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HUMAN RESOURCES &  
PAYROLL DIVISIONS



APPLICATION  
PROCESS

Before you submit  
your application,  
please ensure you  
have ALL required  
documents on this  
checklist

























CLASSES OF EMPLOYEES

Standing Rules Section 14.06

Unrestricted Employee: Class 1
◦ Receive full benefits

Medical Insurance
Dental Insurance
Group Life Insurance

◦ Gov. Guam Retirement or Social Security (FICA)  
NOTE: Life Insurance

Effective after 6 months of employment
The Life Insurance form must be submitted a month before employee is eligible

Restricted Employee: Class 2
◦ Ineligible for the following:

Medical Insurance
Dental Insurance
Group Life Insurance

◦ Entitled to Gov. Guam Workmen’s Compensation
◦ May not join Gov. Guam Retirement Plan



PERSONNEL ACTIONS

LC-I (Unrestricted Employee) LC-II (Restricted Employee)



PAYROLL
TIMECARD CODES

A-1 Regular
A-2 Overtime
A-3 Annual
A-4 Sick
A-5 CTO
A-6 Holiday
A-7 Other



TIMECARD for LC-I

Employee Payroll No. should be used for all timecards

12345



TIMECARD for LC-II

Blank Timecard

Employee  
Payroll No.  
should be  
used for all  
timecards

XXX XX 123412345

REMINDER
Only the last 4  
digits of an  
employee’s SS  
no. should be  
displayed

Jane Doe



PAYROLL  
DEDUCTIONS



LEAVE OF  
ABSENCE

Leave Form





SEXUAL HARASSMENT

STANDING RULES:

Section 14.10

We will inform you when the  
Sexual Harassment Training has  
been scheduled.



ACCOUNTING &  
PROCUREMENT  

DIVISIONS



AUTHORIZED PERSONNEL PICK-UP FORM



A. Request for Purchase Order
B. Request for Payment

TRANSMITTAL REQUEST ORDER (TRO) FORM



C. Request for Travel Authorization
D. Request for Transfer

TRANSMITTAL REQUEST ORDER (TRO) FORM









Asset Listing

1.) Listing of Equipments
2. ) Property Transfer

3. ) Property Inventory



Travel  
Authorization  
Request Form

STANDING RULES
RULE XVIII
SECTION 18.01
TRAVEL AND 
TRANSPORTATION













Travel  
Settlement Form

Any traveler, after completion  of 
travel and return to Guam,  shall 

submit a written  settlement 
report to the  Chairperson of the

Committee  on Rules.













COMMERCIAL  
LEASE  

AGREEMENT

Documents that have to 
be  submitted:

1.Business License
2. W-9 Form





LEGAL  SERVICES  
AGREEMENT

Documents that have to be  
submitted:

1.BAR Certificate/  
Acknowledgement

2. W-9 Form





INDEPENDENT  
CONTRACTOR  
AGREEMENT

Documents that have to 
be  submitted:

1.Business License
2. W-9 Form





PROCUREMENT

ADMINISTRATION
Section 17.04

Duties and Responsibilities of Purchasing Agent

Duties and Responsibilities of the Procurement Officer

PURCHASING & CONTRACTING PROCEDURES
Section 17.05
A. Sealed Bids

1. Procedure
2. Determining Lowest Responsible Bidder

B. Open Market Procedure
1. Less Than Twenty Dollars ($20)
2. Less Than Five Hundred Dollars ($500)
3. Five Hundred Dollars ($500) or More, But Less Than Two-

Thousand Five Hundred Dollars ($2,500)

C. Exceptions
1. Exceptions to Requirements for Sealed Bids
2. Exception to Requirement to Procure from Local Suppliers
3. Exception to Requirement to Procure through Regular  

Procurement Channel

Rule XVII: PROCUREMENT & SUPPLY REGULATIONS



PROCUREMENT

Rule XVII: PROCUREMENT & SUPPLY REGULATIONS

•PROHIBITIONS

Section 17.06

•SURPLUS STOCK

Section 17.07

•STOCK OF DEPARTING OR RETIRING  
MEMBERS

Section 17.08



SI YU’OS MA’ÅSE!


