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Pursuant to HRS Chapter 103-10, the vendor is entitled to
Interest commencing on the 30th day following the receipt
of the invoice or satisfactory delivery of goods/services,
whichever is later. Therefore, departments should instruct
vendors to send invoices directly to the Business Services
Office for processing. This will assist us in avoiding interest
on late vendor payments.

The “requisitioner’s copy” (R/C) of purchase orders should
be submitted to the Business Services Office as soon as the
goods or services are received. Departments should not
wait until the University receives an invoice before
submitting the R/C.



As a follow up to the Chancellor’'s FY 2011 message on
spending (email dated May 16, 2011), for FY 2012 the
Business Services Office does not require additional
approvals by the Vice Chancellor or Chancellor.

Please check with your appropriate Vice Chancellor on their
approval requirements.



Reminders for completing a requisition:
Include the deliver on/before date in the corresponding
box. This should be the date the goods are to be received,
or if for services (i.e. cell phone), the last date of the
service period.

In the “Deliver To” and “Vendor Address” sections, the
“USA” country code is only required if you are purchasing
an item from a foreign vendor or shipping your goods to a
foreign destination. Please leave the field blank for all other
transactions.

In the “Deliver To” box, include the University’s name, the
department name and University’s address (double check
this when creating a requisition from SuperQuote; the
Information may not always transfer over correctly).



Reminders for completing a requisition (cont.):

The General Excise tax rate is 4.166% for the Island of
Hawali‘l. Purchases delivered to the Island of Oahu are
subject to the higher 4.71% tax rate.

For example, if goods are delivered to the UH Hilo Campus,
the 4.166% rate will apply. But, if goods/services are
delivered to an Oahu address the 4.71% rate will apply.

Please ensure that all quotes and requisitions reflect the
appropriate tax rate.



Requisition (include details of the reimbursable expense In
the “description” field)

Letter of Invitation (include scope of work, dates of the
visit and the amounts UHH will be paying)

Flyer/advertisement/correspondence of event
Non-Employee invoice

WH-1 (if not a US citizen)

Original receipts

For mileage reimbursements, submit a Google or MapQuest
type map showing the mileage traveled



Effective July 1, 2011, the Federal Allowable Rates for the
State of Hawai‘i have been updated. Attached for your
Information is both a worksheet listing the individual FAR
rates for the State of Hawai‘i, and a simplified spreadsheet
listing only the lodging and M&IE rates.



MAXIMUM PER DIEM RATES OUTSIDE THE CONTINENTAL UNITED STATES
TRAVEL PER DIEM ALLOWANCES

COUNTRY/STATE: HAWAII

PUBLICATION DATE: 07-01-11

NOTES
L Use the OTHER rate if nelther the LOCATION nor MILITARY INSTALLATION ks listed.
2. For ofer allowances that ane based on per diem ratea (e.g., TLE, TLA, TQSE, TQSA), see the
appropriate rules
for hoae allowances reganding what per dism rate 1o use.

3 The standard ONBASE INCIDENT AL RATE Is $3.50 OCONUS wide.

4. When Government meals are , e approp G ent meal rale, as preaoibed in
Apoendix A, b= applicable.
5 PerDiem Rate = Max Lodging + Meals (Local Meals, Proportional, or Govemiment) + Inddental
Rate (Local or OnBass)
* Adl rates are in LS Dadlars
Soasons
Maximum | Local | Propostional Local Fooinote | Maximum | Effective
Locally 1:":]' Lodging | Mesls Moals incidantal | Rate || Per Diem Dain
ISLEOF i -
SAwaalialo 121 104 a7 49 n 213 72011
:ﬂﬁ:’: OTHER 0112%11' 180 a3 52 23 298 07012011
i -
ISLEOF KaLAl 1201 243 102 57 25 Im 07012011
ISLE OF MALI ':'112%'1' 18 28 54 " 2w Jomouzon
oam-
ISLE OF OAHU 1261 177 83 52 2 293 7201
01 -
LANM 249 118 a4 =] 394 0712011
121
LIEALLALS oo
HAVAL 1291 177 a3 52 23 293 07012011
MAGAANE
014 -
MOLOKAI 1201 13 T8 45 12 228 07012011
i -
[OTHER] 1201 104 a7 49 el 213 0721 1
*Useibe (TR re 0 BeseT S (11 F Bor STLTTART THST ALLA | ILH 15 el




Effective July 1, 2011
Federal Allowable Rates for the State of Hawai'i

Locality Max Lodging M&IE
ISLE OF Hawai‘i: HILO 104 109
ISLE OF Hawai‘i: OTHER 180 116
KAUAI 243 127
MAUI 169 120
OAHU 177 116
LANAI 249 145
LUALUOLEI 177 116
MOLOKAI 131 97
OTHER 104 109
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STEP 1 — UNBLOCK THE PCARD

The Pcard must be unblocked to make payment for cell
phone and data plan charges.

Pcard users should first discuss the unblocking of the Pcard
with their supervisor and then email Teri Kubo

( ) the request, along with their
supervisor’s approval.

Teri will coordinate the requests and email back when the
block has been removed.
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STEP 3 — ENSURE THE INVOICE 1S CORRECT

Pcard users should review the invoice to ensure the
charges are correct. Pcard holders are responsible to
contact the cell phone or data plan provider to correct the
Invoice.

Do not pay the past due charges on the current invoice,
Instead obtain a copy of the past due invoice to make
payment. When paying late fees, use sub code 6204 on
the transaction log, late fees should be avoided as much as
possible.



STEP 4 — PAY THE INVOICE

The cell phone or data plan invoice should be paid prior to

the payment deadline. Vendors offer a number of methods
to make payment using a credit card, including using their

website, in person, or an in-store kiosk.

Whichever method is selected, Pcard users should not pay
an additional fee to make a payment and must obtain an
original paid receipt.



STEP 5 — THE ORIGINAL PAID RECEIPT

The original paid receipt should include proof of payment
using the Pcard, amount paid, and a confirmation number.
The receipt and the invoice amount should match.



STEP 6 — SUBMIT THE PCARD DOCUMENTS TO THE
BUSINESS OFFICE

Both the cell phone / data plan invoice and original paid
receipt should be submitted with the Pcard transaction log
by the deadline.

For cell phone invoices, the following certifying statement
should be written or typed on the invoice and signed by the
user. “l certify the phone charges are correct”.

On the transaction log, sub code 3800 should be used for
cell phone and data charges.
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OPRPM Form 136 Approval Routing
Process

Requesting Official Competes the Form 136
in accordamce with APM AB285.12
Approval of Form 138 should be cbtained
prior o processing a requisition, P-Card
Transaction or other applicable documentis

Departmental Signature:
Dean/Director

Form 128 is fonward to the Business Office for
Fiscal Officer review and approval
Business Office shall forward to WC for Admin
Affairs/Designee for final review

Vice Chancellor for Administrative
Affairs reviews and final approves

Original Form 138 is returned
to the Requesting Official

Crrigimal Form 1348 is attached to the
Requisition, P-Card Transaction, or other
applicable docurment and sent fo the
Business Office for processing




Wa‘_;;g?“m tems in () are
e ! notes only (not to
be put on the form) —
Memg;n/dj.lm/ P )
R Indicated contact
TO: Vice Chancellor Sakai Designes) R —
Presidan, Vios Presden, Chancalon, or Desgnes person and Dﬂntlaﬂt
i number on top right of
VIA: Marie Honda e
Fame of Fiaca Offar anm
FROM: {Dean/Director/Approving Authority of the Fund) Have them sign heres— Have ﬂ:'E .
FIare of Mequesing Clad approving authority
sign here
BUBJECT: Purchasa of Maals, Refreshmeants, and Protocol Items with Spedial, Revolving andior
Endowmeant Funds
Tha deasiras to
Depmimert or Prograrm)
purchasa maals, refreshments, and/or pratocal items undear with funds
Purchase Omler or Conrac Na)
denived from fe designated S pacial, Revolving and/ar Endowmant Fund | }
[hocauniCampus Code)

for title of event; include the date{s) of the event

ity Function)
COMPLETE THE FOLLOWING AND ATTACH SUPPORTING DOCUMENTATION attach additional pages if
necessary):

Descriplion of the items to be purchasad:

Include a detailed description

Justification for the purchase and explanation of how the purchasa banefits the University program:

The justification should explain the event and how the purchase of the meals, refreshment/protocol tems benefit the
program.

For example: The purchase will provide refreshments for the event participants at the UHH Student event. This eventis a
benefit to UHH as it will help the academic program, foster student development and retentions. It will allow partidpants
of this event to share their experience at UHH.

Namas of individuals for whom maals, refreshments and protocol tams are baing providad, if applicabla:

The participants include 2 staff members and 30 Students
There was a flyer and an open invitation sent out to all students | attached flyer)
Invitations were sentto 10 community/business leaders, (give a list of names with their affiliation)

For the same event
if you are using
Amourt of Purchase; 1$100.00 more than one

Vandor Mame and Address: Good Kind Food = vendor you can list
here, please

ensure to give -
each § amount for

Reviewed By each vendor and
make copies to
i o attach to —
] requisition, pcard
o By: log, etc.
[(Vice Chancellor Sakai is the Chancellor's Designee) [
Tats

Signatume of President, Vice President, Chanosllor or Designess



e: http://hilo.hawaii.edu/uhh/

hondam@hawaii.edu
terilynk@hawaii.edu
Jdansdil@hawaii.edu
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