Inter-departmental Order (IDO) Procedures- Revised 8/8/17
Creating Inter-departmental Orders (UH and RCUH Project Accounts).
The IDO is to be created and submitted to the Business Office for processing before goods/services are received by the department.

A pdf document can be found at http://www.fmo.hawaii.edu/financial_systems/docs/FSO-30_IDO_Order_Form.pdf
Complete IDO as usual.  Attach supporting documents if necessary (ex., Form 56/136, copy of work order, business card order form).  A completed and signed Justification Form for “After-the-Fact” Purchases and/or Late Submittals (http://www.hawaii.hawaii.edu/business/resources -Other) if IDO is submitted to the Business Office after goods/services are received.
1. Obtain Approving Authority signature on IDO.
2. Send the IDO (and After-the-Fact form, if applicable) to Ted Andrada for review.

3. Ted will assign an IDO# and obtain Fiscal Authority (FA) signature.
4. Ted will pre-encumber the funds in KFS for the IDO.

5. Ted will send the original IDO to the Vendor department, copy to the Requisitioner, and copy to Nadine Uina.

Paying an Invoice with an IDO- Internal Billing (IB).

1. Upon receiving an invoice from the Vendor, Nadine will process an Internal Billing (IB) in KFS for the items provided on the IDO.  The account number (UH or RCUH) on the IDO will be charged for the items purchased.

2. Nadine will delete the pre-encumbrance once the IB has been processed.

3. Nadine will route the IB to the Requisitioner for verification of receipt of goods/services, the vendor and to the Approving Authority for payment approval.

4. The Fiscal Administrator will approve the IB.

For Extramural Grant Funds:

IDOs may be used up to 90 days prior to the account termination date.  IBs must be finalized prior to the account termination date to ensure proper close-out of the award.  IBs processed after award close-out will be charged to a non-extramural, College account.
