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I.

INTRODUCTION

This manual provides Department of Hawaiian Home Lands (DHHL) grantees with the
guidelines and forms for receiving grant funds, submitting reports, and complying with the
terms and conditions of their grant award. The terms and conditions are specified in the
grant agreement (GA) that each grantee signs. All grantees must maintain accounts,
records, and other evidence to assure and demonstrate that the DHHL grant funds were
disbursed for approved project activities and in accordance with the project budget
approved by DHHL.

In general, all grantees are required to submit written progress reports and a financial
status report as outlined in the GA. In addition, all grantees are required to submit a final
report describing the accomplishments of their project and an accounting of all grant funds.
Amendments to the conditions of the GA and budget modifications are allowed with
approval from the DHHL. The following sections describe the procedures for receiving
funds, submitting reports, amending the GA, and other topics related to the successful
management of a DHHL grant.

II.

GRANT APPLICATION AND MANAGEMENT POLICIES.

DHHL believes that it is important to encourage and support good management practices.
DHHL found that many beneficiary organizations have gained the grants management skills
and are now receiving significant grants from foundations and government agencies. For
the most part, DHHL grant recipients comply with our grant guidelines and manage their
grant funds properly, demonstrating good grants management skills.
However, there are also grant recipients who fail to submit the required grant reports or
have poor project management practices. In addition, we have found that some beneficiary
organizations are in default on other obligations to the department, such as being
delinquent on their general lease or license fees, or in violation of lease, license, or
revocable permit conditions. To avoid compounding this problem, it is important to take
action by preventing further misuse. The compliance policies are intended to identify
problems with grant management and prevent the misuse of grant funds by establishing
standards for proper grants management and corrective actions to be applied across the
board to all grantees.
Grant Application Policy

The Department is authorized to reject a grant application from an eligible applicant
when they are determined to be in default with the terms and conditions of a DHHL
general lease, license, or revocable permit or in no-compliance with the terms and
conditions of any Grant or contract, or in non-compliance status under the
Community Development Grants Programs.
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Grant Management Policy

The Department is authorized to establish performance standards for grantees
under the Community Development Grants Program as follows:
1.

2.

3.

In Compliance – all grant terms and conditions, such as financial and
progress reports, are submitted to DHHL in accordance with Section III of
this manual; grant activities are conducted as proposed; and that the grantee
shall responds to DHHL requests within 15 business days from the date of
the request or by the date specified in the request.

Corrective Action – reports are incomplete (missing documentation) or has
not been completed; grantee fails to notify DHHL of grant activities or
changes to the grant in a timely manner; some grant conditions are not being
met and no explanation is provided. DHHL will notify the Grantee in writing
that they have been placed on Corrective Action and describe the steps
necessary. DHHL and Grantee shall meet within five (10) business days,
upon Grantee being placed on Corrective Action to design an action plan.
Failure to remedy problems within six months of being placed on Corrective
Action will result in being placed on Default Status.

Non-Compliance – grantee has failed to provide required reports after at
least two written requests; grant funds cannot be accounted for or possibly
have been misused; grant activities have not been carried out; grantee fails to
meet the conditions of the grant agreement after receiving notices of noncompliance. DHHL will notify the Grantee in writing when they are in Default
Status.
The grantee shall remain in default status until all grant conditions have been
met, all reports have been submitted to the satisfaction of DHHL, and all
funds are properly accounted for or returned.

III.

THE GRANT AGREEMENT

Grant Agreement Document

All grantees enter into a grant agreement (GA) with DHHL for their grant project. The GA
specifies the terms and conditions of the grant award. Grantees are advised to read it
thoroughly and ensure that they understand every section. Grantees are responsible for
meeting all of the terms and conditions of the GA.
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Modification of Agreement

The section entitled “Modification of Agreement” of the GA allows the grant agreement to
be modified. For the most part, only the “Scope of Work,” “Time of Performance,” and
“Compensation and Method of Payment,” sections are likely to be modified. Modifications
are made by mutual agreement and require a supplemental agreement to the original GA.
Budget modifications that do not change the amount of the award or the schedule of
payments do not require an amendment to the contract. The following sections discuss the
requirements and procedures for modifying certain sections of the GA.
Modifications to the Scope of Work

The scope of work would only be modified when the grantee receives an additional grant
that adds new activities or objectives to the project. Routine changes to the way the project
is implemented that do not reduce the impact or proposed accomplishments are not
considered a modification to the scope of work. DHHL will determine when a modification
to the scope of work is appropriate and will draft the supplemental agreement to the GA.
Modifications to the Time of Performance

Grantees may request an extension of time to complete their project as long as their project
is in good standing. DHHL will make every effort to extend a project to accommodate the
grantee. However, there may be circumstances in which an extension may not be possible
due to limitations on the encumbrance of grant funds. A request for additional time must
be submitted in writing at least two months before the end of the time of performance. The
request must include an explanation of why additional time is needed and target project
completion date. DHHL will notify the grantee if an extension is approved and draft the
supplemental agreement to the GA.
Modifications to the Compensation and Method of Payment

The compensation and method of payment would only be modified if there were an
increase to the amount of the grant award. An increase would result if the grantee applied
for and received an additional grant award from the Hawaiian Homes Commission, not due
to increasing cost and/or overspending. DHHL will initiate the supplemental agreement to
the GA. The supplemental agreement will provide a new invoicing schedule to account for
the additional funds.

IV.

RECEIVING FUNDS
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Grant fund payments are made in accordance with the payment schedule found in the GA
under the section entitled “Compensation and Method of Payment.” No grant funds can be
released until the GA has been signed, the grant funds have been encumbered. Grant funds
will be encumbered by either a purchase order or contract certification through the State
Department of Accounting and General Services (DAGS). As part of the encumbrance
process, a purchase order number or a contract number is assigned to your grant.
Invoicing for Payment

Funds must be requested with an original signature on the grantee’s letterhead. A sample
invoice is provided as Exhibit A. You may use your own invoice, however it must include:
•
•
•
•
•

•

Printed on letterhead
the date
the payment number
the purchase order or contract number on the GA
the payment number and amount (this must match the amount specified in
the GA)
the signature of the authorized representative

Funds will not be released until the conditions as described in the GA or as otherwise required
by DHHL have been met.
Section 3: Compensation and Method of Payment in the GA states the conditions for each
payment. All payments, except the final payment, are treated as advances. The payment
schedule is designed to anticipate project costs so that the grantee has the funds before
they are needed.

The final grant payment is based on the total amount of grant funds expended and/or
committed, as specified in the final financial report. The final payment will be reduced if
not all of the grant funds are needed. For example, if the final financial report shows that
not all of the DHHL grant funds that have already been advanced were expended or
obligated, the final payment will not be released and the unused balance of the funds
already advanced must be returned to DHHL. If the final financial report shows that the
total funds expended or obligated is greater than the amount already advanced, the final
payment will be used to pay the remaining expenses and obligations up to the amount of
the award.

The final invoice must be accompanied by a state tax clearance and a Certification of
Compliance for Final Payment (SPO Form 22). The application for the tax clearance can be
obtained from the state tax office. A copy of the application and instructions is provided in
Exhibit B. Grantees must specify in section four of the application form that the tax
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clearance is required for a government contract. The tax clearance for a final payment
must have been issued within thirty days of the date the invoice is submitted to DHHL.

The Certification of Compliance for Final Payment acknowledges that you maintain a
“Certificate of Good Standing” with the Department of Commerce and Consumer Affairs. A
sample of the Certification of Compliance is attached as Exhibit C.

V. REPORTS

Progress Reports

To help in the monitoring and evaluation of funded projects, DHHL requires all grantees to
submit progress reports as aligned to the payment schedule in the GA. Generally, reports
are due at each request for payment and as requested by the DHHL. A standard report
format is provided for this purpose (see Exhibit D).
The purpose of the progress report is to provide DHHL with updates on the status of grant
activities, to compare the proposed accomplishments with what is actually being achieved,
and to document that conditions for release of grant funds have been met. The report
should provide enough detail that the reader can picture the activities taking place.
Projects that involve community gatherings, presentations, or meetings should include a
detailed description of the events. This description should include dates, location, purpose,
any materials that were used, description of who participated, photos, and the outcome.
The grantee should keep a record of the number of people participating in project activities
and the number benefiting from the project (whether it’s directly or indirectly). Copies of
any materials (e.g. pamphlets, flyers, manuals, educational materials) developed with grant
funds should be included with the progress report.
Within 15 working days of receiving the progress report and request for payment, the
DHHL will review and approve the report and invoice. If the report has not met the
conditions set forth in the GA, the DHHL will contact grantee for follow-up. Payment
processing may be put on hold until grantee has completed the progress report to the
satisfaction of the DHHL.
Final Project Report

The final project report serves as the written account of the entire project, an assessment
by the grantee of the impact of the project, an explanation of how the project has furthered
the grantee’s goals, and an evaluation of the project by participants. The report should be
as detailed as possible and include photos and other materials that illustrate what took
place. The final report should summarize all of the activities starting from the beginning of
the project.
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Data on the number of people who participated and/or benefited should be compared to
the numbers projected in the proposal. The differences between what was achieved and
what was proposed should be described and any discrepancies should be explained. The
report should include an evaluation of the project by participants. This can be in the form
of quotes, survey results, comment sheets, or other types of feed back that express what the
participants have gained from the project.
The report should be submitted within 30 days of the end of the project period. Failure to
complete the final report will disqualify the organization from being eligible for future
DHHL grant and contract funding until the report is submitted and approved by DHHL.
All reports should be typed no larger than 12 font on standard letter size paper, printed on one side
only, and stapled. No special binding is necessary. Only one copy of each report is required.

Financial Status Reports

Financial status reports are due on the same schedule as the progress reports. The purpose
of the financial status report is to verify that grant funds are being used in accordance with
the approved grant budget. The financial status reports must be submitted on the form
provided by DHHL. This form is designed to track the expenditure of grant funds according
to the approved budget categories, document funding from other sources, and document
in-kind contributions of time and goods and services. Both the current expenditures (up to
time of invoice) and the cumulative balances are reported on the form. A final financial
report must be included with the final report.
The financial status report form with instructions is provided in Exhibit E. Grantees will
receive a copy of this form with their certified GA. They may also request the form in
electronic format through e-mail or on a CD.

All project outlays, whether DHHL funds, cash from other sources, or in-kind contributions,
that are attributable to the DHHL funded project must be made within the grant period.
DHHL funds cannot be used to reimburse expenses prior to the start of the grant period or
after the grant period ends. The final financial report should include all expenditures
and/or commitments, including the obligation of DHHL funds not yet received.
Grantees must employ a system of accounting that allows them to meet the standards of
accounting and record keeping outlined in the section entitled “Project Administration and
Expenditure of Funds” of their GA. Grantees must maintain a record of all expenditures of
grant funds along with supporting documents such as receipts, invoices, paid bills, payroll
records, cancelled checks, and contractual agreements. All project outlays, whether in cash
or in-kind or whether financed by DHHL funds, grantee contributions, or a third party,
must be verifiable and auditable. Financial records must generate an audit trail (or
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history) which can be readily understood by an outside person at a later date. Supporting
evidence must verify that all charges made to the project were (1) for approved project
activities; and (2) for goods and services provided and used within the specified grant
period. Records must show how the value of in-kind contributions was derived.
All project financial records and supporting evidence are subject to audit by DHHL and
must be retained by the grantee for three years following the close of the grant period. The
grantee should be aware that from time to time DHHL is audited by an outside agency such
as the State Legislative Auditor’s office or an agency of the federal government. When this
occurs, the grantee’s records are also subject to audit.

It is recommended that grantees establish a separate checking account and financial
records for the DHHL project unless the funds will be received and disbursed by an
institution that routinely handles many accounts and has a dedicated accounting staff, or
unless the amount of the grant is small and expenditures can easily be tracked through an
existing account.

The grantees accounting system should allow them to record expenditures according to the
approved grant budget and document the allocation of cash and in-kind contributions
pledged in their proposal. This system should summarize expenditures by budget category
in order to monitor spending according to budgetary limits. If grant funds are used to
purchase airline coupons, the grantee must maintain a log to account for the purchase and
use of the coupons, the recipients, reason for travel, and date used.
DHHL realizes the grantee’s proposed budget is only an estimate of projected expenses and
that during the course of the project there may be a need to adjust the budget categories.
Grantees are allowed to request a budget modification at any time during their project.
Any variance in expenditures is subject to the terms as described in the GA. Budget
modifications should be requested at least four weeks prior to when they are needed. A
budget modification request form can be found in Exhibit F. Budget modification will be
allowed provided that the scope or objectives of the project are not changed and as long as
the total grant award is not exceeded. The grantee must specify the budget items to be
affected, the amounts to be transferred, increased or eliminated, and a full explanation and
justification for the proposed change.

VI.

DOCUMENTATION OF BENEFIT TO NATIVE HAWAIIANS

Depending on the nature of the project, a grantee may be required to provide
documentation verifying that project participants are native Hawaiian as defined by the
Hawaiian Homes Commission Act. When this is the case, the grantee will be told how many
participants (or what percentage of participants) must be native Hawaiian.
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Under the Hawaiian Homes Commission Act, a native Hawaiian is defined as an individual
with at least 50% Hawaiian ancestry. It is necessary to trace an individual’s ancestry back
to the pure Hawaiian ancestor to calculate blood quantum. At minimum, documentation
must go back two generations. DHHL provides a form to assist with the documentation
(see Exhibit G). The grantee is responsible for initiating the documentation process by
requesting the necessary records from the participants who indicate they are native
Hawaiian. Whenever possible, DHHL staff will use documentation already on file in our
applicant and lessee records to calculate blood quantum. However, the grantee is
ultimately responsible for providing the documentation to meet this requirement.
Grantees should initiate the blood quantum documentation process by first determining
which of their project participants are a DHHL lessee, applicant, or who consider
themselves to be native Hawaiian. This list of individuals should be forwarded to DHHL so
that we can verify those who are lessees or applicants. DHHL will provide the grantee with
a list of those individuals who satisfy the blood quantum requirement and those who
require further documentation.

Exhibit G provides some guidelines for documenting native Hawaiian ancestry. The
primary documents that are used are certificates of birth, certificates of Hawaiian birth,
and certificates of delayed birth. When these records are not available, secondary
documents including marriage certificates, death certificates, family history charts,
baptismal records, military records, and affidavits may be used. DHHL will review all the
records that are submitted and calculate the blood quantum based on our standards.
The documentation of blood quantum for a grant must not be confused with the
verification of native Hawaiian ancestry done for eligibility to receive a DHHL lease award.
The calculation of blood quantum for the purposes of participating in a grant funded
project is done strictly for that project and does not ensure eligibility in any other DHHL
program.

VII. FURTHER INFORMATION AND EXHIBITS

This manual covers the basic information for complying with DHHL’s grant requirements.
Following this section are copies of all the exhibits referred to in this manual. Usable forms
can be found at www.hawaiianhomelands.org under scholarships and grants. If further
information on DHHL’s requirements for reporting, fiscal accounting, or grant management
is needed, please contact:
Department of Hawaiian Home Lands
Office of the Chairman * Community Development Grants Program
P.O. Box 1879
Honolulu, Hawai‘i 96805
Phone: (808) 620-9503 Fax: (808) 620-9529
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EXHIBIT A

Invoice Sample
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EXHIBIT B

DHHL Grant Recipient Manual (Revised November 2011)
Page 10

DHHL Grant Recipient Manual (Revised November 2011)
Page 11

DHHL Grant Recipient Manual (Revised November 2011)
Page 12

EXHIBIT C

DHHL Grant Recipient Manual (Revised November 2011)
Page 13

EXHIBIT D

Community Development Grants
Guidelines for
Progress Reports, Financial Reports, and Verification of Native Hawaiian Ancestry
As a condition of your grant award, you are required to submit progress and financial
reports on a regular basis. Your grant agreement specifies the due dates for these reports. These
reports are used to monitor the progress of your project, confirm that funds are being used
according to the purposes described in the grant agreement, and to measure the impact of your
program (and our funds) on the native Hawaiian community. Periodic reports on the status of
our grants are made to the Hawaiian Homes Commission using the information you provide.
Progress report forms and financial status report forms are provided by DHHL. You are
required to submit documentation of expenditures along with your financial status report.
Acceptable documentation includes receipts, cancelled checks, and signed expenditure
reimbursement verification forms.
Depending on the nature of your project, you may also be required to provide
documentation verifying that the participants in your program are native Hawaiian as defined by
the Hawaiian Homes Commission Act. You will be given a form to assist with the
documentation. To calculate blood quantum it is necessary to go back to a full Hawaiian
ancestor. At minimum, you will have to go back two generations. Whenever possible, DHHL
staff will use documentation already on file. However, you are ultimately responsible for
providing the documentation to meet this requirement.
Any questions about reporting requirements or documentation should be directed to the
Office of the Chairman, Community Development Grants Program at 808.620.9503.
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Community Development Grants
Progress Report

Grantee: ______________________________________________________________________
DHHL Grant Agreement No. __________________Grant Amount: ______________________
Period Covered by This Report: ___________________ to ____________________________
Is this the final report? _______ yes ________ no
Instructions: Provide a response to each of the items below. Make your responses as detailed
as necessary. Responses must be typed and may be submitted in a separate document.

1. Describe the purpose of your project.
2. Provide a detailed description of the activities you have conducted during this reporting
period. Attach any reports, brochures, flyers, and education materials, etc. that you have
produced for the project.
3. Provide a description and tally of the participants in your project. Be sure to note the
number of native Hawaiian participants.
4. Describe what your project has accomplished so far. Your accomplishments should be
based on the goals and objectives in your proposal.
5. Describe any problems that have prevented you from successfully carrying out your
project.
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EXHIBIT E

Community Development Grants
Financial Report

Grantee: _____________________________________________________________________
DHHL Grant Agreement No. ___________________
Grant Amount: _______________
Period Covered by This Report: _______________________ to _______________________
Part I: Status of DHHL Funds
Budgeted
Amount
(b)

Budget Item
(a)

Actual for
this Period
(c)

Actual to
Date
(d)

Balance
Available
(e)

TOTAL
Instructions:
Column A – List all budget categories from your approved budget
Column B – Enter the amount from your approved budget
Column C – Enter all expenses paid during report period by budget category. Attach an itemized list of
expenditures in each category and receipts.
Column D – Column C plus the amount in Column D in your previous report
Column E – Column B minus Column D

Cash on hand at beginning of period

_______________________

(Same amount as the cash on hand at the
end of period in your previous report)

Funds received during this period

+

_______________________

Total expenses this period

-

_______________________

=

_______________________

(Amount in Column C above)

Total cash on hand at end of period
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Part II: Status of Matching and In-Kind Contributions
Matching Funds from Other Sources
(state whether the funds have been received, committed, or requested)
Source of Matching Funds

Amount

Status

In-Kind Contributions
Volunteer Services:
No. of Hours (this period)

_________

Estimated Value (this period) _________

No. of Hours (cumulative)

____________

Estimated Value (cumulative) ___________

Description of Volunteer Activities:

Other Donations During this Period
(Covers such things as supplies, equipment, space, professional services)
Description

Estimated Value

Cumulative Value of Other Donations (this period plus previous periods) _________________
Report submitted by: _____________________________________
Signature
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__________________
Date

EXHIBIT F

Community Development Grants
Budget Modification Request

Grantee: _____________________________________________________________________
DHHL Grant Agreement No. ___________________

Grant Amount: _______________

Part I: Modification Requested
Budget Item
(a)

Original
Budget Amount
(b)

Current Balance
of Funds
(c)

New Budgeted
Amount
(d)

TOTAL
Instructions:
Column A – List all budget categories from your currently approved budget (e.g. personnel, travel, etc.)
Column B – List the amount you currently have budgeted for each category.
Column C – Enter the amount of funds remaining for each of your currently approved budget categories.
Column D – Enter the new amount you want allocated in each budget category. Keep in mind that this is the total amount
you want allocated for each category including the funds that have already been spent. If you are adding new
budget categories include these in the rows after the items from your currently approved budget.

Part II: Reason for Budget Modification

Request submitted by: _____________________________________
Signature
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__________________
Date

EXHIBIT G
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Basic Guidelines for Documenting
50% Hawaiian Ancestry
Primary Documents
The primary documents used to show you are a qualified native Hawaiian are:


A certified copy of Certificate of Birth;



A certified copy of Certificate of Hawaiian Birth, including testimonies; or



A certified copy of Certificate of Delayed Birth.

You will need the certified birth certificates for:


Yourself;



Your biological father; and



Your biological mother.

The state Department of Health (DOH), Vital Records Section, records documents by
island and district (geographically) and by the date of the event (chronologically).
If your biological parents' documents do not clearly prove that you have at least 50
percent Hawaiian ancestry, you will also need certified birth certificates for:


Your biological father's parents; and



Your biological mother's parents.
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Example of the PREFERRED birth certificate:
Certificate of Live Birth

DHHL Grant Recipient Manual (Revised November 2011)
Page 21

Example of the computer printout of a birth certificate:
Certificate of Live Birth

Although the Certification of Live Birth (a computer-generated printout, is acceptable as
a primary document, it does require further verification and documentation. Therefore, DHHL
prefers that you submit a certified copy of the original Certificate of Live Birth, which is either
black or green. When requesting a certified copy of your birth certificate from the Vital Records
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section of DOH, let the clerk know you are requesting it for DHHL purposes, and that you need a
copy of the original Certificate of Live Birth and not the computer printout.
Please note that DOH no longer offers same day service. If you plan on picking up your
certified DOH documents(s), you should allow at least 10 working days for DOH to process your
request(s), OR four to six weeks if you want your certified certificate(s) mailed to you.
In event the Vital records Section does not have a birth certificate for any of your parents
or grandparents, you need to get a "No record" certification from DOH. "No record"
certification means after searching its records, DOH cannot find the requested birth certificates.
If you are adopted, your biological birth record is probably sealed. In this instance, DHL
staff may be able to assist you in getting the ethnicity of your biological parents. Additionally,
depending on your particular circumstance the Family Court may be able to help you get the
information you need. If your adoption occurred in the State of Hawai‘i, you may be able to get
a copy of your original birth certificate. Access to out of state adoption records, however, vary
according to the respective jurisdiction.
Secondary Documents
There are times when birth certificates for yourself and/or your parents or grandparents
are not available and you have gotten "no record" certifications from
DOH. DHHL may accept secondary documents, which assist in establishing family ties or blood
quantum in place of primary documents.
The following are some of the secondary documents, which may be used. This list is in
preferred order of priority:


Certified marriage certificates for your biological parents, grandparents, etc. (If
these are not available, you will need a "No-record" certification for DOH);



Certified death certificates for your biological parents, grandparents, etc. (If these
are not available, you will need a "No-record" certification for DOH);



Family history charts and documents such as marriage, divorce and death records
from the State of Hawai‘i Archives, state courts, public libraries or U.S. Census
records;



Official baptism records from your church or other church documents showing
your race or the race of your ancestors;



Official records from the files of military services, schools or hospital;
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Employment records;



Written statements from your physician or, in the case of a relative's death, a
written statement from the mortuary which handled the burial;



Newspaper clippings from Obituaries and Vital Statistics sections; and



Affidavits, meaning sworn and notarized statements, from knowledgeable persons
who can verify an individual's ancestral claims. These would primarily be from
parents, grandparents and other relatives.

Birth Certificates (Adoption)
If you are adopted, you must establish proof of your native Hawaiian ancestry through
biological parents, not your adoptive parents. In the past Family Court records regarding
adoptions have been sealed. Under current Hawai‘i state law, however, there are procedures by
which an adopted individual may obtain information contained in the sealed records. (Title 31,
Chapter 578, Section 578-14.5 and 578.15, Hawaii Revised Statutes)
Inconclusive Documents
Sometimes an applicant may be confused by DHHL's request for more documentation.
Usually, if a request is made for more documentation, it is because a question regarding a
person's application or genealogy has been raised. For example, the document presented may
refer to the applicant as "Part-Hawaiian." Often an applicant will interpret statement like this to
mean the individual is 50 percent Hawaiian. In fact, because the percentage of Hawaiian is not
specified, additional documentation will be required to identify the full-blooded Hawaiian
ancestor(s). Once this ancestor(s) is identified, the blood quantum amount is brought forward to
current generation, dividing the blood quantum amount in half with each new generation. The
amount of Hawaiian blood an applicant has is identified and documented through this process.
Variation in Names or Single Names
If a document shows a variation in names, such as the difference between a name on a
birth certificate and a marriage certificate, more documentation will be requested to explain the
difference. This also holds true if the document in question shows only a surname or a single
name.
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