RCUH Research Corporation
of the University of Hawai‘i ‘Ahahuina Noii O Ke Kulanui O Hawai'i

1.220 Intramural Project Update

Effective Date: 12/10/2025
Prior Dates Amended: 01/08/2018, 06/29/2018

PURPOSE

To provide an overview of the process for updating an intramural project service order
form.

. DEFINITIONS

A. INTERNAL SERVICE ORDER FORM: The University of Hawai‘i (UH) form used to
authorize RCUH administrative services in support of UH research and training
activities.

B. INTRAMURAL PROJECTS: Projects funded through UH Research and Training

Revolving Funds (RTRF) or Tuition and Fee Special Funds (TFSF). Refer to Policy 1.200
UH Intramural Projects.

RESPONSIBILITIES

A. Principal Investigator (Pl)/Project Manager (PM) and Fiscal Administrator (FA):

1. Complete the UH Internal Service Order Form, indicating changes as
applicable. The service-ordered amount must be sufficient to cover estimated
expenditures over the period requested. The Pl and FA are responsible for
monitoring the status of the account and submitting a new service order form,
if necessary, to prevent expenditures from exceeding the amount service
ordered.

2. Route the Internal Service Order Form for the required UH reviews and
approvals in accordance with UH AP 12.203 Service Orders to the RCUH.

IV. POLICY

The UH Internal Service Order Form shall be used to update an intramural project service
order when there are changes in funding, project period, or PI.

After all required UH reviews and approvals have been obtained, the Internal Service
Order Form shall be routed to RCUH.
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https://www.rcuh.com/policies-forms-documents/1-200-uh-intramural-projects.pdf
https://www.rcuh.com/policies-forms-documents/internal-service-order-form.pdf
https://www.hawaii.edu/policy/docs/temp/ap12.203.pdf
https://www.rcuh.com/policies-forms-documents/internal-service-order-form.pdf

VL.

RCUH Research Corporation
of the University of Hawai‘i Ahahuina Noi'i O Ke Kulanui O Hawai'i

Upon RCUH review, approval, and acceptance the intramural project account shall be
updated in the RCUH financial system.

A copy of the fully executed Internal Service Order Form shall be distributed to the UH

Chancellor, the Vice President for Research and Innovation (VPRI), or their designee, and
the FA of the account.

CONTACT INFORMATION

RCUH Project Administration
Telephone: (808) 956-0513
Email: rcuh_projadmin@rcuh.com

REFERENCES

A. Policy 1.200 University of Hawai‘i Intramural Projects
B. UH AP 12.203 Service Orders to the Research Corporation of the University of Hawai'i
C. UH Internal Service Order Form

Page 2 of 2


mailto:rcuh_projadmin@rcuh.com
https://www.rcuh.com/policies-forms-documents/1-200-uh-intramural-projects.pdf
https://www.hawaii.edu/policy/docs/temp/ap12.203.pdf
https://www.rcuh.com/policies-forms-documents/internal-service-order-form.pdf

