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THE THIRTY-FIFTH GUAM LEGISLATURE

Clerk’s Office
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Clerks staff process, support, and engage in the production
of documents and legislative activities.

The day-to-day processing consist of:
« Bills, Resolutions, and Certificates introduced and the actions taken.

* Incoming messages and communications and the actions taken.

« Conducts research and obtains information on Official Correspondences to the
Legislature.

* Process and update information on the website.
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Clerk’s Office

Guam Congress Building,163 Chalan Santo Papa, Hagatiia, Guam 96910
472-3465 emaill: clerks@guamilegislature.org
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Bills, Resolutions, and Certificates
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Introduction of Bills.

Reference: i Otden Areklamento Section 6.03.

I MINA'TRENTAI SINGKO NA LINESLATURAN GUAHAN
YEAR (FIRST/SECOND) Regular Session

Bill No.  -35(COR/LS)

Introduced by: Primary Sponsor
Co-Sponsors

AN ACT TO.

BE IT ENACTED BY THE PEOPLE OF GUAM:

Section 1.
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Bills Draft

MARGINSFONT: Tumes New Roman 14
Top | Bomom |
Lefil Right 1

T MINA'TRENTAI SINGKO NA LINESEATURAN GUANAN
YEAR (FIRST/SECOND) Regular Session

Bill No. 38 (CORLS)

Introduced by SPOMSOR(S)
ANACTTO,
BE IT ENACTED BY THE PEOPLE OF GUAM:

Section 1, PARTS OF A BILL,
Hecommendation |
Please compose GCA sections according 1o the dingram bebow. It is helpful 10
kv that the GEA is divided i Follawing descending ond
Titke (manidatory)
Divison (if necessary)

Past (if mecessary)
Chapter (mandatory)
Artsele (i mecessary)
Section (mandatory)
Subsectson (if necessany)
Note that Tite, Chapter and Section designations are required for amy codification
scheme. Division, Past and Articks desigmations ase somctimes not used in
pasticular codification schemes. We recommend that whenever possible, Articke

[t

-

Top | Bomom. 1
Laft 1 Right 1
designations be wsed. The following disgram shows an example of the pencral

codification scheme:

S
0L 0JOJO)
Recsmmenilation I
Please dealt GUA sectsons and subsections accondng 10 the example below and
identify subsections in the followisg Format
#1100, Name or Title of Section.

In the section title, the first letter of cach major word is capaalized. Do not
capitalize minor words such & comjunctions and anicles (¢ and, but, or, the, a.
etc.). The text of the section should be written as shown in this example,

{a}  Firs subsection, The first subsection {if any ) is designated with small
Tetiors i parentheses

i1y Socond subsoction. The second ssbsection (if amy ) 1s designated
by Arabic namerals in parenthescs
(A)  Third ssbsection. The third subsection if any) is
designated by large captal letiers in parenihses
i) Fourth subsection. The fourth sebsection (if amy) is
designated by small Roman numerals in parentheses

(aa) Filth subseciion, I necessary, a fifih
subseetion is designated by double bower case letters in
pamentheses and the cyele repeats as follows.

(1) Sixth subsection
IAA} Sevenih subsection

ARG 1
Tog | Bosom: 1
[ Right 1
1) Eighth subsectson.
Hecommeniation §

Plexse mse Microsalt Word for creating new legislative docunsents. The
Compilers Office now uses Microsoft Word exchusively for processing the Guam
Code Anmotated. Legal publishers such as Lexis and West require transmistal of
Word files. Use of MS Word will minimize glisches amd covors caused by
somversions of filkes ereated with other word prosessing software swch as
Wordperfect

Recommendation 4

Plexss use Twmes New Romam font in documents. Times New Roman scoms
1o be used universally and is a true-type font ncoessary for cmbodding in
documents to be published. We wse this font exclusively in all Guam Code
Amnotated docaments.

Recommendation 5

When assigning a code section mumber 103 new statutory addition and you
are unsure of whether the desired code section number is vacamt and avanlable,
please contact the Compiler's Office.
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» Prepare the Bill using the template issued by Clerk’s Office.

FONT:

Times New Roman 14

MARGINS

Top: 1 Bottom: 1
Left:1 Right: 1

v" LINE NUMBERS

v" PAGE NUMBERS
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HEADING:

I MINA'TRENTAI SINGKO NA LIHESLATURAN GUAHAN
YEAR (FIRST/SECOND) Regular Session

»~ Gather initials/signatures for each sponsor.

Introduced by: Prime Sponsor
Line to be placed below Main Sponsor)
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»~ Prepare the Bill using the template issued by Clerk’s Office.

» Verify the accuracy of the information, including names, spelling, dates, etc.

» Gather initials/signatures for each sponsor.

» Emaill Clerk’s Office the Microsoft Word version of the Bill. Do not label the Bill
number or parenthesis.

» Hand-deliver to Clerk’s Office for filing. Do not label the Bill number or parenthesis.

» Clerk’s Office forwards the Bill to Committee on Rules. Then forwards the Bill to
MIS for posting.
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Questions?
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RESOLUTION NO. 25-35 (COR)

GUIDELINES

RESOLUTIONS AND CERTIFCATES
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Section 1. INTRODUCTION

These Guidelines supplement the requirements of | Mina’trentai Singko Na
Liheslaturan Guahan Otden Areklamento, specifically Rule VIl on Processing
of Resolutions and Rule VIl on Processing of Certificates. These Guidelines
are intended to provide all individuals involved in the preparing, processing,
and presentation of resolutions and certificates with as much information as
possible to understand the steps required to produce a
resolution/certificate.
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Section 2. BACKGROUND.

Resolutions. while the Legislature is in session, it can act as a body to

adopt resolutions that have been introduced during the time period that it
remains in session. When the Legislature is not in Session, the Committee on
Rules (COR), as the policy-making body of the Legislature, acts on the
Legislature’s behalf. Therefore, resolutions introduced when the Legislature is
not in Session must be adopted by COR. Adoption requires the affirmative
vote of a least seven COR membetrs.
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Certificates. certificates are issued as a function of the Committee on

Rules. Any member may submit a request for a certificate, which will be
reviewed and approved by the COR Chairperson. Certificates processed
between sessions will be placed on the Consent Calendar at the next

session for ratification by the body.
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Section 3. TIMING.

Resolutions. Resolutions should be introduced at least five D working
days prior to the scheduled presentation.

Certificates. certificates should be filed at least three 3 working days

prior to the scheduled presentation.

If an office is unable to meet this deadline, it is strongly recommended to
consider presenting a certificate instead.
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DELAYED PROCESSING

Processing delays occur under extenuating circumstances, particularly
when a high volume of resolutions and certificates are introduced/filed.
Delays will also occur during session because the handling of session matters
takes precedence over all else.

Thus, there will be a hold on processing commendatory, congratulatory, or
condolence resolutions and certificates until session is adjourned.

Exceptions may be made by the COR chairperson upon receipt of a written
request from the sponsor explaining the need for immediate processing.
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Section 4.

REQUIRED NOTICES MEMORANDUMS

Reference: i Otden Areklamento Sections 7.04(f) & 8.04(d).
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a) 24-hours Prior to Presentation. After a resolution is adopted and at least 24 hours prior to
the presentation, the sponsor e-mails a memo to all senators providing the following
information:

1. resolution/certificate number;
2. resolution/certificate title, in its final version; and

3. the presentation date, time, and location.

When sending this email, the sponsor must cc:

4. Clerk’s Office, for information/tracking purposes;

5. MIS, for posting on the calendar; and

6. Chief Protocol Officer, if presentation is in the Guam Congress Building.
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b) Rescheduled Presentations. The sponsor must provide e-mail notice to all
parties (i.e., senators, clerk, MIS, CPO) when a presentation is cancelled or re-
scheduled.
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Section 5. RESOLUTION PROCESSING PROCEDURE
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| Mina'trentai Singko Na Liheslaturan Guahan
YEAR (FIRST/SECOND) Regular Session



i i

oe— o Coadelance
Top 123 Womom.
Leftt Right 73

T MINATRENTAL SINGKO NA LIESLATURAN GUARA
VEAR (FIRST/SECOND) Regular Session

Resalution Ne. <34 (COR}

Imtrosduced by iPrime Sponsor)
AN Mewvbers mot afready bisied ax
@ sponsar.or co-sponsars, fo be
e v the endd of the spvisors
anlreunty fisted |

Helstive to

COMMITTEE ON RL
UARAN:

BE IT RESOLVED BY
MINATRENTALSINGKE NA LIESLATURAN 61

WHEREAS,  zand

WHEREAS,  sand

WHEREAS, » now, therefore, be it

Recegsitson. 0 Cumdetence

MARSGINSICNT: Times Mo Homan 1

To: 135 Bomom 1

Lefl Right 73

RESOLVED, that the Commitioe om Rules of | Mina Trewiay Simgko No

Labeshatsran G docs bereby, o behalf of | Livestanrn Cudban snd the pecple
of Guam, - and be it further

RESOLVED, that the Speaker and the Chairperson of the Commities on Rules.

centify, snd the Legishative Secretary attest 0, the adoption hercol, and that copics of

the same be thereafier trmsmitted (e mame or agencyd? and 1o the Honorable

Lourdes A Leon Guerrero, | Moo Tdga Cuwdban,

REGINE BISCOE LEE

Chairperson, Commitice an Rubes

AMANDA L SHELTON
Legielative Secretary

Recognition, C [ oF of Condolence
MARCGINSFONT; Times Now Roman 4
Top 125 Bogm 1
Left1 Rght 78

TATSINGKO NA LINESLATURAN GUAILAN
YEAR (FIRST/SECOND) Regular Session

Resolution No.  -35 (COR/LS)

Introduced by: (Prime Sponsor}

CAlE Members not afready lised e a
sporsar ar co-sponsors, i b added
at the end af the spansors atready
distedd )

Relative ta

BE IT RESOLVED BY £ MINATRENTAF SINGKQ NA LINESLATURAN
GUAHAN:
WHEREAS, : and

5 now, therefore, beit

Top |
[E

RESOLVED, that J Minatremias Singko Nir Libeskaturan Guahon does hereby,
on bebalf of the people of Guam, < and be i farthes

RESOLVED, that the Speaker cortify, and the Legislative Scerctary atiest 1o,
the adagion bereof, and that copics of the same be therealler tramsmitied (Type same
e eyl and 10 the Honorable Lourdes A. Leon Guervero, I Mg {ishor.

ARLY ADOPTED BY § MINATRENTAD SINGKO NA

LIHESLATURAN GUAIAN ON T DAY OF VEAR.
AMANDA LEE Tox
Legislative Secretary

2
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Introduction of Resolutions.

Reference: i Otden Areklamento Section 7.03.

To introduce a resolution, the sponsor must complete

each of the following steps. Clerk’s Office will not begin

processing a resolution until all of these steps are
complete.
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1 RESOLVED, that the Committee cm Rules of 1 Mina Trenta Simgho Na I MINATRENTAL SINGKO NA LINESLATURAN GUARAN . e e i - .
VEAR (FIRST/SECOND) Regular S ! RESOLVED, that [ Mi'ronion Swpke Na Libseaturan Cuahan doos horetry,

FMINATTRENTAL SINGKO NA LINESLATURAN GUARAN
VEAR (FIRST/SECOND) Regular Session 2 Liheshaturan Guuishan docs herchy, on behalf of | Liheslaturan (udhan and the people 2 om behalf of the peope of Geam +and be it further
that the Speaker cenify, and the Legislative Secretary amest to,

3 of Guam, - and be it further
Resolution Na. 34 (COR) 4 RESOLVED, that the Speaker and the Chairperson of the Comsnittes on Rules Reolution Ne. =38 (CORMLS) Y o v, sl opho of o s b initr mclied fype mams
S centify, and the Legislutive Secretary attest o, the adoption herea, and that copies of ) S5 orapecy); and 1o the Hooorable Loundes A, Losa Guarrers, / Afiagahigs Gndhat
: e Introduced by {Prime Sponsor)
Introduced by: (Prime Sponsor) 6 the same be thereafter transmitied fiype mame or agency); and to the Homorable
S 7 Leurdes A. Loon Guerrsr, § Mago Tz Gisthon, (AR Mewmbers nor alrady listed as o
fa——

AL Afembers med alreody lvted ax
o e ar cosporsars, w0 be

ar ahe emd of the sponsors afreody
Tivwed)

ankidvel @ the end of the spomsors

aireaty fsted ) DULY AND REGULARLY ADOPTED BY THE COMMITTEE ON RULES OF
Im TRENTAI SINGKG NA LINESLATURAN GUARAN ON THE ___
DAY OF MONTH YEAR.

REGINE BISCOE |
Chairpersan, Commitiee on Rules

TINA ROSE M

AMANDA L. SHELTON

Legislative Secretary
Relative ta
Relative to
1 BE IT RESOLVED BY THE COMMITTEE ON RULES OF /
3 MENATRENTAI SINGKO NA LINESLATURAN GUANAN: 1 BE IT RESOLVED BY | MINATRENTAI SINGKO NA LIBESLATURAN
3
3 WHEREAS,  sand N
4 WHEREAS,  ;and N
4

5 WHEREAS, + now, therefore, be it
5

+ now, therefore, be it
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» Prepare the resolution using the template issued by Clerk’s Office.

» Verify the accuracy of the information, including names, spelling, dates,
etc.

» Gather initials/signatures for each sponsor.

» Emaill Clerk’s Office the Microsoft Word version of the resolution and the date,
time, and place of presentation. If the presentation details are unknown or the
resolution will not be formally presented, include that information instead. Do not
label the resolution number or parenthesis.

» Hand-deliver to Clerk’s Office for fiing. Do not label the resolution number or
parenthesis.
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Substantive Resolutions
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» Clerk’s Office forwards the resolution (as introduced) to MIS for posting.

MIS will note that the posted version is “as introduced”
» Clerk’s Office forwards the resolution to COR for referral:

If the resolution is to be sent to the U.S. president, a member of the U.S.
Congress, or the head of a foreign state, the resolution will be referred to
the primary sponsor, pursuant to 2 GCA §2103(b)1.

All other resolutions will be referred to the appropriate standing committee.

» Sponsor/committee holds a public hearing following the same
hearing process for bills/appointments.

» Sponsor/committee prepares a report on the resolution and submits
it to the speaker, via COR, for consideration by the body.

» Resolutions processed in compliance with all applicable rules will be
eligible for consideration for placement on the session agenda.
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Processing
Resolutions of
Recognition, Commendation,
Congratulation, or of Condolence.
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* Clerk’s Office after introduction:

* Reviews format and style and makes any necessary changes.
Time frame: 1 working day from date of filing.

* Reviews content and makes any necessary changes. If the changes are substantive,
sponsor will be notified. If the resolution requires extensive changes, Clerk’s Office will
return the resolution to the sponsor. Time frame: 2 working days from date of filing.

* Prepares a COR vote sheet and sends to sponsor.



FERRRRRERRRRRRRRRRRRR R RRRRINNnNnnnnNnnnnNlnnHIinnnnninnnn
Hafa Adai!

Attached, please find the final version of Resolution No. -35 (COR) - SPONSOR. - “
,” for your circulation among COR members and the accompanying vote sheet (do

not attach vote sheet for circulation).

Please return the vote sheet to the Clerk’s Office once you’ve received at least seven (7)
affirmative votes.

As a reminder, Presentation Notice must be sent out Twenty-four (24) hours prior to presentation.
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COMMITTEE ON RULES
SENATOR REGINE BISCOE LEE, CHAIR
SLATURAN GUAHA

TowOT o
ADOFT_| ABSTARY

scxATunE | pan

VOTE SHEET

Vice-Speaker Telama Crus Nelsan
Mesbur

Serster Kelly Marh (Taltansl, PR
e

Senater Clymten 1. Ridgrlt
[——

Senutar fone 1. Terlaje
pra—

Senster Therrse M. Trilaje
Aember

Senster Jammen € May lam
Miscemy Mersber

Sertar Mary Camacha Tam
Miscriey Mpmber

S e O Yk W

[ ——
St Coantact Pemsia:

e COR/Cieai's EIFE Ut Oy
Cersiied

Dt
S

——
11 i
bt i
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SPONSOR’S OFFICE TO COR MEMBERS

Hafa Adai, COR Members:

Attached, please find the final version of Resolution No. -35 (COR) - SPONSOR. - “
which your action is respectfully requested.

Please indicate your preferred action, based on the following options:

- To Adopt;

- To Not Adopt;

- To Abstain; or

- To Place in Inactive File.

Please submit your response by . Your responses will be logged into the COR Vote Sheet for
Resolution No. -35 (COR), which will be filed with the Committee on Rules, via the Office of the Clerk of the
Legislature.
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* Sponsor routes vote sheet for signature. Time frame: 1 working day after content is finalized.
Votes may be solicited by circulating a hard copy of the vote sheet or by a group e-mail
from the sponsor to all COR members. If the vote sheet is routed by e-mail:

* E-mail responses from COR members must be registered by the sponsor on the vote
sheet. E-mail responses must be compiled and forwarded to Clerk’s Office for
verification.

* The vote sheet must be signed by the sponsor acknowledging that the votes were
properly registered.

* Once at least seven affirmative votes are received, the sponsor submits the hard
copy, signed vote sheet to the Clerk’s Office, with the e-mail responses attached.
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* Clerk’s Office:

+ Verifies votes, certifies vote sheet, and notes the date of adoption (i.e., the date the
vote sheet is filed).

* Prepares the resolution for printing. The number of “presentation-ready” copies will be based on
the number of frames/presentation folders provided by sponsor. Otherwise, one “presentation-
ready” copy will be printed for the main recipient and “blue back” hard copies provided to
additional recipients. It is the responsibility of the sponsor to inform the clerk’s office as to how
many copies of each type of print-out will be needed.

* Routes the adopted resolution for signature. Time frame: 1 working day from date
vote sheet is submitted.

« Seals.

« Confirms 24-hour notice of presentation has been issued to all senators (cc: Clerk,
MIS, CPO, and SAA, if necessary).

« Contacts sponsor once resolution is ready for pickup.

+ Sends certified vote sheet and adopted version of resolution to MIS for website
posting.
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Transmittals.

Sponsor is responsible for providing complete contact information for all
recipients of a resolution to Clerk’s Office. Clerk’s Office will prepare
“blue back” hardcopies with an official transmittal letter signed by the
legislative secretary. Clerk’s Office will issue final product to sponsor for
postage and mailng and to MIS for website posting.
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Revisions.

* |If a sponsor wishes to revise a resolution that is already being processed,
sponsor must first contact the Clerk’s Office to request for the latest
Microsoft Word version of the resolution. The sponsor must then email a
request to COR (cc: Clerk’s Office) including a version of the resolution
identifying the revisions. Revising a resolution in the middle of processing
may extend processing time by approximately 48 hours.
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Converting (COR) Resolutions to (LS).

* If a resolution is introduced when the Legislature is not in session, it
is classified as “(COR),” and is adopted via the process described
above. If the Legislature goes into session and a “(COR)”
resolution has yet to be adopted, the sponsor may wish to have
the resolution instead adopted as an “(LS).” If so:

* Sponsor must submit written notice to the speaker (cc: COR,
Clerk’s Office) withdrawing the “(COR)” version.

« Sponsor must then re-format the original “(COR)” resolution to
reflect the proper “(LS)” format. All other processing
requirements remain in effect.

« The “(LS)” version will then be addressed on the floor.
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Similar Resolutions.

* If two or more resolutions, or a resolution and a certificate, on substantially
the same subject matter are adopted, only the document first submitted
shall be issued. Questions as to whether the substance or textual
significance of two or more documents are substantially similar shall be

decided by the COR chairperson.
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Withdrawal of Resolutions.

Reference: i Otden Areklamento Section 7.04(g).

* A prime sponsor may permanently withdraw a resolution at any time by
written notice to the speaker and COR chairperson.
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Section 6. Certificate Processing Procedures.
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CERTIFICATE OF RECOGNITION

Introduction of Certificates R TPy

Reference: i Otden Areklamento Section 8.01 (INSERT)

(INSERT).
THE COMMITTEE ON RULES -
OF § MINA' TRENTAI SINGKC NA LIHESIATURAN GUAHAN
HEREIN DIRECTS THAT THIS OFFICIAL EXPRESSION OF ITS
RECOGNITION COMMENDATIONS AND CONGRATULATIONS
BE FORTHWITH SENT ON BEHALF OF
T HHESIATURAN GUAHAN AND THE PEOPLE OF GUAM.

SIGNED AND SEALED IN THE CITY OF HAGATAA GUAM ON THE DAY OF MONTH 2019,
CERTIIED BY
TiNA ROSE MUNA BARNES REGINE BISCOE LEE
SPEAKER CHAIRPERSOS, COMMITTEE 08 RULES
ATTESTED BY:
AMANDA L SHELTON NAME

LEGISLATIVE SECRETARY SPONSOR
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. To request a certificate, the sponsor shall:

* Prepare the certificate using the template issued by Clerk's Office.
+ Verify the accuracy of the information, including names, spelling, dates, etc.

* Gather initials/signatures for each sponsor.

« Email Clerk's Office the Microsoft Word version of the certificate and the date, time,
and place of presentation. If the presentation details are unknown or the certificate
will not be formally presented, include that information instead. Do not label the
certificate number or parenthesis.

* Hand-deliver the hard copy to the Clerk’s Office for filing. Do not label the
certificate number or parenthesis.

 If the certificate is to be issued to multiple recipients, the sponsor must provide a
recipient listing (e-copy and hard copy) at the time of filing. However, no more
than fifty certificates will be issued for a single recognition.
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Processing. Once a certificate is filed

* Clerk’s Office:

+ Reviews format and style and makes any necessary changes. Time frame: 1 day
from date of request.

* Reviews content and makes any necessary changes. If the changes are
substantive, sponsor will be notified. If the certificate requires extensive changes, it
will be returned to the sponsor. Time frame: 1 day from date of request.

« Forwards to COR for review and approval. Time frame: 1 day from date of request.

COR reviews and:

« If approved, returns certificate to Clerk’s Office for finalizing

+ If denied, COR notifies sponsor and Clerk’s Office.
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* Clerk’s Office:

* Prints
* Routes certificate for signature. Time frame: 1 day from date of COR approval.

« Seals.

+ Confirms 24-hour notice of presentation has been issued to all senators (cc: Clerk,
MIS and SAA, if necessary).

+ Contacts sponsor once certificate is ready for pickup.
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Revisions.

* |If a sponsor wishes to revise a certificate that is already being processed,
the sponsor must email a request to COR (cc: Clerk’s Office) including a
Microsoft Word version of the resolution identifying the revisions. Revising a
certificate in the middle of processing may extend processing time by
approximately 24 hours.
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Withdrawal of Certificate.
Reference: i Otden Areklamento Section 8.03(d).

« A sponsor may permanently withdraw a resolution at any time by a written
request to the speaker and COR chairperson. Reference: i Otden
Areklamento Section 8.03(d).
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| Mina'Trentai Singko Na Liheslaturan Guahan
YEAR (FIRST/SECOND) Regular Session
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Clerk’s Office

Guam Congress Building,163 Chalan Santo Papa, Hagatiia, Guam 96910
472-3465 emaill: clerks@guamilegislature.org




