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GOVEP.NHCNT OF GU/11-'l 
Office of the 'Governor 

Agana> Guam 

EXECUTIVE ORDER NO. 68-22 

ORGANIZATION AND FUNCtiONS OF THE 
DEPARTMENT OF ADf1INISTJ\I\TIOJi_ 

-· 

UHEREAS, Section 9(c) of the Organic Act of Guam 

provides that the Governor shall, from time to time, examine the 

organizai:ion of the Executive Branch of the Government of Guam, 

and shall determine and carry out such changes as are necessary 

to promote effective management; and 

\il!EREAS, Public Lav7 9-239 establishes and creates the 

Department of Administration; and 

!;)1-!EREAS, it is necessary to elearly establish ' ana set 

forl:h the organization and functions of the ne\vly-created 

Department of Administration; 

NOH, THEREFORE, in vie�;q of the forego :Lug, it :!vs 

hereby ordered as follows: 

1. The organization and func::tions of ·the Dena:ctment. 

of Administration attached hereto are hereby approved and pror:ml·· 

gated and shall be in force and effect October 1, 1968. 

2 . All prior.· memoranda and Executive Crde:cs, v�h:Lc.h 

are in conflict with the organization and functions of the 

Department of Administration as herein promulga·ted are hereby 

superseded. 

Dated at Agana, Guam, this 26tc..!h __ day of 

____ s�e�ry�t�e�rn�b�e�r ____________ , 1968. 

COUN'DmSIGH!m: 

Nl\NUEL F. L .. GU�lG?J2:::.lO 
GovcJ�nor of Guam 
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DEPARTHENT OP ADHINISTRATION '.. 

Organization and Functions -

T]Je Department of Administration '>�as creat'ed by Public La>� 9-239, 

dated August 13, 1968, Second Regular Session, N{nth Guam Legislature. 

The Department "shall constitute a centralized agency for the transaction 

of the internal business of the Government of Guam (Secti on 54152). 11 

Under the direction of the Director of Administration, the department is 

- organized as foll01's: 

Section L Administration 

A. Office of the Director. This office shall be staffed by 

the Director, the Secretary to the Director, and other administrative 

personnel as are deemed necessary. This office shall supervise and 

establish policy for the Department of Administration. The Director shall 

be the chief official of the Department of Administration. He is empowered 

to appoint, reprimand, or remove any employee of the Department. The 

Dir�c::6:c shall be charge.d wi..Ll1 Uu;! uverall managemenc, supervision, 

direction, and control of the Department of Administration. The adminis-

tration of all laws or statutes, rules and regulatio�s, executive orders, 

policies, procedures, and all other authority and responsibility assigned 

to the Department of Administration shall be handled by" the Director. He 

is also responsible for long-range planning, management improvement, and 

any final decision of the department affecting its employees, the public, 

or other branches of the government, etc. Ex Officio, the Director is the 

Direc.tor of the Government of Guam Retiremer.t Fund and a member of the 

Board of Retirement Fund Trustees, and other positions established by law 
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or regulation. The Director _shall also be responsible for the continuing 

I 
revie'\>l of the department's organizational and oper·ational structure and 

shall initiate \>Jhatever internal organizational expansion or changes are 

needed. 

B. Office of the Deputy Di rector_. This office shall consist 

of the Deputy Director, and other personnel as are required. The Deputy 

Director shall be the executive and operational officer of the department. 

By delegation of authority, he shall plan, organize, and coordinate the 

day-to-day affairs of the department through the supervisors of t�1e various 

divisions. The Dep uty shall also be responsible for the administrative 

functions of the department and shall ass�1me and exercise all other pov;ers 

and duties as are delegated and assigned to him by the Director._ The 

Office of the Deputy shall be responsible for the preparation of the 

department's budget; the departmental allotment of funds and control of 

expenditures; development of departmental in-service training programs; 

adequacy of staffing, equipment, and supplies; departmental personal 

property and records management; formulation, development, and maintenance 

of a central mailing service; �ssuance of Director's Orders; review of 

reports and the operational m.:1nual; and the implementation of other allied 

functions as assigned by the Director. 

Section 2. Division o£ Accounts.· This division shall consist of the 

Office of the Chief Controller, the Accounting Branch, the Payroll Branch, 

and the Internal Audit Branch. 

A. Office of the Chi.ef Controller. This office shall be charged 

with the maintenance of a system of accounts which reflect at all times 

the "financial transactions of the government, and for submission of 

periodic reports setting forth the financial condition of the 

- 2 -

.i 
' 
I 



. '· 

. -�· , . . '· 

· �  .... 

• \,_. r• ...' 

government and the various funds thereof. The Ch:i.e£ Controller 

shhll be the supervisj_ng head of the Division of Accounts, and 

the· chief official of the Office of the Chief Controller. The 

Chief Controller shall establish rules and regulations pertaining 

tO all accounting matters, and sha 11 render assistance to all 

personnel in the various departments concerned with accounting 

procedures .. 

B. Accounting Bran ch.. This branch shall consist of three 

subsections, namely: General, Machine, and Pre-Audit and Analysis 

sections. Through its sections, the branch shall be responsible 

for the maintenance of a system of accounts for accounting of funds 

generated '\Yithin the Government of Guam; process accountin? documents 

through the various accounting ledgers; conduct pre-audits to insure 

accuracy and completeness of accounting transactions; certify all 

financial obligations for payment;· prepare and render financial 

reports; and act as the clearing branch for all financial transactions 

entered into by the Government of Guam4 

c. Payroll Branch. This branch shall prepare and process 

all payrolls for the Government. The branch shall prepare all 

Government payroll and public assistance grant ·checks. The branch 

shall also maintain earning, service, and leave records for all 

Government employees. 

D. Internal Audit Br�nch� This branch shall be responsible 

for the audit of all financial funds and transactions of the govern-

ment and shall submit reports thereon; revie\·7 and evaluate the systems 

·of checks and balances used for internal accounting controls in terms 

of adequacy and effectiveness; recm:1:uend improvements in accounting 
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and financial reporting systems as· a result of int'ernal rcvieHs;· 

conducts special analysis; chocks and surveys of inventories, 

supplies and other related matters. 

Sec
'
tion 3. Division of Financial Mana?ement. This division shall 

be responsible for the receipt, dcp�sit in authorized depositories, and 

disbursement of all-public funds and investments of such funds. The chief 

official of the Division of the Treasury shall be the Administrator, 

Financial Management. He shall have supervision of the personnel and 

functions of the division. The Treasurer of Guam under the general supe-r-

vision of the Administrator shall issue receipts for all monies received 

by him and shall disburse funds only upon the presentation of properly 

certified vouchers. Any such monies collected on behalf of any fund shall 

be deposited to the credit of the fund involved. The Administrator shall 

provide periodic analyses of the cash requirements and disbursement of the 

Government, and to see that an adequate cash budget be prepared to insure 

th'at current and future obligations are met. He shall also assist the 

Director in the selection of areas for investing government funds within 

the manner ·prescribed by law. The Admin�strator st1all make such reports 

as are prescribed by the Director of Administration and shall perform such 

other related duties as are assigned fro� time to time. 

Section 4. Division of Supply N.:u1agernent. This division shall be 

responsible for the administration of the Office of the Administrator, 

Control Branch and Storage Branch. 

A. Office of the Administrator, Suo� Management. This 

office shall be responsible for the general supervision of the 

procur_ement of supplies and equipment for the government; 

maintenance of adequate supply and equipment inventory controls; 

- 4 -



I 
f 

. . . 
. ' .:t... 1 • • r • 

. � ..... 

'· 

and operation of central warehousing for storage of government 

supplies and equipment. The chief official of the Division of 

sll.
pply 11anagcment shall have general supervision of the personnel 

and functions of the· division .. 

B. Control Branch. This branch shall consist of the 

Procurement Sectio� the Stock Control Section, and the Receipt 

Control Section. The branch shall process procurement, receipt, 

and issue documents; maintain stock records; negotiate and prepare 

purchase order contracts; prepare and issue bid invitations;· main-

tain follow-up on requisitions and purchase deliveries, edit speci-

fications; compute new shipment of merch andise; establish unit 

costs; and issue supply catalogues. 

C .  Storage Branch. This branch shall be responsible for 

the proper storage and custody of certain government supplies and 

equipment. The branch shall receive, check, store and issue 

materials, supplies and equipment for the Government. The branch 

ment from the Port to the warehouse_, and from warehousE:: to the 

various departments; clearing certain government bill� of lad ing; 

and preparing claims for short or damaged merchandise. The branch 

shall also maintain all Government of Guam and Federal property 

control records; conduct inventories and tag incoming property; 

make physical audit of departpient property; handle equipment 

transfer, surplus property and sales; inspect and make minor 

repairs on office machines; and conduct major overhauls on other 

machines. 
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Section 5. Personnel Servi.ces. Division • .  The Of
_
fi�� of the Per��nncl 

services Division shall consist of the Recruitment Branch, Cl<1ssification 

Branch, and Safety Branch. The Administrator of Personnel Services 

Division, shall be the supervising head of the division. This division 

shall be responsible for the technica� aspects ?£ personnel administration; 

the chief functions .of Hhich are position class;ifi,.cation, recruitment, and 

examination, and research. 

A. Classification Branch. This branch shall be responsible 

for the maintenance of the classification nnd compensation plan, 

subject to the overall functional revie\v of. the Civil Service Commission 

of the Government of Guam. It deals with classification studies 

involving allocation or reallocation, and the preparation or revision 

of class specifications subject to the approval of the Civil Service 

Commission. It shall also be responsible for the review of and to 

recommend improvements in such matters as recruitment policies, testing, 

and future job needs of the Government. 

B. Recruitment Branch. The branch shall be responsible for 

rnent of anticipated or existing job vacancie5 of the Government of 

Guam. This includes the processing of applications to determine the 

eligibility of applicants to participate in the examinations, the 

scheduling and administration of examinations in o!='der to recruit 

and promote competent persons, and the establishwent· and certification 

of eligibles. 

C. Safety Tirane h. This branch shall he responsible for the
. 

administration of Public Lmv 9-154, approved 1-·!o.rch 5, 1968, relative 

to the establishment of a Safety Progra.m for gov2rnrncnt employees. 
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E:mployee Relations Division. This division shall be 

responsible for the development and proumtion of programs for maincaining 

construCtive emplOyee relations in accordance vlith Public Law 9-240, 

approved August 13, 1968, entitled "Public Employee-Management Relations 

Act," including the handling of employee grievance> and exit interviews. 

The chief official of this division shall be the Administrator, Employee 

Relations Division. He shall also direct the development and promotion 

of training programs for the various departments as well as the development 

of effective employee communication programs and materials. 

A. Ernployee-V.�r'lnagement Relations Branch. This branch shall 

be responsible for the orderly implementation of Pub lie Law 9-240, 

approved August 13> 1968, relative to relationship between the 

government and its public employees. 

B. Employee Development and Training. This branch shall 

be responsible for conducting and administering an effective 

training program for all government employees. It shall coor-

dinate the various de!_)artmenta 1_ tra.inine pr03raiT�s, f.W.d t0 

render staff assistance to improve such programs. It shall also 

administer such programs as the Employee Performance Rating, 

Incentive A'tvard, employee grievance, and appeals and exit 

interviews. 

C. Overseas Processing and Travel Branch. This branch 

shall be responsible for the recruitment processing of personnel 

from off-island to be employed Hith the Government of Guam and 

handling of transportation arrangements for: 

(1) Govern�ent of Guam officials traveling abroad 

on official business; 
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Off-island pc,rsonncl traveling to and from 
. .... 

Guam on contractual appointment; and 

-· 

Section 7. Retirement Division. ·This division shall be responsible 

for the administration of the Government of Guam Retirement System. The 

division shall establish, maintain, and operate an accounting system 

suitable for an efficient retirement system, and act as the official 

clearing house in the effecting of all personnel actions, as well as the 

preparation of related reports and statistics. 

Section 8. Records Hanagement Division. This division shall be 

responsible for the efficient and economical administration of the Records 

Management Act (Public Law 6-64); the compilation and publication of 

official documents; the conduct of informational and statistical research 

activities; the preparation of reports; the maintenance of the Central 

File; and the development and maintenance of an adequate personnel records 

program, including the processing of personnel actions (appointments, 

reclassifications, promotions, terminations, etc.). 

Section 9. Data Processing Division. The Data Processing Division 

shall funr ti on as the ce:!t!'.:!.liz�d u�i t foJ: .s.ll au toma. tic O.a ta processing 

functions of the Govern2ent, pursuant to Executive Order No. 67-8, approved 

July 7, 1967. The division shall consist of the Systems, Design and 

Programming Branch, Data Control Branch, and the Operations Branch. 

A. Systems Desi�n and Progran1rainr; Branch • .  This b1:a nch is 

responsible for the design, development, and prograffiming as well 

as conducting feasibility studies of existing systems and proce-

dures with the vie<:·J tmvards mechanization. This branch shall 

also be the liason betNeen the division and the various departments 
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and agencies for both anticipated an,d/or recurring reports; 

establishing neH reports; and recommend areas tha·t could 

lead itself to mechanized processing. 

B. Data Control Branch. The Data Control Branch is 

responsible for the recording or logging in of all input source 

materials, key punching, and verifying all source material into 

punch cards format. All completed reports shall be reviewed 

for format, number of copies, report headings, and obvious 

errors prior to release to the departments concerned. 

c. Qr.erations Branch. The Operations Branch is 

responsible for the detail application of programs and process 

the punch card files and summary files to produce the desired 

reports. 
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