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Dear Valued Suppliers of the Hawaii State Department of Education: 

Re: Aukahi FMS Purchase Order - New Format 

KEITH T. HAYASHI 
INTERIM SUPERINTENDENT 

The Hawaii State Department of Education (Department) transitioned from the decades old Legacy financial 
system to the modem Aukahi Financial Management System (AFMS) nearly one year ago. To further the 
modernization effort, reformatted Purchase Orders (PO) will be issued beginning July 2022. 

When will this change occur? 

Reformatted POs will be issued beginning July 2022, to coincide with the start of the fiscal year 2022-2023 . 

What's changed? 

The components of the PO have been rearranged and/or updated for a more compact and simplified 
presentation. Key information can now be located quickly on the initial page of the PO. Highlights of the 
changes are included on the attached sample PO. 

What's not changing? 

1. POs will be transmitted to Suppliers by Schools and Offices via email, facs imile, or mail, when orders 
are placed. 

2. Invoices, including those submitted via email, must be clearly legible, and in a generally accepted 
invoice format, including the Supplier's name and address, remittance address (if different), invoice 
number, invoice date, name and address of the Department school/office being invoiced, description 
of the goods/services provided, and the amount of payment requested for the described goods/services. 
Non-conforming invoices may be rejected, delaying payment. 

Who do I contact if I need more information? 

Questions about the order or payment status may be directed to the Buyer listed in the PO CONT ACT section 
of the PO. General information about doing business with the Department can be found at: 
https://www. hawai ipublicschoo ls.org/ConnectWith U sN endors/Pages/home.aspx 

We thank you for your continued support in providing the products and services essential to fulfilling the 
Department's mission and vision of student education. 

~ ly~ 

Brian Hallett 
Assistant Superintendent and Chief Financial Officer 

BH:cm 
Attachment 

AN AFFIRMATIVE ACTION AND EQUAL OPPORTUNITY EMPLOYER 

https://www.hawaiipublicschools.org/ConnectWithUs/Vendors/Pages/home.aspx


Attachment  

5/16/22  Sample of Reformatted PO for Suppliers 

Invoice to the 
address indicated 
& mail or email 
invoices in an 

acceptable 
format. 

Note delivery 
address may differ 
from the invoice 

address. 

Note special 
instructions about 

the order. This 
may include 

different ship/bill 
to addresses. 

PO totals now in 
this fixed position 

on first page 

Contact the Buyer 
for clarification, 
questions, or for 
payment status. 

Change orders (if 
any) are indicated 
between the PO 
number & PO 

issue date. 

“Conditions of 
Purchase” now 
appears on first 
page of the PO. 

Check that all PO 
pages were 

received. 

Authenticating 
signature is now 

below the 
PO Total. 

Verify Supplier 
information is 
correct. Note: 

payment remit to 
address may 

differ. 

SAMPLE REFORMATTED PURCHASE ORDER 
Highlights of Changes 
Effective July 1, 2022 

Look for this 
indicator to 

ensure the PO you 
received includes 

all items. 

Note the 
description of the 
items ordered and 

any special 
instructions. 


