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[BBMR AN-N1]
Government of Guam
Fiscal Year 2006 Budget

Agency Narrative
FUNCTION: Fiscal and Administrative
AGENCY: Department of Administration

MISSION STATEMENT:

Director’s Office:

To maximize the efficiency and effectiveness which the objects of programs are achieved by
providing administrative, fiscal, and policy direction for the execution of a variety of
government-wide support services. This program is responsible for the effective
administration of the internal business of the Government of Guam and for the
management of financial and manpower resources by providing guidance, direction and
coordination of efforts relative to government operation; and to provide executive
leadership and management to all divisions under the purview of the department; support
department-wide needs regarding budget, public relations, and safety. Also maintains an
efficient, effective and economical records management program for the Government of
Guam.

Human Resources Division:

The Human Resources Division provides full human resources management for
departments and agencies within the Executive Branch of the government of Guam, under
the auspicies of Titles IV and V of the Guam Code Annotated, and Public Law 9-240,
Public Employee Management Relations Act (PEMRA); and Executive Order No. 2000-17.

Financial Management Division:

Maintain daily cash collection activities; deposit and invest revenues for the Government of
Guam; maintain administrative control for receipts and cash for government services and
charges utilizing the new Point-of-Sale System in conjunction with the Department of
Revenue & Taxation; perform electronic transfer of funds and maintenance of banking
regulations; issuance and distribution of Government of Guam payroll checks and other
related government disbursements.



Data Processing Division:

Provide data processing, technical and consultation services on computer hardware and
application software; design, develop and implement computerized information system for
Government of Guam departments and agencies; organize data processing resources to
provide effective and efficient services to users.

General Services Agency:

Administer a centralized procurement program for Government of Guam departments
and agencies by promoting economy, efficiency, and effectiveness in the procurement of
supplies and services; and warehouse common supplies for sales to Government of Guam
departments and agencies.

Division of Accounts:

Establish and provide a uniform financial system and control for organizational units of
the government; provide accurate and timely financial information for effective
management in compliance with statutory mandates and requirements.

Public Transportation Division:

To provide affordable, reliable and accessible island-wide public transportation services.

GOALS AND OBJECTIVES:

Integration of the Personnel Management Information System (PMIS) to the AS400
Payroll System.

Document scanning for easy information retrieval. For FY2006, we are looking to
maximize efficiency by eliminating various manual tasks.

For FY2006, staff will continue testing clerical, secretarial and law enforcement positions.
Most especially, testing for non-autonomous agencies that request for our services since a
fee is involved and generates funds for our Department.



Automation capabilities on payment for DC retirees and survivors, insurance transmittals
and retirement fund for browse capability.

Classification staff would be trained in the Hay Methodology — senior and entry level. Staff
would also like to be trained in other aspects of classification such as Compensation and
Job Classification for Senior, Entry and Supervisory levels.

Coordinate with USDA Graduate School to conduct Train-the-Trainer courses for HR’s
Technical Staff.

Update the master TDP listing for line departments/agencies to include the participating
autonomous agencies that have an MOU with DOA.

Employee Grievances and Complaints. Staff will be conducting a study to determine issues
and concerns of employees which lead to employees’ dissatisfactions and complaints, and
recommend corrective action, identifying management policies and practices which may be
in violation of laws, rules and regulations.

Leave Sharing Program. An audit will be conducted on at least three (3) line agencies and
two (2) autonomous agencies to determine compliance with the Leave Sharing Program
procedure.

Effectively and efficiently project and record all cash transaction to maintain the daily cash
position of the General Fund Account to allow for any possible investment opportunities
for all realized interest income.

Proficiently utilized the Point-of-Sale (POS) System to disseminate cash reporting and
deposits accurately and expediently.

Continue to provide quality services to customers by ensuring all payments are properly
charged and/or credited to the appropriate revenue account.

Develop quality training to provide our staff the necessary tools to work in our changing
environment.

Explore investment opportunities whenever revenues exceed current expenditure
requirements to gain interest as an additional revenue account.

Effectively and efficiently project cash position of the General Fund account and
disseminate information for management’s final disposition.

Communicate with designated POS programmers to efficiently process all payments on a
timely manner with minimal technical errors.

Respond to the increasing technical and complex environment in which we are currently
operating with the demand of flexibility and responsiveness in Cash Management.



Respond to the growing demand for services in billing and collections of payments due to
the government.

Respond to the growing concerns and dissatisfaction toward our services in collections,
disbursements and payments.

Migrate the Personnel Management Information System from the RISC6000 to the AS400.
Implement an automated procurement system.

Implement a Direct Deposit System.

Automate the Payroll Service Cards.

Requisitions will be processed and completed with a purchase order at a maximum of
seven working days and amendments to be completed no later than the next working day
upon receipt of request.

Timeline for dissemination of purchase orders: Control Section shall disseminate and issue
purchase orders same day or no later than the next working day of signature by the CPO
to all prospective areas such as accounting, etc.

Notice of Default Letters shall be issued no later than the next working day of expired
delivery date. Notices shall be faxed and acknowledged by the vendor and filed in the

pending purchase order file.

Prepare the General Purpose Financial Statements (GPFS) for Fiscal Year 2004 in
compliance with GASB 34 by June 30, 2005.

Prepare the General Purpose Financial Statements (GPFS) for Fiscal Year 2005 in
compliance with GASB 34 by June 30, 2006.

Prepare the Annual Report on bond funds and all other funds for Fiscal Year 2004 by June
30, 2005.

Prepare the Annual Report on bond funds and all other funds for Fiscal Year 2005 by June
30, 2006.

Effectively and efficiently record all cash transactions in order to maintain the daily cash
position of the General Fund Account to allow for any possible investment opportunity for

all realized interest income.

To have a fully functioning ombudsman to handle customer concerns and issues on public
transit issues.

To have fully functioning Grievance and Appeals Board.

To have a fully functioning Transportation Commission.
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Government of Guam

[BBMR BD-1]
Fiscal Year 2006 Budget
Program Budget Digest
Function:  FISCAL AND ADMINISTRATIVE
Agency: DEPARTMENT OF ADMINISTRATION
Program: OVERALL SUMMARY
AL B ¢ D R -F
< Governor's Reqﬁeﬁt .
AS400 FY 2004 FY 2005 FY 2006 FY 2006 FY 2006 FY 2006
Account Expenditures & Authorized General Federal Other Total Req.
Code Appropriation Classification Encumbrances Level Fund Fund(s) Fund 1/ (C+D+E)
PERSONNEL SERVICES
111 Regular Salaries $4,782,671 $3,964,859 $5,228,363) $0 $275,414 $5,503,777
112 Overtime/Special Pay 22,892 600 0 $0 $0 0|
113 Benefits 1,324,768 1,400,897 1,600,233 $0 $82,120) 1,682,353
TOTAL PERSONNEL SERVICES $6,130,331 $5,366,356| $6,828,596 $0 $357,534 $7,186,130
OPERATIONS
220 TRA VEL- Off-Island/Local Mileage Reimburs. $0) $11,797 $0) $0| $0) $0
230 CONTRA CTUAL SERVICES: $3,307,090 $2,922,419 $81,232 $0 $2,616,366 2,697,598
233 OFFICE SPACE RENTAL: $0 $0 $0 $0 $0) 0
240 SUPPLIES & MATERIALS: $43,732| $24,880 $30,000 $0 $5,100 35,100
250 EQUIPMENT: $725 $800) $0 $0 $0, 0
270 WORKER'S COMPENSATION $0) $3,000 $0) $0 $0 0
290 MISCELEANEOUS $0) $0 $0 $0 $0 0
TOTAL OPERATIONS $3,351,547 $2,962,896 $111,232 $0 $2,621,466) $2,732,698
UTILITIES
361 Power $110,570 $80,000 $75,000 $0) $12,000 $87,000
362 Water/ Sewer $15,901 $11,500 $6,000 $0 $1,000 7,000,
363 Telephone/ Toll $147,327 $367,250 $75,036 $0 $8,000 83,036/
TOTAL UTILITIES $273,798} $458,750 $156,036 $0 $21,000 $177,036
01 | INDIRECT COST.. | 0] so | 0] so] so] so|
450 I : CAPITAL OUTLAY * l s41,022| $6,759I I sol $ol sol sol
[ : TOTAL APPROPRIATIONS I $9,796,698 ‘ $8,794,761 l I $7,095,864 I $0| ss,ooo,o(mj $10,095,864I
1/ Territorial Highway Fund (nka: Guam Highway Fund)
FULL TIME EQUIVALENCIES (FTES)
UNCLASSIFIED 2.00 2.00 2.00 0.00 0.00 2.00)
CLASSIFIED 147.00 144.00 149.00 0.00) 7.00 156.00)
TOTAL FTES 149.00) 146.00] ] - 151.00 0:00 7.0 158.00




Department: DEPARTMENT OF ADMINISTRATION

Division: ALL

Program: OVERALL SUMMARY

Schedule A - Off-Island Travel

[BBMR TA-1]

Purpose / Justification for Travel

NONE

Travel Date:

No. of Travelers: *

Position Title of Traveler(s) Air Fare Per diem Registration Total Cost
$ - IS - |$ - | -
$ - |9 - |3 - 19 -

Purpose / Justification for Travel

Travel Date: No. of Travelers: *

Position Title of Traveler(s) Air Fare Per diem Registration Total Cost
$ - | - |8 - $ -
3 SE M E B -

Purpose / Justification for Travel

Travel Date: No. of Travelers: *

Position Title of Traveler(s) Air Fare Per diem Registration Total Cost
3 E M E NE :
$ - $ - $ - $ -

* Provide justification for more than one traveler to the same conference / training / workshop / etc.




FISCAL YEAR 2006 IMPACT STATEMENT

Department/Agency Name: Department of Administration

Division/Program: Overall Summary — General Fund

1** - Personnel Services:

Funding is requested for 158 FTEs. — In fiscal year 2003, the department’'s FTE’s were 162, in FY04
were 149 and in FY05 are currently at 138. In order to support the numerous line agencies with
regard to financial statements/reports and procurement and personnel related matters, this year's
budget is inclusive of funded recruitments to fill critical positions vacated since FY03.

The staffing pattern for fiscal year 2006 reflects promotions for several personnel. Although these

promotions were included to determine personnel funding requirements for fiscal year 2006, there are
contingent upon employees meeting position qualifications.

22* - | ocal/Off-Island Travel:

None.

23* - Contractual Services:

Copier Maintenance Contract — The annual contract covers the copier lease monthly fees for all
divisions excluding Division of Public Transportation inclusive of maintenance and toner supplies.

Facsimile Machine Maintenance — The purchase of fax machines were subject to annual
maintenance plans inclusive of toner supplies. This annual fee covers the maintenance of three
machines located in Division of Accounts, General Services Agency and the Director’s Office.

Personal Computer/Printer Maintenance — Due to age and high performance demand this
maintenance plan will prevent work disruption and prolong the life expectancy of printers.

Radio Service — This communication lines are critical to the operations of this department by
allowing communication between critical and key staff during emergencies as well as communication
between Directors and General Managers of Government of Guam.

Vehicle Maintenance — The annual maintenance plan will cover the repair and service of official
vehicles.

Termite Treatment - The annual termite treatment plan is critical in order to preserve the documents
currently being stored in the Records Management facility warehouse by all Government of Guam
Departments and Agencies.

US Postage Box Fee — This covers the annual fee for the postal box currently being utilized by this
department.

Water Delivery Service — This covers drinking water for the general public.

Tipping Fees — This covers the monthly trash fees as part of custodial maintenance services
currently being performed by department staff.



24* - Supplies and Materials:

Funding is requested for various office supplies inclusive of supplies and materials for the entire
facility.

Fuel for official vehicles utilized for various deliveries by this office as well are fuel needed for the
ground maintenance of this facility.

25* - Equipment:

None.

36* - Utilities:

$75,000 is requested for electrical services for the M.F.L. Guerrero Building, the Data Processing
Building and the General Services Agency.

$6,000 is requested for water services for the M.F.L. Guerrero Building, the Data Processing Division
and the General Services Agency.

$75,036 is requested for telephone services inclusive of long distance phone and fax services for all
divisions except the Public Transportation Division.

45* - Capital Outlay:

None.
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Decision Package

FY 2006

Department: Department of Administration

Division/Section:

[BBMR DP-1]

Director's Office

"Program Title: Director's Office

Activity Description:

coordination of efforts.

This office is responsible for providing administrative policies and direction for the various divisions
of the Department of Administration. It is also responsible for ensuring an effective administration
of internal business of the Government of Guam by providing proper guidance, direction and

Major Objective(s):

employees, customers, and the general public.

To ensure clear direction and proper management of human resources and fiscal resources by
formulating and adopting procedures and regulations necessary for increased efficiency and
effectiveness in all fiscal and human resources related operations and activities.

To provide a safe workplace environment and maintain facility and grounds to a level suitable for

Short-term Goals:

and other supportive policies for the Government of Guam

To provide the necessary support services to the various divisions of the department.

To improve regulations and policies concerning personnel, supplies and equipment, management

To improve facilities and identify renovation/repair requirements within available budget.

Workload Output
FY2004 Level of FY2005 Anticipated| FY2006 Proposed

Workload Indicator: Accomplishment Level Request
Provide general supervision for divisions within the department 6 6 6
Provide human resources for divisions to meet their mission 147 144 148
Certify funds & approve requests for Direct Payments 104 30 20
Certify funds & approve requests for Purchase (Requisitions) 220 250 260
Certify funds & approve requests for supply/stock item purchases 138 110 105
Certify funds & approve contract payments 8 7 9
Process and maintain files of incoming & outgoing correspondence 3821 4200 4500
Process requests for information (Sunshine Act) 12 20 25




Government of Guam [BBMR BD-1}
Fiscal Year 2006
Budget Digest
Function:  FISCAL AND ADMINISTRATIVE
Agency: DEPARTMENT OF ADMINISTRATION
Program: DIRECTOR'S OFFICE
Ta Y ¢ R I =
,,,,,,,,,,,,,,, - Goveror's | St o :
AS400 FY 2004 FY 2005 FY 2006 FY 2006 FY 2006 FY 2006
Account Expenditures & Authorized General Federal Other Total Reg.
Code Appropriation Classification Encumbrances Level Fund Fund(s) Fund 1/ (C+D+E)
PERSONNEL SERVICES
111 Regular Salaries/Increments $235,527 $327,289 $456,223 $0| $0 $456,223
112 Overtime/Special Pay 2,808 0 0| 0 0 0
113 Benefits 54,620 86,979 122,076 0 0 122,076
TOTAL PERSONNEL SERVICES $292,955 $414,268, $578,299 $0 $0 $578,299|
OPERATIONS
220 'TRA VEL- Off-Island/Local Mileage Reimburs. $0) $9,797) $0 $0 $0 $0|
230 CONTRACTUAL SERVICES: 1,303,821 639,351 81,232, 0 0 81,232
233 OFFICE SPACE RENTAL: 0 i 0 0 0 0
240 SUPPLIES & MATERIALS: 6,625 20,000 30,000 0 0 30,000
250 EQUIPMENT: 0 800) 0 0 0 [i
270 WORKER'S COMPENSATION 0 3,000 0 0| 0 0
290 MISCELLANEOUS 0 0 0 0 0 0
TOTAL OPERATIONS $1,310,446 $672,948 $111,232 $0 $0) $111,232
UTILITIES®
361 Power $66,500 $65,000 $75,000 $0 $0 $75,000)
362 ‘Water/ Sewer 1,462 10,000 6,000 0 0 6,000
363 Telephone/ Toll 97,401 357,750 75,036 0 0 75,036
TOTAL UTILITIES $165,363 $432,750 $156,036 $0 $0| $156,036
[ 701 | : : INDIRECT COST sol sol I $o| sol soI $0J
[0 | CAPITAL OUTLAY $40,372] s5789] | 30| so] 0} ol
| : TOTAL APPROPRIATIONS $1,809,136] i . 51,525,755| | $845,567 I i so| .‘sol 384556il
1/ Specify Fund Source
FULL TIME EQUIVALENCIES (FTEs)
UNCLASSIFIED 2.00) 2.00 2.00 0.00 0.00 2.00
CLASSIFIED 4.00 9.00 10.00 0.00 0.00 10.00)
TOTAL FTEs 600 “11.00| 12:00f .00 0.00 C- 1200

NOTE: The operating budget for Fiscal Years 2003 and 2004 was not seperated by division, but was combined under the umbrella of the Director's Office.



Schedule B- Contractual

BBMRY96A

Unit Total Funded in FY 2005?
Item Quantity Price Price Yes No
Copier Machine Maintenance Contract 1 56,183} $ 56,183.00 X
Personal Computer/Printer Maintenance 1 7,232| $ 7,232.00 X
Fax Machine Annual Maintenance 1 900] $ 900.00 X
Radio Service Contract 1 4,900 $ 4,900.00 X
Vehicle Maintenance 4 1,500} $ 6,000.00 X
Termite Treatment for RMO facility 1 3,000] $ 3,000.00 X
US Postmaster Box Fee i 890] $ 890.00 X
Water Delivery Service 12 481 $ 576.00 X
Tipping Fees 1 1,551} $ 1,551.00 X
Total Contractual $ 81,232.00
Schedule C - Supplies & Materials
Unit Total Funded in FY 2005?
Item Quantity Price Price Yes No
Office Supplies & Materials 1 25000) $ 25,000.00 X
Fuel for Official Vehicles 1 5000} $ 5,000.00 X
Total Supplies & Materials $ 30,000.00
Schedule D - Equipment
Unit Total Funded in FY 20052
Item Quantity Price Price Yes No
$ -
$ -
$ -
$ -
$ -
$ -
Total Equipment $ -
Schedule E - Miscellaneous
Unit Total Funded in FY 2005?
Item Quantity Price Price Yes No
$ -
$ -
$ -
$ -
$ -
$ -
Total Miscellaneous $ -
Schedule F - Capital Outlay
Unit Total Funded in FY 20052
Item Quantity Price Price Yes No
$ -
$ -
$ -
$ -
$ -
$ -
Total Capital Outlay $ _
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Function : Fiscal and Administrative
Agency: Department of Administration
Program: Director's Office

EQUIPMENT/CAPITAL LISTING:

Government of Guam
Fiscal Year 2006

Budget

Equipment / Capital and Space Requirement

[BBMR EL-1]

Description Quantity Percentage of Use Comments
Refer to Attachment
SPACE REQUIREMENT Total Program Total Program Space
(for Personnel and Equipment/Capital) Space (Sq. Ft.): Occupied (Sq. Ft.):
Percent of Total
Description Square Feet Program Space Comments

None
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[BBMR DP-1]
Decision Package

FY 2006

Department: Department of Administration Division/Section: Human Resources Div.

|Program Title: Human Resources

Activity Description:

The Human Resources Division operates under the provisions identified in Title V - guam Code
Annotated, Public Law 9-240 (Public Employee Management Relations Act), and Title 4, Chapter
4 of the Guam Code Annotated.

Major Objective(s):
To administer an effective and efficient personnel management program for non-autonomous
departments and agencies within the Executive Branch in the areas of recruitment, test
development and validation, classification and compensation employee records; employee
management relations and employee benefits assistance.

To recognize and define the role of public employee organizations and to promote effective,
equitable, and uniform implementation within the government of Guam through policies, rights
and responsibilities prescribed in Public Law 9-240, ""employee-Management Relations Act of
Guam''.

Short-term Goals:

To administer an effective and efficient personnel management program for non-autonomous
departments and agencies within the Executive Branch in the areas of recruitment, test
development and validation, classification and compensation employee records; employee
management relations and employee benefits assistance.

Workload Output

Workload Indicator: Level of I;Zci(:r?slishment Antifi‘:){afggsLevel e Request Proposed
Processing of applications for position vacancies 2,273 2,931 3,181
Classification activities and creation of positions 3,182 3,500 3,500
Test Administration and test validation 86 82 82
employment verifications 4,346 4,669 5,169
Health/Life insurance benefit administration 10,462 25,731 35,000
relation activities - 10 25
Leave Sharing program 385 450 600
Drug Free Workplace Program - 1,200 3,000




Government of Guam [BBMR BD-1]
Fiscal Year 2006
Budget Digest
Function:  FISCAL AND ADMINISTRATIVE
Agency:  DEPARTMENT OF ADMINISTRATION
Program: HUMAN RESOURCES DIVISION
A B C D E F
[ ,Goverx';or:'s ‘Reques|
AS400 FY 2004 FY 2005 FY 2006 FY 2006 FY 2006 FY 2006
Account Expenditures & Authorized General Federal Other Total Req.
Code Appropriation Classification Encumbrances Level Fund Fund(s) Fund IV (C+D+E)
PERSONNEL SERVICES -
111 Regular Salaries/Increments $1,055,307 $922,704| $1,073,076 $0| $0 $1,073,076
112 Overtime/Special Pay 0 600) 0] 0 0 0
113 Benefits 287,489 288,095 318,450 0 0 318,450
TOTAL PERSONNEL SERVICES $1,342,796 $1,211,399| $1,391,526 $0| $0| $1,391,526
OPERATIONS
220 'TRA VEL.- Off-Island/Local Mileage Reimburs. $0 $0 $0 $0 $0 $0!
230 |CONTRACTUAL SERVICES: 0 0 0 0 0 0
233 |OFFICE SPACE RENTAL: 0 [} 0 0 0 0
240  {SUPPLIES & MATERIALS: 0 i 0 0 0 0
250  |EQUIPMENT: 0 0 0 0 0 0
270 |WORKER'S COMPENSATION 0 0 0 0 0 0
290  |MISCELLANEOUS 0 0 0 0| 0 0|
TOTAL OPERATIONS $0| $0) $0) $0) $0 $0
UTILITIES
361 Power $0 $0 $0 $0 $0| $0
362 Water/ Sewer 0 0| 0| 0 0 0
363 Telephone/ Toll 0 0 [} 0 0 0
TOTAL UTILITIES $0| $0| $0| $0) $0 $0
01 | INDIRECT COST 0] sol | 0] 0] so| $0|
w0 | CAPITAL OUTLAY 0] so] | 0] o] so] 0]
I TOTAL APPROPRIATIONS $1,342,796 l $1,211,399 I I $1,391,526 | $0 | $0 I $1,391,526 I
1/ Specify Fund Source
FULL TIME EQUIVALENCIES (FTEs)
UNCLA SSIFIED .00 0.00 0.00 0.00) 0.00 0.00
CLASSIFIED 29.00 28.00 28.00 0.00 0.00 28.00
TOTAL FTEs 29.00 28.00 28.00 0.00 0:00 28.00
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Function : Fiscal and Administrative
Agency:  Department of Administration
Program: Human Resources Division

EQUIPMENT/CAPITAL LISTING:

Government of Guam
Fiscal Year 2006

Budget

Equipment / Capital and Space Requirement

[BBMR EL-1]

Description Quantity Percentage of Use Comments
Refer to Attachment
SPACE REQUIREMENT Total Program Total Program Space
(for Personnel and Equipment/Capital) Space (Sq. Ft.): Occupied (Sq. Ft.):
Percent of Total
Description Square Feet Program Space Comments

None
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[BBMR DP-1]
Decision Package

FY 2006

Department: Department of Administration Division/Section: Financial Management

EProgram Title: Cash and Investment

Activity Description:

Receive and account for all monies form whatever source for proper recording and reporting. Payments for
all types of taxes, services, permits licenses, registration, rents, fines and other fees paid directly at the
Treasurer of Guam which currently is collected by three (3) satellite stations located at the Department of
Administration building, Department of Revenue & Taxation, Tiyan offices and Department of Public Works
One-Stop Center. In addition, authorized grant aid from the federal government and treasury agents assist
the Treasurer of Guam in collecting payments and are situated at various departments and agencies. All
collections are transmitted to the Treasurer of Guam main branch in Hagatna for processing, recording and
deposits to the bank for collateralization by placing securities as pledge and ten (10) percent in excess of
amounts deposited as agreed by both the Treasurer of Guam and the Bank of Guam.

Major Objective(s):

(1) Explore investment opportunities whenever revenues exceed current expenditure requirements to gain
interest as an additional revenue account, (2) Effectively and efficiently project cash position of the General
fund account and disseminate information for management's final disposition, (3) Respond to the growing
demand for services in collections and payments, (4) Respond to the increasing technical and compex
environment in which we operate, demands fexibility and responsiveness in Cash Management, and (5)
Provide centralized depository system for funds received and paid on behalf of the Government of Guam.

Short-term Goals:

(1) Continue to provide quality service to customers by ensuring all payments are properly charged and/or
credited to the appropriate revenue account.

(2) Respond to the newest and growing technology of the Internet Service to allow daily banking information
and interactions with our customers.

(3) Develop quality training to provide our staff the necessary tools to work in our changing environment.

Workload Output
Workload Indicator: Level of I;i‘c(cf)?r(l):lishment Antifizaigg SLevel Propl(:zeg (:f:quest
Collection Activity 560,000 616,000 621,500
Revenue Collection 770,000 847,000 931,700
Bank Collection Activity 16,500 18,150 19,965
Bank Deposit 48,650,000 53,515,000 58,866,500




Government of Guam [BBMR BD-1]
Fiscal Year 2006
Budget Digest
Function: FISCAL AND ADMINISTRATIVE
Agency: DEPARTMENT OF ADMINISTRATION
Program: FINANCIAL MANAGEMENT DIVISION
A B c | D ] E | F
Governor's Request
AS400 FY 2004 FY 2005 FY 2006 FY 2006 FY 2006 FY 2006
Account Expenditures & Authorized General Federal Other Total Req.
Code Appropriation Classification Encumbrances Level Fund Fund(s) Fund 1/ (C+D+E)
PERSONNEL SERVICES
111 Regular Salaries/Increments $493,963 $501,055 $569,992| $0 $0 $569,992
112 Overtime/Special Pay 0| 0 0 0 0 0
113 Benefits 141,752 148,504 177,554 0 0 177,554
$635,715 $649,559 $747,546 $0 $01 $747.546.
OPERATIONS
220 'TRA VEL- Off-Island/Local Mileage Reimburs. $0 $0) $0 $0 $0 $0
230 CONTRACTUAL SERVICES: 0 0 0 0 4 0
233 OFFICE SPACE RENTAL: 0 0 0 [] [ 0
240 SUPPLIES & MATERIALS: 0 0 0 0 0 0
250 EQUIPMENT: 0 [} 0 0 0 0
270 WORKER'S COMPENSATION 0 0 0 0, 0 [
290 MISCELLANEQOUS 0 0 0| 0 0 0
TOTAL OPERATIONS $0 $0 $0 $0 $0 $0
UTILITIES
361 Power $0 $0| $0 $0 $0 $0
362 Water/ Sewer [} 0 0 [ 0 U]
363 Telephone/ Toll 0 0 0 0 [] 0
TOTAL UTILITIES $0 $0 $0 30 $0 $0
r 701 l INDIRECT COST $0I so] l $0| $0I sol sol
[ aso ] ~ CAPITAL OUTLAY 0] ] | $0] 0] 0] 0]
I TOTAL APPROPRIATIONS $635,715 l $649,559 I | $747,546 [ $0 I $0 l 5747,546]
1/ Specify Fund Source
FULL TIME EQUIVALENCIES (FTEs)
UNCLASSIFIED 0.00 0.00] 0.00] 0.00 0.60 0.00
CLASSIFIED 19.00] 18.00 18.00 0.00 0.00] 18.00
TOTAL FYEs 19,04} 18.00) 18.00 0.00 0.00 18.00;
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Function : Fiscal and Administrative
Agency:  Department of Administration
Program: Financial Management Division

EQUIPMENT/CAPITAL LISTING:

Government of Guam
Fiscal Year 2006

Budget

Equipment / Capital and Space Requirement

[BBMR EL-1]

Description Quantity Percentage of Use C ts
Refer to Attachment
SPACE REQUIREMENT Total Program Total Program Space
(for Personnel and Equipment/Capital) Space (Sq. Ft.): Occupied (Sq. Ft.):
Percent of Total
Description Square Feet Program Space Comments

None
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[BBMR DP-1]
Decision Package

FY 2006

Department: Department of Administration Division/Section: Financial Management

?rogram Title: Cash and Investment

Activity Description:

Receive and account for all monies form whatever source for proper recording and reporting. Payments for
all types of taxes, services, permits licenses, registration, rents, fines and other fees paid directly at the
Treasurer of Guam which currently is collected by three (3) satellite stations located at the Department of

' Administration building, Department of Revenue & Taxation, Tiyan offices and Department of Public Works
One-Stop Center. In addition, authorized grant aid from the federal government and treasury agents assist
the Treasurer of Guam in collecting payments and are situated at various departments and agencies. All
collections are transmitted to the Treasurer of Guam main branch in Hagatna for processing, recording and
deposits to the bank for collateralization by placing securities as pledge and ten (10) percent in excess of
amounts deposited as agreed by both the Treasurer of Guam and the Bank of Guam.

Major Objective(s):

(1) Explore investment opportunities whenever revenues exceed current expenditure requirements to gain
interest as an additional revenue account, (2) Effectively and efficiently project cash position of the General
fund account and disseminate information for management's final disposition, (3) Respond to the growing
demand for services in collections and payments, (4) Respond to the increasing technical and compex
environment in which we operate, demands fexibility and responsiveness in Cash Management, and (5)
Provide centralized depository system for funds received and paid on behalf of the Government of Guam.

Short-term Goals:

(1) Continue to provide quality service to customers by ensuring all payments are properly charged and/or
credited to the appropriate revenue account.

(2) Respond to the newest and growing technology of the Internet Service to allow daily banking information
and interactions with our customers.

(3) Develop quality training to provide our staff the necessary tools to work in our changing environment.

Workload Output
Workload Indicator: Level of f;‘c{ci(r)l(l):lishment Antifizafggievel Propijej (;f:quest
Collection Activity 560,000 616,000 621,500
Revenue Collection 770,000 847,000 931,700
Bank Collection Activity 16,500 18,150 19,965
Bank Deposit 48,650,000 53,515,000 58,866,500




Government of Guam [BBMR BD-1]
Fiscal Year 2006
Budget Digest
Function:  FISCAL AND ADMINISTRATIVE
Agency: DEPARTMENT OF ADMINISTRATION
Program:  FINANCIAL MANAGEMENT DIVISION
A B c D 1 E F
7, Governor's Request
AS400 FY 2004 FY 2005 FY 2006 FY 2006 FY 2006 FY 2006
Account Expenditures & Authorized General Federal Other Total Req.
Code Appropriation Classification Encumbrances Level Fund Fund(s) Fund 1/ (C+D+E)
PERSONNEL SERVICES
111 Regular Salaries/Increments $493,963 $501,055 $569,992 $0 $0 $569,992
112 Overtime/Special Pay 0 0 0 0 0 0
113 Benefits 141,752 148,504] 177,554 0 0 177,554
TOTAL PERSONNE!, SERVICES $635,715 $649,559 $747,546 $0 $0 $747.546
OPERATIONS
220 TRA VEL- Off-Island/Local Mileage Reimburs. $0/ $0 $0 $0 $0| $0
230 CONTRACTUAL SERVICES: 0 i 0 0 0 0
233 OFFICE SPACE RENTAL: [i 0 0 0 0 0
240 SUPPLIES & MATERIALS: i 0 0 0 0| 0
256 EQUIPMENT: 0 0 0 0 0 0
270 [WORKER'S COMPENSATION 0 0 0| 0| 0 0
290 MISCELLANEOUS 0 0, 0 0 0 0
TOTAL OPERATIONS $0 $0| $0| $0 $0] $0]
UTILITIES
361 Power $0) $0/ $0| $0| $0) $0
362 Water/ Sewer 0 0 0 0| 0 [}
363 Telephone/ Toll 0 0 0 0 0 0
TOTAL UTILITIES $0| $0 $0] $0 $0 $0
[ 7 | INDIRECT COST 0] so] | 0] ol 0] 0]
[ a0 | CAPITAL OUTLAY 0] 3] | 0] sof so] 0]
[ TOTAL APPROPRIATIONS $635,715 | s649,5%9 | | §747,546 | ] 0] $747,546 |
1/ Specify Fund Source
FULL TIME EQUIVALENCIES (FTEs)
UNCLASSIFIED 0.00) 0.00 0.00 0.00 0.00 0.00
CLASSIFIED 19.00 18.00 18.00 0.00) 0.00) 18.00
TOTAL FYEs 19.00) 18.00 18.00 0.00 0.00 18.00
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Function : Fiscal and Administrative
Agency:  Department of Administration
Program: Financial Management Division

EQUIPMENT/CAPITAL LISTING:

Government of Guam
Fiscal Year 2006

Budget

Equipment / Capital and Space Requirement

{BBMR EL-1]

Description Quantity Percentage of Use Comments
Refer to Attachment
SPACE REQUIREMENT Total Program Total Program Space
(for Personnel and Equipment/Capital) Space (Sq. Ft.): Occupied (Sq. Ft.):
Percent of Total
Description Square Feet Program Space Comments

None
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DATA
PROCESSING
DIVISION
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DATA PROCESSING DIVISION

FUNCTION CHART
FISCAL YEAR 2006

Plans organlzes and admlmsters all Data
Processing activities of Government of
Guam. Directs the fulfillment of Data Pro-
cessing services, development and
production.

Dlrects the schedullng and operations of all pro-
duction activities associated with computer
processing. Directs the operations of all data
processing equipment. Establishes and en-
forces standard for controlling workflow and
integrity of data through the production work
and security of materials, equipment, and files
located within the facility. Establishes standards
and methods for the physical security of the in-
stallation, and assigns security monitoring and
maintenance duties to subordinates. Devices
techniques for improving productivity of per-
sonnel and equipment resources.. Analyzes
production trends and reviews new applica-
tions under development and projects impacts
on the production resources.

Prepares and mamtams schedules for recurring
production. Maintains job performance records.
Assist User in planning scheduled and unsche-
duled production. Reports on performance of
equipment and production schedules. As-
sembles the files and materials for individual
data processing materials for individual data
processing jobs in accordance with standing
instructions and workload schedules. Receive,
reviews and maintains controls on input and
jobs for computer processing. Reviews outputs
1o see that they meet job requirements and distri-
butes them to Users. Converts data on source
documents into machine acceptable form by
User of key-board driven machine called ter-
minals. Operates and performs inputs on data
base/data communication systern, which are
connected to the computer via communication
lines.

Initializes the operating system operates the
computer and monitors systems performance by
mean of a console and on-line terminals. Ensure
that input data is entered as required in order to
maintain production schedules. Responds to
messages from system software and applica-
tions programs.  Adjust the configuration of the
operating system as required by production and
testing.

Controls. stores, and issues data files proce-
dures required for computer job processing.
Maintains records of data files stored on re-
movable media and kept in library for historical
purposes or subsequent processing cycles.
Performs processing cycles. Performs proce-
dures necessary to transfer backup files to, and
retrieve them from alternate storage sites.
Operates files purging system and controls
periodic cleaning and conditioning of mag-

netic tapes and as required, disk packs.

Design, maintains and controis the or-
ganization's data base. Gathers and
analyzes information for developing,
designing and modifying data pro-
cessing systems. Designs and test
program logic, codes programs, and
prepares flowcharts.

Dlrects the technical support activities of the data
processing department including - systems pro-
gramming standard and methods, data base
management system evaluation and management,
and technical library support service. Direcis sup-
port service. Directs the design, programming and
maintenance of specialized computer software
used in support of applications and control sys-
tems. Directs the analysis of vendor-supplied soft-
ware and determination of optimum configuration
for interfaces between hardware and applications
systems. Controls modifications or enhancements
of software to ensure minimum impacts on current
production and system under development. Esta-
blishes and enforces standards relating to the use
of software.

Designs, programs and malntalns computer soft-
ware. Make enhancements to software supplied by
the manufacturer. Determines optimum configura-
tion required for the installation.

Responsible for coordinating the rapldly growing
teleprocessing network within the Government of
Guam, DOA Data Processing Division. Coordinate
within the Government of Guam, between Users,
Agencies, and DOA's Data Processing Division the
following:

- Plan and install data transmission network to
support data processing systems.

- Develop recommendations for improving or
modifying capacity or line mix to ensure ade-
quate.

- Monitor network usage and service ex-
perience and make adjustment when
needed.




[BBMR DP-1]
Decision Package
FY 2006

Department: Department of Administration Division/Section: Data Processing

lProgram Title: Data Processing

Activity Description:
The Data Processing Division operates under the provision of SGCA, Division 2,
Chapter 20, Article 2, (P1.-13-96) - to establish and administer data processing functions

Major Objective(s):
To administer effective and efficient information technology services and resources to the
agencies of the Executive Branch.

Short-term Goals:
To administer effective and efficient information technology services and resources to the
agencies of the Executive Branch in the areas of data control, operations, system development
and technical support services.

Workload Output
Workload Indicator: Level of l:c{ci?:::nshmem Antifi:aigg SLevel Propl;;: (;):quest
Data Control services 360 390 400
Operations services 600 650 700
System Development services 1250 1350 1450
Technical Support services 1770 1850 1950




Government of Guam [BBMR BD-1]
Fiscal Year 2006
Budget Digest
Function:  FISCAL AND ADMINISTRATIVE
Agency: DEPARTMENT OF ADMINISTRATION
Program:  DATA PROCESSING DIVISION
e e il
AS400 FY 2004 FY 2005 FY 2006
Account Expenditures & Authorized General Federal Other Total Req.
Code Appropriation Classification E L Level Fund Fund(s) Fund 1/ (C+D+E)
PERSONNEL SERVICES'
111 Regular Salaries/Increments $407,628 $376,789) $414,963| $0] $0 $414,963
112 Overtime/Special Pay i 0 0 0 0| 0
113 Benelits 105,164 102,606 115,816 0| 0 115,316
TOTAL PERSONNEL SERVICES $512,793) $479,395 $530,779 $6 $0) $530,779
OPERATIONS
220 |TRAVEL- Off-Island/Local Mileage Reimburs. $0 $0) $0 $0 $0 $0
230 CONTRA CTUAL SERVICES: 0 0 0 0 0 0
233 OFFICE SPACE RENTAL: 0| 0 0| 0 0 0
240 SUPPLIES & MATERIALS: 0! 0 0 0| 0 0
250 EQUIPMENT: 0 0 0 0| 0 0
270 WORKER'S COMPENSATION 0| 0 0| 0 0 i
290  |MISCELLANEOUS i 0 0| 0| 0 0
TOTAL OPERATIONS $0 $0 $0| $0) $0 $0
- UTILITIES
361 Power $0 $0; $0 $0 $0 $0|
362 Water/ Sewer [1) 0 0 0 [ [
363 Telephone/ Toll 0 0, 0| 0| 0 0
TOTAL UTILITIES $o] $0 $0 $0 $0 %0
o | INDIRECT COST s0] so| | 0] 0] so] 50|
450 | S CAPITAL OUTLAY sol sol I $0| sol sol so]
t TOTAL APPROPRIATIONS $512,793 | sazo305 | | - ss30779 ] sof 501 $530,779 |
1/ Specify Fund Source
FULL TIME EQUIVALENCIES (FTEs)
UNCLASSIFIED 0.00) 0.00 0.00 o.ool 0.00) 0.00
CLASSIFIED 12.00 10.00 10.00 o.ool 0.00 10.00
TOTAL FTEs oo 10.00] 1000): 0.0} 0.00) 10.00
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Function : Fiscal and Administrative
Agency: Department of Administration
Program: Data Processing Division

EQUIPMENT/CAPITAL LISTING:

Government of Guam
Fiscal Year 2006

Budget

Equipment / Capital and Space Requirement

[BBMR EL-1]

Description Quantity Percentage of Use Comments
Refer to Attachment
SPACE REQUIREMENT Total Program Total Program Space
(for Personnel and Equipment/Capital) Space (Sq. Ft.): Occupied (Sq. Ft.):
Percent of Total
Description Square Feet Program Space Comments

None
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GENERAL
SERVICES
AGENCY



GENERAL SERVICES AGENCY

ORGANIZATIONAL CHART
FISCAL YEAR 2006

- Director

Purchasing Branch

Operations Branch Control Branch Surplus Branch
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[BBMR DP-1]
Decision Package
FY 2006

Department: Department of Administration Division/Section: General Services Agency

Program Title: General Services Agency

[ Activity Description:

1 This division is responsible for providing a centralized procurement and warehousing activities of
the Government of Guam in accordance with Public Law 16-24.

Major Objective(s):

To allocate our limited resources to meet the unlimited demands of all Government of Guam
departments and agencies by purchasing at the lowest cost possible and providing for their
best economic use.

Short-term Goals:

To allocate our limited resources to meet the unlimited demands of all Government of Guam
departments and agencies by purchasing at the lowest cost possible and providing for their
best economic use.

Workload Output
FY2004 Level of | FY2005 Anticipated | FY2006 Proposed

Workload Indicator: Accomplishment Level Request
Supply requisition / purchase orders processed. 7951 8000 7500
Transmittal of encumbrance documents to Division of Accounts. 4491 8050 6050

Replenish of stock inventory items. 73 250 200




Government of Guam [BBMR BD-1]
Fiscal Year 2006
Budget Digest
Function:  FISCAL AND ADMINISTRATIVE
Agency: DEPARTMENT OF ADMINISTRATION
Program:  GENERAL SERVICES AGENCY
A B C D [ E I ¥
:G(;vemor's Request
AS400 FY 2004 FY 2005 FY 2006 FY 2006 FY 2006 FY 2006
Account Expenditures & Authorized General Federal Other Total Req.
Code Appropriation Classification Encumbrances Level Fund Fund(s) Fund 1/ {C+D+E)
PERSONNEL SERVICES
111 Regular Salaries/Increments $636,773 $604,854| $789,667| S $0 $789,667
112 Overtime/Special Pay 14,627 0 0 0 0 0
113 Benefits 175,405 184,800 236,983 0 0| 236,983
TOTAL PERSONNEL SERVICES $826,805 $789,654 $1,026,650 $0] $0 $1,026,650
OPERATIONS
220 TRA VEL- Off-Istand/Local Mileage Reimburs. $0] $0) $0] $0 $0/ $0/
230 CONTRACTUAL SERVICES: 0 0 0 0 0 0
233 OFFICE SPACE RENTAL: 0 0 0 0 0| 0
240 SUPPLIES & MATERIALS: [i 0 0 0 0 0
250 EQUIPMENT: 0 0 0 0 0 0
270 WORKER'S COMPENSATION 0 0 0 0 0 0)
290 MISCELLANEQUS 0 0 0 i 0 0
TOTAL OPERATIONS $0 $0 $0) $0 $0 $0)
UTILITIES
361 Power $0) $0 $0 $0 $0 $0)
362 Water/ Sewer [ 0 0 ¢ L 0
363 Telephone/ Toll [ (] 0 0 Y ]
TOTAL UTILITIES $0 $0 $0 $0 $0) $0
[ 701 | INDIRECT COST $0| sol | $0| sol sol so]
[ 450 I CAPITAL OUTLAY snl sol I $0l sol se] $0|
r TOTAL APPROPRIATIONS $826,805 | $784,654 | | $1,026,650 l $0 l $0 I $1,026,650 |
1/ Specify Fund Source
FULL TIME EQUIVALENCIES (FTEs)
UNCLASSIFIED 0.00 0.00) 0.00 0.00 0.00 0.00)
CLASSIFIED 22.00 24.00 28.00 0.00 0.00/ 28.00
TOTAL FTEs 22.00 24.00 28.00 0.00 0.00 28.00
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Function : Fiscal and Administrative
Agency:  Department of Administration
Program: General Services Agency

EQUIPMENT/CAPITAL LISTING:

Government of Guam
Fiscal Year 2006

Budget

Equipment / Capital and Space Requirement

[BBMR EL-1}

Description Quantity Percentage of Use Comments
Refer to Attachment
SPACE REQUIREMENT Total Program Total Program Space
(for Personnel and Equipment/Capital) Space (Sq. Ft.»: Occupied (Sq. Ft.):
Percent of Total
Description Square Feet Program Space Comments

None
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FUNCTIONAL CHART
FISCAL YEAR 2006

CHIEF PAYROLL
OFFICER

PAYROLL ACCOUNTING AND SERVICES BRANCH

-

Assist the Controller and
Deputy Controller in deter-
mining laws, circulars and
executive orders. -

|

]

Interactive maintenance
(add, update and delete) of
employee payroll mater
information file.

Coordinate  with other
branch supervisors on any
inter-branch work related
problems as well as with
other departments and/or

agencies. -

r GILBERT D. GALANG

L PAYROLL SUPERVISOR

Payroll Technicians
and Payroll Clerks

|
[ Payroll Services |

L
| [
Interactive maintenance Process bi-weekly payroll
(add, update and delete) of checks interfacing each
employee miscellaneous transaction in the payroll
deduction file. = related accounts for vendor

|

Organize, plan and direct
payroll accounting services
for agencies serviced by the

department. l o

Interactive maintenance of
wage garmishment, tax and
child support.

Y

[

Administers the payroll
records and services for

more than 4,500
Government of  Guam
employees. Yot

l

Prepare monthly state tax
reports, scrutinizing Guam
and various states earnings

and tax withholdings. P

I

Review journal vouchers
related to  labor  costs

)l

reports.
|

Audit retroactive calcu-
lations and lump sum
payments processed by the

technicians. -

I

Assist  departments  and
agencies in reconciling labor

cost discrepancies.
P o~

I

Implement changes on
payroll affected by public

laws. -

I

Reconcile quarterly 9415S
with the annual tax state-
ment and report by
magnetic tape to the Guam
Department of Revenue &
Taxation, uUs. Internal
Revenue Service and the

u.s. Social Securi!

Provide technical assistance
in payroll system, including
periodic  training  and
orientation for over 150

timekeepers. Vo

|

Provide necessary  assis-
tance to Independent
Auditors for expeditious

completion of  schedule
audits. J
Initiate changes and
modifications to  current

automated system and
coordinates implemen-tation

with Data Processing

Administration.

I
Update bi-weekly gross, tax
(state, local and federal)
FICA and Medicare deduc-
tions for general of the
quarterly social security
report (941) and tape output
for SWICA reporting and
the reflection of each update
on the employees check
stubs as well as the issuance
of annual income tax

statement (Form W-2) for
each employee. ’

Iivision Personnel. 5

checks.

Update bi-weekly annual
and sick leave accrued,
taken and record adjust-
ments on employee’s service

card and check stub.

Itemize checks issued into
the check inquiry file for
window summarization of
employees gross, net, over-
time and date of check
issued.

Attach wage garnishment
for tax and court levy
according to decree and

priority mandated by law.

Maintain confidentiality of
personnel data and in-
formation in accordance

with the Privacy Act.

Maintenance of individual
service records on pro-
duction and non-production
time.

Process pay adjustments
and calculate retroactive

Prepare journal vouchers to
transfer erroneous charges.

| Accounting Services |
1

Generate and  provide
reports of all departments
and agencies Miscellaneous
Deductions Vendor

Payments.

for
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[BBMR DP-1]

Decision Package

FY 2006
Department: Administration Division/Section: Division of Accounts
|Program Title: Division of Accounts B

Activity Description:

Title V of the Guam Code Annotated established the Department of Administration as the

agency responsible for administration of all internal activity within the Government of
Guam.

Public Law 13-96 further defined the agencies (and their funds) for which the Department
performs the central accounting responsibilities of 49 different line departments/agencies
and 8 autonomous agencies (allotment disbursements). See attached listing.

Major Objectives:

The Department of Administration is charged to provide for a uniform financial
management system and the related systems of internal accounting controls for line
organizations of the government; to provide accurate and timely financial information for

management and analyze and interpret these for compliance with statutory requirements.

To accomplish these objectives, the Division provides the following services (a) systems
management and technical support; (b) payroll accounting and services; (¢ ) appropriation
and encumbrance accounting; (d) financial reporting; (e) records management; (f)
accounts payable and receivable; (g) cash management; (h) accounting of federal grants
and contracts; (i) bank reconciliation; (j) maintenance of subsidiary ledgers; (k) fixed
assets accounting; () debt service management; (m) capital budget accounting; and (n)
revenue forecasting for internal purposes.

Short-term Goals:

To establish and maintain the capital assets in accordance with the requirements of GASB
34, This procedure will be divided into two (2) phases. Phase I is to record all property
acquisitions, dispositions, depreciation and the determination of the assets valuation costs.
Phase II is to continue with tagging all equipment with bar code property identification

labels and conduct a physical inventory.

Periodically advice and counsel agencies on federal grants compliance requirements and
cost principles to minimize future disallowed costs, improve collectibility of federal funds by
reducing outstanding balances to less than 25 days average. To organize effective and
responsible challenges and appeals of pending questioned costs.

Continue billing and collection support services for line agencies.

Public Law 22-78 authorizes continuing education for accountants in government services.
The Division goals are consistent with that law. It provides education and training for
employees' in generally accepted accounting principles and financial reporting standards
and to provide working knowledge required by changes in the profession, in the industry,
and expectations by outside users of financial information.




Workload Output

laws.

FY 2004
Workioad Indicator: Leve.l?)f Anticl:;aiggsl.evel PropoFsYe?:lo::quest
Accomplishment

Accounts Established on AS400 1,174 1,200 Dependent on new appropriation
Financial Transactions Processed:

Encumbrances 18,415 19,859 19,900

Journal Vouchers 8,075 8,200 8,200

Fuel Chits 11,094 1,619 Fleet Card Issued

1099 Miscellaneous Tax Forms Issu 3,762 3,908 3,950
Vendor Payments Processed (Enc./Dirn 86,018 87,000 89,200

General Ledger Branch: Job Output - See Attachment

See Attachment

See Attachment

Payroll Branch: Payroll job output -

Payroll processed 334 350 360
Payroll checks issued 105,611 110,000 116,000
Payroll Records Maintained:

Active Employees 3,333 3,500 3,600

Inactive Employees 5,600 5,650 5,700
W-2 Forms Issued 4,972 5,000 6,600

Federal Grant Branch: Federal accounts output -

No. of active accounts maintai 1,308 1,374 1,442
No. of accounts reviewed for € 880 924 970
No. of accounts analyzed ford 3,000 3,150 3,308
No. of times accessing the electronic system

for drawdowns | 3,000 3,150 3,308
No. of cash transaction reports 32 34 35
No. of accounts analyed for the Federal Cash

Transaction Reports| 304 319 335
No. of hours spent on Special Projects assigned

by the DOA Acting Controliel 41 43 45
No. of requisitions reviewed for federal

compliance | 398 418 439
No. of Cash Management Rept 1 1 1
No. of ASO training sessions ¢ 2 2 2
No. of hours spent on training federal grantees

on the SF269 | 185 194 204
No. of federal inquiries (phone 16,640 17,472 18,346
No. of reviews conducted for grant award

changes | 77 81 85
No. of manual reimbursement: 34 36 37
No. of federal accounts review 196 206 216
No. of federal audits requests 28 29 31
No. of federal grants close-out 62 65 68
No. of journal vouchers review 4,838 5,080 5,334
No. of federal direct payments 360 378 397
No. of hours spent with federal officials for

on-site visit or FBI investigations, court

hearings ] 125 131 138

Fixed Assets Ledgers Maintained 868 968

Infrastructure Assets Ledgers Maintained

Resolved Single Audit Findings for FY'2003 - Audit

Performed in FY'2004: I

Resolved Questioned Costs - Performed in FY'04

Unresolved Questioned Costs - Performed in FY'04

Bank Reconciliation for FY'2003 - Audit Performed in

FY'2004 - |
Bank Accounts Reconciled 40
Number of Monthly Bank Reconcil 480
Number of Journal Vouchers 1,699

Bank Reconciliation for FY'2004 - Audit Performed in

FY'2005 - |

Bank Accounts Reconciled 40

Number of Monthly Bank Reconcil 480

Number of Journal Vouchers 300
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DEPARTMENT OF ADMINISTRATION

DIVISION OF ACCOUNTS

LIST OF LINE DEPARTMENTS/AGENCIES/OFFICES AND
AUTONOMOUS & OTHER AGENCIES HANDLED BY DOA

FISCAL YEAR 2006

Line Departments/Agencies/Other

1, 0200  Governor's Office 26. 1200 Guam Police Department

2. 0206  Commission on Decolonization 27. 1300 Department of Corrections

3. 0293  Recovery Coordination Office 28. 1500 Agency for Human Resources & Development
4. 0209  Ancestral Lands Commission 29, 1600 Department of Agriculture

5. 0210  Government House 30, 1700 Department of Public Health & Social Services
6. 0240 Hawaii & Los Angeles Medical Referral Offices 31. 1800 Guam Public Library

7. 0250  Americorps 32, 2000 Department of Youth Affairs

8. 0260  Stop Viclence Against Women 33. 2200 Guam Environmental Protection Agency

9. 0280  State Homeland Security 34, 2300 Guamn Mental Health & Substance Abuse Agency
10. 0297  Earthquake Statement Management 35. 2400 Department of Labor

11. 0300  Lt. Governor's Office 36. 2500 Department of Parks & Recreation

12, 0301  Guam State Clearinghouse 37. 2600 Dept. of Integrated Svcs for Individuals w/Disabilities
13. 0400  Bureau of Budget & Mgmt. Research 38. 2800 Mayor's Council of Guam

14, 0500  Civil Service Commission 39. 2900 Department of Land Management

15. 0600 Department of Administration 40. 3000 Chief Medical Examiners

16. 0600  Off-Island Residential Treatment Fund 41. 3200 Customs & Quarantine Agency

17. 0600  Government Claims Fund 42. 3400 Guam Energy Office

18, 0650  General Services Agency 43. 3600 Guam Museum/Chamorro Affairs

19. 0680  Guam Mass Transit Authority 44, 3700 Civil Defense

20. 0700  Guam Election Commission 45. 3750 Military Affairs

21, 0800 Department of Revenue & Taxation 46, 3760 Veterans Affairs

22. 0850  Guam Board of Accountancy 47. 4000 Council on the Arts & Humanities Agency

23, 0900 Bureau of Statistics and Planning 48. 4200 Guam Fire Department

24, 1000 Department o Public Works 49. 6300 KGTF

25, 1001  Contractor’s License Board 50. Others Typhoon Related Federal Accounts

26. 1100  Department of Law {(AG's Office) (Line/Autonomous Agencies)

Autonomous & Other Agencies {Allotment Disbursements Only)

Department of Education

Guam Community College

Guam Legislature/Office of Finance & Budget
Office of the Public Auditor

Public Defender

Sanctuary

Superior Court of Guam

University of Guam

Guam Visitors Bureau

Retirement Fund

W oW N DR N
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Government of Guam [BBMR BD-1]
Fiscal Year 2006
Budget Digest
Function:  FISCAL AND ADMINISTRATIVE
Agency: DEPARTMENT OF ADMINISTRATION
Program:  DIVISION OF ACCOUNTS
A B e D e ¥
St - Governoi's Request - T )
AS400 FY 2004 FY 2005 FY 2006 FY 2006 FY 2006 FY 2006
Account Expenditures & Authorized General Federal Other Total Req.
L Code Appropriation_Classification Encumbrances Level Fund Fund(s) Fund 1/ (C+D+E)
PERSONNEL SERVICES:
111 Regular Salaries/Increments $1,594,298| $968,151 $1,924,442| $0 $0| $1,924,442!
112 Overtime/Special Pay 0 0 0 0 0 0
113 Benefits 452,278 508,795 629,354 0 0 629,354,
TOTAL PERSONNEL SERVICES $2,046,576 $1,476,946 $2,553,796 $0! $0 $2,553,796
OPERATIONS
220 TRA VEL- Off-Island/Local Mileage Reimburs. $0) $0 $0] $0 $0 $0
230 CONTRACTUAL SERVICES: 0 0 0 0 [ 0
233 OFFICE SPACE RENTAL: i 0 0 i [ 0
240 SUPPLIES & MATERIALS: [} 0 0 0 0 0
250 EQUIPMENT: 9 0 0 0 0 0
270 WORKER'S COMPENSATION 0 0 0| 0 0 0
290 MISCELLANEOUS 0| 0 0 0 0| 0
TOTAL OPERATIONS $0| $0 $0| $0| $0| $0
UTILITIES
361 Power $0 $0) $0 $0 $0, $0|
362 ‘Water/ Sewer 0 0 0| 0| 0 (1]
363 Telephone/ Toll 0 0 0 0 0 0
TOTAL UTILITIES $0 $0 $0 $0) $0) $0
1 | INDIRECT COST I 0] s0] | 0] s0] 0] 0]
[ a0 ] CAPITAL OUTLAY Al 0] s| | 5o 50| s0| 50|
[ TOTAL APPROPRIATIONS B $2,046.576 | s1,476946 | |  $2553,79 | 5] -0 | $2,553,796 |
1/ Specify Fund Source
FULL TIME EQUIVALENCIES (FTEs)
UNCLASSIFIED 0.00 0.00) 0.00 0.00, 0.00 0.00
CLASSIFIED 49.00 47.00/ 55.00 0.00 0.00 55.00
TOTAL FTEs 49.00{° 47.00 55.00 0.00] - 0.00 55.00
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