

1) The higher the price of a group of purchases, the nore
i kely they shoul d be consol i dat ed;

2) The nore simlar the goods, services, or construction
or the nore possible it is to find a group of goods,
services, or construction fromone type of vendor, the
nore |ikely they should be consolidated; and

3) The nore predictable the procurenent of simlar goods,
services, and construction is, the nore likely they
shoul d be consol i dat ed.

The dol |l ar anount for determ ning whether to bid or not to
bid is based on the total dollar anmpbunt of the purchase of

sane, like, or related goods, services, or construction
during any twel ve-nonth period as processed by a fiscal
officer. |If these expenditures for a twelve-nonth period as

processed by a fiscal officer are nore than the advertised
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bi ddi ng threshol d, conpetitive bids should be issued to
establish a contract. Conpetitive bids should al so be
solicited for | ease and | ease-purchase contracts for

equi pnent, mai ntenance contracts, or any other nulti-year
contracts, if:

1) The total expenditure for one year is nore than the
advertised bidding threshold;

2) The | ease agreenent includes an option to purchase and
the total expenditure under this option is nore than
the advertised bidding threshold (including | ease
paynments); or

3) The total expenditure for the multi-year contract is
nmore than the advertised bidding threshold even though
the total annual expenditure does not anobunt to nore
than the advertised bidding threshol d.

d. It shall be the responsibility of the fiscal officer to
ensure that requirenents are consolidated so that the goods,
services, or construction are publicly bid.

e. Requirenments totaling nore than the adverti sed bi ddi ng
threshol d for goods, services and construction froma fiscal
of ficer, except those on State or University price |ists,
book fund purchase orders issued by Library Services and the
Law School Library and purchases of materials, supplies, and
books by University of Hawaii bookstores for resal e, shal
be submtted to the OPRPRM for procurenent action

Year - End Contracting

To insure the conpletion and recording of all fiscal transactions
at the close of the fiscal year, the cut-off date of April 1 is
established for the follow ng purchases, except energency

requi renents:

a. Purchase requirenments for goods, services and construction
which require formal advertised bidding. Potentially
conpl ex requirenents should be coordinated with and
submtted to the OPRPRM as soon as possible prior to April 1
of each fiscal year. Purchase requirenents submtted after
April 1 will be processed only if time permts;

b. Procurenent of professional services which exceed the
advertised bidding threshold;
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Sol e source requirenents for goods, services and
construction which exceed the advertised bidding threshold;

and

contract nodifications, including renewals.

Denponstration of Equi pnent

Because know edge of equi pnent characteristics cannot be gai ned
solely fromtechnical literature or verbal descriptions, the
Uni versity encourages departnments to take advantage of vendor
denonstrati ons.

a.

Qlidelines to consider for vendor denpbnstrations:

1)

2)

3)

4)

Whenever possible, University enpl oyees should visit
vendor advertised displays to view equi pnment for which
they nmay have a need;

Equi prent may be vi ewed, and sonetines denonstrated, at
the vendor's place of business;

The vendor may consent to bring the equi pnent to the
University and denonstrate it. |In such instances, w de
att endance i s encouraged; and

The vendor nmay, at his/her own volition, ask to have
the equipnent installed for a trial period.

Pr ocedures:

| f equipnent installation is accepted, University personnel
shoul d be gui ded by the foll ow ng:

1)

2)

3)

4)

Such installation and trial period nmust be at the
volition of the vendor;

The trial period nust be for the mnimumtine necessary
to acquire operating know edge of the equi pnent and the
period nust be specified and agreed to by both parties
before installation;

The vendor shall be responsible for third party
l[iability or any damage caused by the vendor's
negl i gence or acts;

Prior toinstallation at a University |location, the
vendor shoul d be advised that the risk of |oss of the
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equi pnent is with the vendor;

The vendor nust be advised that perm ssion to instal
equi pnent and its subsequent trial usage by the
University does not in any way obligate the University
to purchase the equi pnent, nor wll there be any charge
associated wth this installation; and

The vendor shoul d be asked to sign a statenent siml ar
to the foll ow ng:

STATEMENT
Wher eas the undersigned is an authori zed

representative of (Conpany Nane)
with authority to commt the conpany, and

Whereas the undersigned is desirous of installing

(Equi prment / Model No. ) at (Univ. Location) for
a period of _(#) days, beginning (Dat €) for the
pur pose of the University using the equipnent to
determine its suitability for (purchase) (lease) other
use ( ).

Ther ef or e, (Conpany Nane) agrees to
hold the University harmess fromall costs and
ltability during this period and agrees that
installation and operation of the equi pnent at this
| ocati on does not obligate the University

to acquire this equi pnent.

(To Be Signed by Conpany Rep)

| f any operating costs are involved, the transaction
shall be regulated in accordance with University
procurenent policy. Any questions on procedure and
agreenents beyond departnental purchasing authority
shall be referred to the OPRPRM and

Any agreenent requiring execution by the University
wll be forwarded to the OPRPRM

For an overview of State tax |aws, refer to Publication-1,
Information on Hawaii State Taxes Adm ni stered by the
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Depart ment of Taxation (Attachment 220.2). The publication
provides information on State tax |aws pertaining to general
exci se and use taxes which affect vendors doing business in
the State. It is suggested that fiscal officers famliarize
thenselves with these laws in order that they be able to
advi se vendors, especially out-of-state vendors who nay not
be aware that the goods and services they provide to the
University may be subject to taxation. Further, to provide
out-of -state vendors with an overview of Hawaii tax | aws and
to assist themin fornulating their quotations, you may w sh
to provide themw th a copy of Publication-1 when soliciting
quotations. |If additional copies are needed, existing
copi es may be photocopied. This awareness of tax liability
is especially crucial in those situations when a tax
clearance certificate is required, (Refer to Section
A8.275.4.1).

In the State of Hawaii the general excise and use taxes are
applicable, as foll ows:

1) General Excise Tax (Chapter 237, HRS) is levied on
gross receipts or gross incone derived from al
busi ness activities in the State, e.g., sale or |easing
of tangi bl e personal property; contracting; the
rendering of services, including professional services;
comm ssions; and the rental of real property. The
general excise tax is not a sales tax. It is inposed
on persons (individuals, corporations, partnerships, or
other entities) receiving the incone for the privil ege
of doing business in Hawaii and may be passed on to the
Uni versity.

Qut-of -state vendors as well as vendors located in
Hawai i are subject to the general excise tax on
activities in the State or sources wwthin Hawaii. An
out-of -state vendor is subject to the general excise
tax if the vendor has sufficient presence in the State;
presence in the State is established if the vendor has
an office, inventory, property, enployees, or other
representation located in the State or if services in
conjunction with sales of property, such as training,
installation, or repairs, are provided in the State.

O her factors which are considered in determining if
the sal e of goods or services of out-of-state vendors
is taxable are where delivery and acceptance of goods

t akes place and where title or risk of |oss passes from
the seller to the buyer.
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The general excise tax rate is currently set at 4.166%

2) Use Tax (Chapter 238, HRS) is a tax on the | anded val ue
of tangible personal property inported into Hawaii for
use in the State. |If tangible personal property is
inported into Hawaii for resale at the retail |evel or
for | ease or rental to another person or business, the
vendor will be subject to the use tax at the rate of
1/2 of 1% of the | anded val ue of the property, i.e.,
the invoi ced or manufactured cost of the property, plus
freight and insurance.

An exenption fromthe general excise tax for scientific
equi pnent is covered in Section A8.290.

Al though the University is a tax exenpt educati onal
institution, there is no nunbered University of Hawaii tax
exenption certificate.

Sal es taxes of other states are payable when title passes in
such states (FOB source).

Questions pertaining to Hawaii State Taxes shoul d be
directed to the State of Hawaii, Departnment of Taxation,
Taxpayer Services Branch, 830 Punchbow

Street, Honolulu, Hawaii 96813-5045, tel ephone: toll free
(800) 222-3229 or (808) 587-4242.

8. Pr ocurenent Vi ol ati ons

a.

Most procurenent violations are normally inadvertent, and
the result of admnistrative error, |lack of know edge, or
sinpl e carel essness. Corrective action may involve the

i npl enentati on of better procedures, enployee training, and
progressive discipline. The OPRPRM shall conduct

i nvestigations of procurenent violations and shall determ ne
what corrective action i s warranted.

Certain procurenent violations nay be subject to corrective
action as descri bed bel ow

1) A person who contracts for or purchases goods,
services, or construction in a manner the person knows
to be contrary to the requirenents of the
Adm ni strative Procedures Manual shall be liable for
all costs and danmages to the University arising out of
t he vi ol ati on.
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2) A person who intentionally or knowi ngly contracts for
or purchases goods, services, or construction under a
schenme or artifice to avoid the requirenents of the
Adm ni strative Procedures Manual nay be subject to
removal fromoffice and shall be liable to the
University for any sumpaid by it in connection with
the violation, and that sum together with interest and
costs, shall be recoverable by the University.

Met hods of Source Sel ection

Unl ess exenpt by adm nistrative procedure, all purchases
utilizing public funds, irrespective of their source, shall be
made in accordance with one of the follow ng nmethods of source
sel ection:

a. Conpetitive seal ed bidding;

b. Conpetitive seal ed proposals;

C. Pr of essi onal services procurenent;

d. Smal | purchases;

e. Sol e source procurenent; and

f. Emer gency procurenent.

These si x nethods of source selection are discussed in detail in

sections to foll ow

Exenpt Procurenents

a. The foll ow ng have been approved by the President to be
exenpt fromthe requirenents of the six methods of source
sel ection:

1) Di sbursement of funds for grants, subsidies, or
purchases of services as defined in Sections 42F-101
and 103F- 101, HRS;

2) Paynments to or on behalf of public officers and
enpl oyees for salaries, fringe benefits, professional
fees, or reinbursenents provided for by admnistrative
procedur e;

3) Paynent of obligations that the University is required
to pay by law, including paying fees, pernanent
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settlenments, subsidies, or other clainms, nmaking
refunds, and returning funds held by the University as
trustee, custodi an, or bail ee;

4) Di sbursenent of funds for entitlenent prograns,
i ncl udi ng public assistance, unenploynent, and workers
conpensati on prograns, established by state or federal
I aw;

5) Paynent of dues or fees of professional organizations
of which the University or its officers and enpl oyees
are nmenbers excluding the paynent of i ndividual
prof essional fees, e.g., bar dues and nedical |icense
fees, which is an i nappropriate expenditure of public
funds (Refer to Section A8.265.16);

6) Di sbursenent of funds for deposit, investnent, or
saf ekeepi ng, including expenses related to their
deposit, investnent, or safekeeping;

7) D sbursenment of funds to governnental bodies of the
State of Hawaii;

8) D sbursement of funds as | oans, under |oan prograns
adm ni stered by the University;

9) Procurenment of goods, services, or construction froma
governnment al body, including the federal governnent, or
another state or its political subdivision. University
of Hawaii departnents and prograns may procure goods
and services fromthe University of Hawaii Bookstores
that are routinely stocked and marketed and not
specially ordered (Refer to Section A8.265);

10) Procurenent of goods and services for the Ofice of
Intercollegiate Athletics of the University of Hawaili
at Manoa with noneys fromthe University of Hawaii at
Manoa intercollegiate athletics revol ving fund.

11) Services of expert witnesses for potential and actual
l[itigation of |legal matters involving the
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state, its agencies, and its officers and enpl oyees,
i ncl udi ng adm ni strative quasi-judicial proceedings;

12) Works of art for nmuseum or public display;

13) Research, reference, and educational naterials
i ncl udi ng books, maps, periodicals, and panphlets,
whi ch are published in print, video, audio, magnetic,
or electronic form

14) Opponents for athletic contests;

15) Utility services whose rates or prices are fixed by
regul atory processes or agencies;

16) Performances, including entertai nnment, speeches, and
cultural and artistic presentations;

17) Goods and services for resale by the University;

18) Services of printers, rating agencies, support facility
providers, fiscal and paying agents, and registrars for
the i ssuance and sale of the University's bonds;

19) Travel arrangenents purchased by the University of
Hawaii for its intercollegiate athletics prograns;
20) Services of lecturers and speakers;

21) Subgrants and subcontracts to organi zations directed by
t he fundi ng agency (Refer to Section A8.290);

22) Materials, supplies, and foodstuffs purchased for use
by students in instructional prograns when the type or
anount required nust be determ ned as part of the
course curricul um

23) Affiliation agreenents with hospitals and other health
care providers required for University of Hawaili
clinical education prograns;

24) Services of |legal counsel, guardian ad litem
psychi atrists, and psychol ogi sts, when required by
court order, or by the Rules of Court in the case of
interpreters, in crimnal and civil proceedi ngs;

25) Educational material used in University courses,
l'ibraries, and enpl oyee training including textbooks,
wor kbooks, visuals, kits, guides, and tests, in print,
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vi deo, audi o, magnetic, or electronic form

26) Insurance or insurance broker services;

27) Animals and pl ants;

28) New or used itenms which are advant ageous and avail abl e
on short notice and subject to sale, such as through an
auction, bankruptcy, foreclosure, etc.;

29) Food and fodder for animals;

30) Rental of hotel facilities for conferences, neetings,
and training sessions;

31) Advertisenents in specialized publications, such as in
ethnic or foreign | anguage publications, trade
publ i cations, professional publications;

32) Professional consultant services as required under
Chapt er 658, HRS;

33) Services for the publication of scholarly and
educati onal books and journals which shall be Iimted
t o:

a) Manuscri pt eval uation, copy editing, proofreading,
i ndexi ng, design, manuscript clean-up, page make-
up, and typesetting;

b) Desi gn, production, and printing of pronotional
mat eri al s, and conm ssion sal es representation;

c) War ehouse storage and fulfillnment services, and
d) Editorial and production services, including
printing and bindi ng, when full publication
services are required for projects too difficult
or too tinme consum ng to produce in-house;
34) Interpreter services;

35) Publication of scholarly papers in specific
pr of essi onal journals;

36) Medical services for injured student athletes. These
services include but are not limted to:
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a) Treat nent by out-of-state nedical health
prof essi onal s when athletes are on the road for
ganes;

b) Treatment for a difficult to diagnose and/ or
| ongst andi ng nmedi cal condition by a series of
medi cal health professionals by referrals;

c) Treat nent by a physician when athlete is referred
by the team physician or by any one of the
vol unt eer physi ci ans;

d) I n-patient or out-patient surgical services
performed by a physician assigned to an athlete by
a hospital; and

e) Treatnent by a famly physician as requested by a
student athl ete;

Medi cal services for research projects;

Procurenent of repair services when dismantling is
required to assess the extent of repairs;

Radio and television airtinme, print and other nedia
when selection is to be nmade by current audi ence/reader
denogr aphi cs;

Regi stration fees for conferences, semnars, etc.;
Contracts with attorneys for |egal services;

Pur chases of commodity hardware and software for
conputing, telecomrmunications, and nedia support of
$25, 000 or nore (Refer to APM Section A8.265.9.a for
procedure);

Tel econmuni cati ons services of $25,000 or nore (Refer
to APM Section A8.265.9.a for procedure); and

Rental of booth space for exhibits at conventions and
trade shows when organi zed by a single sponsor.

pur chases of $2,500 or nore processed on the basis of

any of the above exenptions nust cite the follow ng
statenent on the purchase order or contract:

"Exenpt purchase, pursuant to APM Section AS8.220. 10,
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Exenption No. (cite exenption nunber, 1 through 44, fromthe
above list)."

Pursuant to Section 304-8.94, HRS, the expenditure of funds
fromthe revolving fund of the University of Hawaii at Manoa
Qutreach Col | ege Conference Center for all costs associated
wi th conducting conferences, sem nars, and courses,
including but not limted to, expenses for honoraria, hotel
and roomrentals, food and refreshnent, printing and

mai ling, airfare and per diem leis, rental of audio-visual
equi pnent, and conference supplies and materials, are exenpt
fromthe six nethods of source selection.

Al'l purchases of $2,500 or nore processed on the basis of
this exenption should cite, for audit purposes, the
foll ow ng statenent on the purchase order or contract:

"Exenpt purchase, pursuant to Section 304-8.94, HRS."

Pursuant to Section 304-8.945, HRS, the expenditure of funds
fromthe revolving fund of the University of Hawaii at Hilo
Col | ege of Continui ng Educati on and Comrunity Service
Conference Center for all costs associated with conducting
conferences, sem nars, and courses, including but not
limted to, expenses for honoraria, hotel and roomrentals,
food and refreshnment, printing and mailing, airfare and per
diem leis, rental of audio-visual equipnent, and conference
supplies and materials, are exenpt fromthe six methods of
source sel ection.

Al'l purchases of $2,500 or nore processed on the basis of
this exenption should cite, for audit purposes, the
foll ow ng statenent on the purchase order or contract:

"Exenpt purchase, pursuant to Section 304-8.945, HRS."

Pursuant to Section 305-5, HRS, the expenditure of funds
fromthe revolving funds of Conference Center prograns
conducted by the various community colleges for all costs
associ ated with conducting conferences, semnars, and
courses, including but not limted to, honoraria, hotel and
roomrentals, food and refreshnment, printing and mailing,
airfare and per diem leis, rental of audio-visual

equi pnent, and conference supplies and materials, are exenpt
fromthe six nethods of source selection.

Al'l purchases of $2,500 or nore processed on the basis of
this exenption should cite, for audit purposes, the
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foll ow ng statenent on the purchase order or contract:
"Exenpt purchase, pursuant to Section 305-5, HRS."

Pursuant to Section 304-8.41, HRS, the expenditure of funds
fromthe revol ving funds of comercial enterprises for al
costs and expenses associated with the operation of the
enterprises, including hiring personnel, renovating
commerci al space, and purchasi ng nerchandi se, supplies, and
equi pnent, are exenpt fromthe six nethods of source

sel ection.

Al'l purchases of $2,500 or nore processed on the basis of
this exenption should cite, for audit purposes, the
foll ow ng statenent on the purchase order or contract:

"Exenpt purchase, pursuant to Section 304-8.41, HRS."

Fi scal officers shall issue purchase orders for "exenpt"
purchases within their del egated purchasing authority only,
except for insurance purchases (Exenption No. 26), which
shall only be nmade by the OPRPRM pursuant to Section
A8.265.10. All purchase orders exceeding this authority
shall be submtted to a designated departnental fisca
officer with greater purchasing authority or to OPRPRM as
appl i cable, for review and processing.

Al t hough the foregoing are exenpt fromthe requirenments of
t he six nethods of source selection, a determ nation of
price reasonabl eness for purchases of $2,500 or nore as
requi red under APM Section A8.285, nmust be made to insure
that public funds are being expended to the best advantage
of the University. Form95, Determ nation of Cost or Price
Reasonabl eness (Attachment 285.1) shall be used for this
pur pose.



